ATM Process — Lodge owns / operates the ATM.

Let’s take a look at what happens with the money, where it actually is, and what the Administrator has to do to
keep QuickBooks matching reality.

When the Lodge owns the ATM and puts money into it, they have cash tied up in the machine. When someone
withdraws money from the Lodge’s ATM, that cash is subtracted from the total, so there is less money in the
machine.

When the member’s bank repays the withdrawal, they direct deposit the money into the Lodge Checking
Account.

We need a way to show that the money is no longer in the ATM, and then show the money has gone into our
checking account without being treated as new income.

Processing the Withdrawal from the machine and the Deposit into Checking
You should create several new accounts:

f’?ﬂ-g.‘; rdd New Account E E@

'.ﬂ Account Type Bank v Mumber 1|33E||3|3

e 1030.00 - ATM Cash

(Sub-Account of 1000.00 CASH)
The amount in the ATM Machine. R
Account MName | aTM Cash
Subaccount of | 1000,00 ¢ Cash v
Cptional
Description | ATH Cash

Bank ek, Ma. |

Tax-Line Mapping ._?:'_-"'!?_S_S_i_g_!je_d:f B | How da I choose the right kax line?
[ Enter Opering Balance. .. Should I enter an opening balance?

—_ Remind me to order checks when I reach check number |

- [ ] ovder checks I can print from QuickBooks Learn more

Save & Close ] [ Save & New l ’ Zancel
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e 1130.00 - ATM Receivables

(Sub-Account of 1100.00
Receivables)

The Amount the Credit/Debit
Card companies owe us.

e 4630.00 - ATM Fees

(Sub-Account of 4600.00 Other
Income)

The amount we charge for using
our ATM/Cash.
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.'Z Add New Account

5 [H fccount Type |AccuuntsReceivabIe i

Account Mame IF\TM Receivables |

Subaccount of | 1100,00 * Receivables A |

Optional
Description

Track maney From Debit Card Companies

Moke |

Tax-Line Mapping | =Unassigned:> % | How do I choose the right Eax line?

[ Save & Close .l [ Save & Mew ] [ Cancel

J

I Add Mew Account

HTF Account Type |Inc0me Vl

Type a help question @

Account Mame I":"TM Eogs |

Subaccount of | 4600,00 + Other Income b |
Optional
Description | Fees We chargs ko use our ATM]|
MNake |
Tax-Line Mapping | <lnassigned = + | Haow do I choose the right tax line?

mEE

BEE

[ Save & Close I] [ Save & New J [ Zancel

J
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You’'ll also need to create new ltems;

e 1130 ATM Receivables
(Other Charge; Tied to
1030.00 so $ are deducted
from ATM Cash)

e 4630 ATM Fees
(Other Charge; Tied to
4630.00 so fees are entered as
income)

Page 3 of 11

Twpe
| Other Charge b |

s For miscellaneous labor, material, or park

and service charges,

Tkem MameMumber [] subitem of
1030 ATMCash | |

[] This item is used in assemblies or is a reimbursable charge

Descripkion Amount or %
ATM Cash and Receivables| |__ 0.0
Focounk

charges, such as delivery charges, setup fees,

1103000 ATM Cash  + |

0K
Cancel
Mext

Custom Figlds

Spelling

|:| Ikem is inactive

Tvpe

|Other harge = | Use For miscellaneous labor, material, or part

and service charges.

Itern Marme Murmber [] subitem of
4630 ATMFees | |

[] This item is used in assemblies of is a reimbursable charge

Diescripkion Amount or %
Fees we charge ko use our ATM r 0.00
Aiocount

charges, such as delivery charges, setup fees,

|4630.00 + ATM Fees

QK
Cancel
ek
Custom Fields

Spelling

|:| Item is inactive
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Example Scenario

When the Administrator pulls the
ATM report it says there were ten
withdrawals = $1220.00 and that

$1780.00 remains in the ATM.

The Admin creates an Invoice for
the $1220.00, using the Item
1030, plus the $1 fee we charge
for each transaction the use of the
ATM using Item 4630. In this
case there were 10 transactions so
we would invoice the total of
$1230.00.
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The Lodge ATM holds $3000 Cash all in $20.00 bills.

During a day’s business, members use their cards to withdraw money, to a
total of $1220.00. When a member swipes his card and withdraws money,
the ATM sends a message to that member’s bank that they need to remit
that cash amount plus our fee to the Lodge’s Checking Account.

