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Introduction to Personal Process

Modified Checkbook Process

Overview

	Exercise

Overview
	The exercise includes the following topics.



	Section
	See Page

	Exercise Objectives
	2

	Exercise Instructions
	2

	Project Plan Summary Form, Time Log, and Defect Log 
	3

	Checkbook Register for Month 2
	attached

	Bank Statement for Month 2
	attached

	List of Checks Written in the Previous Month (Month 2)
	attached

	ATM Transactions from the Previous Month (Month 2)
	attached

	
	


	



	



	

	Exercise

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

· gather data on the process

· summarize data for analysis

· compare data between exercises 7 and 9







	Exercise 

Instructions
	Read through the checkbook process script that you modified in the Review Checklist exercise.  Make sure that your modifications are clear and that you understand the entry and exit criteria and the steps for each phase.

Using your modified checkbook process, balance the checkbook in this workbook.

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

NOTE:  Any transactions from the previous exercise that had not cleared in the previous month are not to be considered in this exercise.  When balancing the checkbook for month 2, use only the data provided in this workbook.


Checkbook Process Project Plan Summary

	Student
	
	Date
	

	Program
	
	Month #
	

	Instructor
	
	
	


	Time in Phase (min.)
	Plan
	
	Actual
	
	To Date
	
	To Date %

	Planning
	
	
	
	
	
	
	

	Enter Data and Accumulate Totals
	
	
	
	
	
	
	

	Clear Transactions
	
	
	
	
	
	
	

	Update Register
	
	
	
	
	
	
	

	Update Bank Statement
	
	
	
	
	
	
	

	Compare Balances
	
	
	
	
	
	
	

	Postmortem
	
	
	
	
	
	
	

	    Total
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Defects Injected
	
	
	Actual
	
	To Date
	
	To Date %

	Planning
	
	
	
	
	
	
	

	Enter Data and Accumulate Totals
	
	
	
	
	
	
	

	Clear Transactions
	
	
	
	
	
	
	

	Update Register
	
	
	
	
	
	
	

	Update Bank Statement
	
	
	
	
	
	
	

	Compare Balances
	
	
	
	
	
	
	

	    Total Balancing
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Defects Removed
	
	
	Actual
	
	To Date
	
	To Date %

	Planning
	
	
	
	
	
	
	

	Enter Data and Accumulate Totals
	
	
	
	
	
	
	

	Clear Transactions
	
	
	
	
	
	
	

	Update Register
	
	
	
	
	
	
	

	Update Bank Statement
	
	
	
	
	
	
	

	Compare Balances
	
	
	
	
	
	
	

	    Total Balancing
	
	
	
	
	
	
	


 Time Recording Log
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	Date
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	Stop
	Interruption

Time
	Delta

Time
	Phase 
	Comments

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


 Defect Recording Log

	Student
	
	Date
	

	Instructor
	
	Month #
	

	
	
	
	


Defect Types

	10
	Omission

	20
	Repetition

	30
	Transcription

	40
	Calculation


	Date
	Num
	Type
	Injected
	Removed
	Fix Time
	Description

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


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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