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Practice Management Advisor

How to Reconcile Your 
Trust Account
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Step 1Step 1

Bank 
Statement

Step 2Step 2
Lawyer Trust Account

Check 
Register
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Step 3Step 3

Cli tClient 
Ledgers

Add 
deposits not

Subtract 
outstanding 
checks and 

withdrawals

deposits not 
shown on your 
bank statement

Step 1
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Lawyer Trust Account Register

The ending 
balance in your 
check register 

Step 2

should agree with 
the reconciled 

balance on your 
bank statement

Add hAdd up each 
client’s trust 

account balance:

Smith $2113.00
Jones $   303.00
Taylor $1000.00

TOTAL $3,416.00

Step 3
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All 3 balances 
should agree

Tally client balances
Record your check register 
balance

should agree

Step 3

balance

Transfer the figures from your 
bank statement

Common Mistakes
1.Bank error
2 Bank charges2.Bank charges
3. IOLTA interest
4.Mathematical error
5.Bank deposit or check not recorded
6 Using wrong account6.Using wrong account
7.Billing or withdrawing funds out-of-cycle
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Beverly Michaelis
Practice Management Advisor