Jefferson Lodgze 9999 ATM Report 1/18/11

Date Card WDW Fees Total
T5T1 ™ Bank Visa 120700 1.00 T2T 00
115011 ¥ Bank MC =000 1.00 =1.00
1i15011 2% Bark ML 14000 1.00 14100
111501 AMEZ 20.00 1.00 21.00
1145011 1" Bank Visa A0 1.00 A1.00
lilall Discover 20000 1.00 20100
1i1&011 2 Bank MC 10000 1.00 101 0o
1i1ail ¥ Bank Visa 14000 1.00 14100
L1711 AMEZ 20000 1.00 20100
L1l Discover 10000 1.00 10100
1,220.00 10,00 1L.230.00
e - [51X]
W previous [ Mext @ & @ = a = a & Spelling Qﬁ Histaory _m: S % &
Customet: Job Class Account Template
|ATH | 50 v [1130.00 ATHRec.. ¥ Inkuit Service Invoice ¥ |
- Drake
invoice 01182011 |@| |1
ATH
mm
Ikem Quantity | Description Rate Amount |
1030 ATM Cash ATM Cash and Receivables 1,220,00 1,220,00
4630 ATM Fees Fees we charge to use our ATM 10.00 10.00 =
v |
"
Custamer w
Message
_ Total 1,230.00
[ To be printed [ Add Time/usts... | [ Apaly Credits... | Payments Applied 0.00
[ 7o be e-mailed Balance Due 1,230,00
Memo |
< Let QuickBooks help wou get vour Invoice paid online by credit card, Saie i Cloe ] [ Save & New ] [ FiEuiit
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The ATM balance 1030.00 now
shows $1780, and AR 1130.00

shows that we are owed $1230.
Balance Sheet has not changed.

The P&L will reflect a fee amount
of $10 in account 4630.00.
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Il Balance Sheet Detail ATM

Type a help question v How Do I?

B
Modify Repart, . Mematige... || Print... [ E-mail = || Export... Hide Headsr Refresh
s Montt ] T ¥, :

ates ; From 01/01 /2420 Cefoult z
8:45 AM Jefferson Lodge 9999
el Balance Sheet Detail
Accrual Basis As of January 24, 2011
> Type 2 Date <+ Hum < Hame < Memo + Clasg < Amount @ Balance -
ASSETS 291,833.71
Current Assets 291,833.7M1
Checking/Savings 291,833.7M1
1000.00 - Cash 291,833.7M
1030.00 - ATM Cash 3,000.00
» Invaice 01a8/2011 1 ATM ATM Cash and Receivables =0 -1,22000 1,780.00 4
Total 1030.00 - ATM Cash -1,22000 1,760.00
1005.00 - Checking - Cash 288,833.7M
Deposit 010572011 Deposit 45.00 288,861.71
Total 1005.00 - Checking - Cash 45.00 288,861.71
Total 100000 - Cash -1,172.00 290 ,661.71
Total Checking/Savinus 117200 290 661.71
Accounts Receivable .00
1100.00 : Receivables o.00
1130.00 - ATM Receivables 0.00
Invoice mAgz0m 1 AT =@ 1,230.00 1,230.00
Total 1130.00 - AT Receivahles 1,230.00 1,230.00
Total 1100.00 - Receivahles 1,230.00 1,230.00
Total Accounts Receivable 1,230.00 1,230.00
Other Current Assets .00
1199.00 - Undeposited Funds 0.00
Sales Receipt 010472011 ] Social Guarters o] 25000 25000
Paymert Maa/2011 Credit Cards 4500 288.00
Ceposit 01052011 Credit Cards Deposit o] -45.00 250,00
Total 1199.00 - Undeposited Funds 250,00 250,00
Total Other Current Sssets 230,00 25000
Total Currert Assets 308.00 292141.71
TOTAL ASSETS 308.00 292,117
LIABILITIES & EQUITY 0.00
TOTAL LIABILITIES & EQUITY 0.00

