
Bank Reconciliation Process Instructions 

Date: [Insert Date] 

To: [Insert Recipient's Name] 

From: [Insert Your Name] 

Subject: Bank Reconciliation Procedure 

Dear [Insert Recipient's Name], 

As part of our financial management practices, it is essential to conduct a bank reconciliation on 

a regular basis. Below are the instructions to carry out the bank reconciliation process 

effectively: 

Step-by-Step Instructions: 

1. Gather all relevant bank statements for the period. 

2. Obtain the company's cash ledger or accounting software records. 

3. Compare the transactions listed in the bank statement with the cash ledger. 

4. Identify any discrepancies and investigate their causes. 

5. Make necessary adjustments in the cash ledger for items such as bank fees, interest 

earned, and outstanding checks. 

6. Prepare a reconciliation statement summarizing the findings. 

7. Submit the reconciliation statement along with supporting documents to [Insert 

Supervisor/Manager's Name] for review. 

If you have any questions or need further assistance, please do not hesitate to reach out. 

Best regards, 

[Insert Your Name] 

[Insert Your Job Title] 

[Insert Your Contact Information] 


