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	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

•
time log, defect log, and project plan summary form





	Exercise Instructions
	Review the checkbook process scripts so that you understand each step.  Then read the scenario in which Maris needs to balance her checkbook.  Using the data from this scenario, complete the time log, defect log, and plan summary form.  If you are uncertain about how to fill in a form, refer to the process script or ask an instructor for assistance.


Checkbook Process Script

	Purpose
	To guide the balancing of a 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 the checkbook.  Enter this estimate on the plan summary form.

· Record time for the planning step on 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 the actual work time for this step on 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 the actual work time for this step on 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 the actual work time for this step on 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 the actual work time for this step on 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 the actual work time for this step on the time log.

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

· Using the completed time 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 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 logs


Introduction to the PSP

Checkbook Scenario

	Checkbook 

Scenario
	During a recent Introduction to Personal Process class, Maris generated a script to guide her in standardizing the process of balancing her checkbook.  She decided to use this script and the PSP forms to gather data on her checkbook balancing process.  The following Friday, Maris received her bank statement and decided to get right to work on balancing her checkbook.  At 3:40, she got out her calculator and a notepad, sharpened a pencil, retrieved the checkbook register from her purse, and placed everything on the kitchen table.  Then she opened the envelope and took out the statement and canceled checks.  After glancing over the 6-page statement, she estimated from past experience that it would take her approximately 45 minutes to balance the checkbook.  She jotted this estimate down on her notepad and noted the time, 3:48 p.m., on her time log.

Maris uses a checkbook that makes a carbon copy of each check as it is written.  She keeps the carbon copies until the end of the month, when she updates her register and balances her checkbook.  Maris feels that if she updates the register only once a month while balancing her checkbook, she will make fewer mistakes than if she enters the transactions into her register throughout the month.

The first thing that Maris did was to organize the carbon copies of her checks and the ATM receipts sequentially by date and enter the transactions into the checkbook register.  She updated the register balance each time she entered a new transaction.  Since this was a matter of simple arithmetic, she decided she didn’t need to use a calculator.  She began this step at 3:50, and it took her 22 minutes.  She noted the time for this step on her time log.

At 4:13, Maris started to check on the bank statement for the canceled checks and ATM transactions that she had just recorded and to mark each item found in the “Cleared” column of her checkbook register.  Her daughter, Suzie, arrived home from school at 4:15, so Maris stopped to get Suzie a glass of milk and some cookies and checked Suzie’s backpack for homework papers.  Maris got back to checking off the canceled checks in the check register at 4:25.  She finished checking the canceled checks and ATM transactions against the register at 4:33.  She paused for coffee at that point.

At 4:45, she began reviewing the bank statement to ensure that all items on the bank statement were in her register.  She found that there were two ATM transactions for which she did not have records.  They were both 24-hour teller transactions that her husband had apparently made without giving her the receipts.  She entered these transactions into the register and recorded these defects in her defect log.  It took her roughly 5 minutes to find this discrepancy and make the 




Continued on next page
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	Checkbook 

Scenario 

(continued)
	corrections in her register.  Although she blamed her husband for the problem, she recorded these defects her own, which were injected in the Enter Data step.  Now, as far as she knew, her register contained all of the transactions for the month.  Satisfied, she looked at her watch.  It was 4:55 p.m.  Maris updated her time log.

At 4:56, she began to record on the bank statement balancing form those checks and transactions that had not yet cleared.  Because these occurred after the closing date on the bank statement, she did not consider them to be defects.  She added up the checks and ATM transactions that had not yet cleared on the bank statement, and adjusted the bank balance by that amount.  She noted the time as 5:05 p.m. and updated her time log.

At 5:06, Maris was ready to compare the balances between her register and the bank statement.  She found that her register balance was $46.75 greater than the bank statement’s adjusted balance.  She questioned whether or not she had properly checked off each transaction in her register, so she rechecked the bank statement against the register and found that all of the transactions were present in both the register and the bank statement.  This took 7 minutes.  However, after comparing the check copies and ATM receipts against her register, she realized that she had entered one ATM transaction twice, causing her to incorrectly subtract the transaction amount from the bank statement because it appeared to be a transaction that had not cleared.  This problem took 4 minutes to find and fix.

Next, Maris decided to check her math.  She assumed that the bank statement had no calculation errors, so she went through her register to check for math errors there.  At 5:20, she started from the top of her register and checked the running total for each transaction, this time using a calculator.  She found two mistakes in her math that resulted in her balance being off by $4.25.  At 5:29, she corrected the errors so that her register balance was mathematically accurate and recorded the defects on the defect log.

She was still off by $0.18.  She decided that she must have written a transaction into the register with an improper amount.  She went through the register and verified the amount of each transaction against the bank statement.  She found a check for $5.86, which she had recorded in the register as $5.68.  The transposed digits accounted for the $0.18 discrepancy.  She noted the defect on the defect log and corrected the register.  The checkbook balance finally agreed with the bank statement’s adjusted balance.  It was 5:42, and Maris updated her time log.

At 5:45, she began to transcribe her data onto the plan summary, entering the defects from the defect log and all of her time entries from the time log.  She was interrupted at 5:49 by a phone call that lasted 18 minutes.  At 6:15, she finished filling in the form, and her job was complete. 
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Defect Recording Log
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	Omission
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	Repetition
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	Transcription

	40
	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.


Checkbook Process Project Plan Summary
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