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Introduction to Personal Process

Baseline Checkbook Process

Overview

	Exercise

Overview
	The exercise includes the following topics.
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	Exercise

Objectives
	At the end of this exercise, you will be able to
· use the checkbook process to balance a checkbook

· gather data on the process

· summarize data for analysis





	Exercise Instructions
	Read through the checkbook process script.  Make sure that you understand the entry and exit criteria and the requirements for each step.

Use the checkbook process to balance the checkbook.

Make sure that all process forms are completed, including the time log, defect log, and plan summary form.




Checkbook Process Script

	Purpose
	To guide you in balancing your checkbook

	Entry Criteria
	· Current bank statement and checkbook register

· Carbon copies of checks written in the preceding month

· Receipts for all ATM transactions from the preceding month

· Checkbook process forms (project plan summary, time log, defect log)

· Defect type standard

· Calculator

· Stop watch (optional)

	Step
	Activities
	Description

	1
	Planning
	· Ensure that all needed entry criteria are assembled.

· Based on the number of transactions, estimate the time required to balance your checkbook.  Enter your estimate on the plan summary form.

· Record time for the planning step in the time log.

	2
	Enter Data and Accumulate Totals
	· Using the copies of checks and ATM transaction receipts, update the checkbook register to include all transactions from the preceding month.

· Adjust the total in the register each time a transaction is entered.

· Record your work time for this step in the time log.

	3
	Clear Transactions
	· Cross-reference the entries from the bank statement to the checkbook register and check off each item in the register as cleared.

· Record any discrepancies in the defect log.

· Record your work time for this step in the time log.

	4
	Update Register
	· Add remaining items from the bank statement to the check register.

· Update the balance in the check register to reflect the additions.

· Record any discrepancies in the defect log.

· Record your work time for this step in the time log.

	5
	Update Bank Statement
	· Add to the bank statement any item from the check register that has not yet cleared.  Update the bank statement balance to reflect the additions.

· Record any discrepancies in the defect log.

· Record your work time for this step in the time log.

	6
	Compare Balances
	· Compare the balances on the bank statement and the check register.

· If the balances are not equal, find and fix all defects until the balances match.  Record defects in the defect log.

· Record your work time for this step in the time log.

	7
	Postmortem
	Complete the plan summary form with actual time, defect, and size data, as follows.

· Using the completed time recording log, enter the total time spent in each process step in the Actual column of the plan summary form.

· Determine the defects injected in each step from the defect log.  Enter this number under Actual in the Defects Injected section of the plan summary form.

· Determine the defects removed in each checkbook process step from the defect recording log.  Enter this number under Actual in the Defects Removed section of the plan summary form.

	Exit Criteria
	· Balanced checkbook

· Completed project plan summary form with estimated and actual data

· Completed defect and time recording logs


Checkbook Process Project Plan Summary
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	Date
	

	Program
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Time Recording Log
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 Defect Recording Log
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	Calculation
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 Defect Type Standard

DEFECT TYPES
	Type Number
	Type Name
	Description

	10
	Omission
	An entry in the checkbook register was missing for a bank statement transaction.

	20
	Repetition
	An item was entered twice in the checkbook register.

	30
	Transcription
	Entries in the checkbook register were made incorrectly.

	40
	Calculation
	Addition or subtraction errors were made in the checkbook register.
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