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Overview 
All bank accounts should be reconciled with the bank statement. 

 This should be done on a regular basis as soon as possible after receiving the statement. 
Performing an audit is not dependent on reconciling the bank statement but there is a higher 
probability of error when the reconciliation is not performed.  

 Print the report and post the reconciliation 
 
Three Way Reconciliation 
 
The three way reconciliation compares the Bank Balance Breakdown report with the Bank Activity 
and the Bank Reconciliation reports. 
 
3-Way Comparisons 

A. The first comparison is the Bank Activity Balance on the Bank Balance Breakdown = the 
Ending Balance on the Bank Activity = the Available Balance on the Bank Reconciliation when 
all are run for the same report date. This is true unless there were checks posted prior to the 
report date that were voided after the report date. In that circumstance, the voided check(s) will 
be included on the Uncleared Checks section for the Bank Balance Breakdown but not on the 
uncleared checks for the Bank Reconciliation. Deducting the voids from the Available Balance 
of the Bank Reconciliation will make all three match. 

 
B. The secondary comparisons are the Bank Activity Balance on the Bank Balance Breakdown = 

Ending Bank Balance on the Bank Account Activity and 
 

C. Bank Cleared Balance on the Bank Balance Breakdown = Cleared Balance on the Bank 
Reconciliation. 

 
For more information on the Bank Balance Breakdown report, see How To document #710. 
 
  

Trust Three Way Reconciliation-Version 12 

http://promas.com/
http://promas.com/pdf/R-710%20Bank%20Balance%20Breakdown%20Report-Version%2012.pdf
http://support.promas.com
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Three Way Reconciliation Reports 
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The next page contains a form you can use to record the 3-Way Reconciliation.  This form can be used in 

conjunction with the Audit Worksheets, found in the How To document #703 Audit.  That document has more 

information about auditing your accounts. 

 

Instructions for completing the 3-Way Reconciliation 
 

1. Select the target date – usually the last day of the previous month 
 

2. Do the bank reconciliation (GL, Reconcile Bank Account) for all bank accounts through the 
target date.  Print the reconciliation reports and post the reconciliation. 

 
3. Copy the Available Balance numbers from the report to the form, part I. 

 
4. Run the Bank Activity Report (Reports, Bank Reports) as of the target date. 

 
5. Copy the Ending Balance amount from the report to the form, part II. 

 
6. Run the Bank Balance Breakdown report (Reports, Bank Reports) as of the target date. 

 
7. Copy the Bank Activity Balance total from the report to the form part III. 

 
8. If there are differences in the three totals, see How To document #703 Audit for suggestions 

on how to explain or correct those differences. 
 

9. Attach copies of the reports to the form. 
 
  

http://promas.com/
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PROMAS Trust Account 3-Way Reconciliation 
 
Bank Account: __________________________________ Date: __________________ 
 
I: Bank Reconciliation Report 
 
Bank Statement - Cleared Balance A. TOTAL $ ___________________ 
 Plus: uncleared deposits and other uncleared additions $ ___________________ 
 Less: uncleared checks and other uncleared subtractions $ ___________________ 
 Available Balance as of _______________ B. TOTAL  $ ___________________ 
 
II: Bank Activity Report 
 Ending Balance as of _______________ TOTAL  $ ___________________ 
 
III:  Bank Balance Breakdown 
 Bank Activity Balance as of _______________ TOTAL  $ __________________ 
 Bank Cleared Balance as of _______________ TOTAL $___________________ 

 
Cleared Balance on I =  Bank Cleared Balance on III 
Available Balance on I = Ending Balance on II = Bank Activity Balance on III 
 
Amount of difference, if any: $ __________________ 
 
Explanation of difference and corrective action: 
 
 
IV: Ledger Balances Equation - See next page. 
 
 
  

http://promas.com/
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IV. Ledger Balance Equation 

Real estate commissions frequently want to see that the Checkbook balance (Available bank balance shown  

in I on previous page) matches the sum of owner and tenant balances.  Use the equation below. This is what 

the Audit Worksheet shows, but in a slightly different format. 

 

Equation: bank stmt balance plus/minus uncleared = owner balances + open credits + management 

balance + other owner liabilities (+ security deposits if in the same bank and not Held By Owner) 

 

Section A – bank - from I above   

 Bank Statement - Cleared Balance   $ ___________________ 

 Plus: uncleared deposits and other uncleared additions $ ___________________ 

 Less: uncleared checks and other uncleared subtractions $ ___________________ 

 Checkbook balance (Available bank balance)  TOTAL   $ ___________________ 

 

  

Section B – ledgers - Checking Bank 

 Ledger balances (ledger balance report - include Mgmt Group) $_______________ 

 Plus tenant open credits (tenant balance report for all tenants) $_______________ 

 Less undeposited receipts (Bank Balance Breakdown) $_______________ 

 Plus receipts dated after deposit slip (Bank Balance Breakdown)      $_______________ 

 Plus other liabilities (Balance Sheet consolidated for all ledgers) $_______________ 

 Plus Security Deposits - tenant balance report for all tenants  

      (Only if only one bank and SD not Held By Owner) $_______________ 

                                                                                   TOTAL      $ _______________ 

 

Difference between Section A Total and Section B Total             $_______________  

 

Considerations: 

 Ledger balances in other banks                            $______________ 

 Money that needs to be moved between banks   $______________ 

 Available balance discrepancy on BBB                $_______________  

(Check the Available balance on the Bank Balance Breakdown – if it is different from the bank reconciliation 

report there may be a voided transaction that is causing the discrepancy.) 
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