Il Profit & Loss Detail

Modify Report.. Mematize... || Print... | E-mail = | Export

Type a help question

Hide Header Refresh

Dates | This Fiscal Year-to-date ~ | From [05/01/2010 (] To [01j24/2011 [E] 5art By |Defauk -
6:57 AM Jefferson Lodge 9999
2 Profit & Loss Detail
Accrual Basis May 1, 2010 through January 24, 2011
S Type LS Date + Hum_ ¢ Hame * Memo + Class _+ MAmount + Balance #
Income
4225.00 + Social Quarters Sales
4230.00 - Beer Sales
» Sales Receipt 010472011 [=t:] Social Guarters Beer sales 30 27542 27542 4
Total 423000 - Beer Sales 2742 27542
Total 422500 - Social Quarters Sales 27642 27542
4600.00 - Other Income
4630.00 - ATM Fees
Invoice ot M82011 1 ATM Fees we charge to use our AT te] 10.00 10.00
Total 4630 00 - ATM Fees 10,00 10.00
Total 45600.00 - Sther Income 10,00 10.00
Tetal Income 28642 28842
Cost of Goods Sold
5025.00 - Social Quarters CostiGoods Sold
5030.00 - Beer - Cost of Goods Sold
Sales Receipt 010472011 =t Social Quarters Beer sales =0 0.00 0.00
Tetal 503000 - Beer - Cost of Gogds Sold 0.00 0.00
Total 5025.00 - Social Quarters CostrGoods Sold 000 0.00
Total COGS 0.00 0.00
Gross Profit 28642 28842
Expense
5400.00 - General Administration Exp
5440.00 - Credit Card Fees
Invoice 01042011 1 Credit Cards Fees for sccepting CC purchases sQ 200 2.00
Total 5440.00 - Credit Card Fees 2.00 200
Total 5400.00 - General Administration Exp 200 200
Total Expense 200 200

Het Income: 28642 286.42
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Entering the payments

When the member’s banks
transfer the $1230 into our
checking account, we have the
money in our bank, but we still
need to get it into the proper
QuickBooks account.

We go to Receive Payments in the
Customer window, and find the
matching invoice, and mark it
paid, by entering the Paid
Amount. Make sure the proper
AR Account is selected, 1130.00.
It will default to 1100.00, the
parent account.

This will create an entry into
1199.00 — Undeposited Funds, for
the amount you enter in the
Amount box of the Payment
Form.
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First Bank of Jefferson
Jefferson Lodge 9999 Account £ 987654321
Date Card Dehits Credits
TI&NT T" Bank Visa 121100
1116011 T Bank ML 21.00
1/1a011 75 Barl ML 14100
17148011 AMEI 21.00
1116011 1" Bank Visa sl.00
117011 Discorer 20100
117011 5 Bard: ML 10100
11701 T Bank visa 14100
1118011 AMEX 20100
1718011 Discorer 10100
$1,230.00
= BEE)
& previous [ Mext El'-ﬁ Histary = Eié] Get Online Prts

Customer Payment A[R Account | 1130,00 * ATM Recei,., ¥
Received From | am v | Customer Balance 1.230.00 Ty
Amount 1,230.00 | Date otjz0/2011 [E] Process credi
" . cards in
" . HuickBooks and
Pmt. Method Direct Deposit w Reference # never enter data
; twice.
Mermo Where does this payment qo? < Learn more
Card Mo, Exp. Date |"
[ Process credit card payment when saving [ Find a Customer/Invoice. .. ]
J | Date Tumber Crig. Amt. Amt. Due Payment |
J|mjiafzon 1 1,230.00 1,230,00 IJZSD.DD|A
v
Totals 1,230.00 1,230,000 1,230.00 |
Amounts for Selected Invoices
Armount Cue 1.230.00
Un-Apply Payment Applied 1.230.00
Discount & Credits. .. Dl and Credits 0.00
Applied
[ Save & Close ] L Save & Mew ] [ Clear
1199.00 - Undeposited Funds 0.00
Sales Receipt 010472011 E& Social Guarters =] 250,00 25000
Payment 01052011 Credit Cards 4800 28300
Deposit 010572011 Credit Cards Deposit =] -43.00 25000
Payment 0172012011 AT 1,230.00 1,480.00
Total 1189.00 - Undeposited Funds 1,480.00 1,480.00
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Since the money is already inthe [ ype & help cusston ask |+ owpo 12 [ )

bank, we need to show that it is e
there in QU'CkBOOkS also. Wiew pavment method type | All bypes w | What are pavment method wisws?
Select Record Deposits, and make | . ... oo
the depOSIt |nt0 the ChECklng S| Date Time Type Mo, Pavment Met... = Mame Amount
Account 1005.00. There may be | Gy N ———— 1T i
deposits waiting if you have
Social Quarters deposits that have
not been taken to the bank yet.
Make sure you only select the
deposits that have been direct
deposited into your bank account.
1 of 2 payments selected for deposit Payments Subtotal 1,230.00
L Select all ] [Select Mone
[ k. ] l Cancel ] l Help J

Make sure the Date and the T Make Deposits AR
DepOSIt TO account are CorreCt & previous [ Mext @Print & -F‘ayments Qh Histary

and click Save & Close.
Deposit To [1005.00 C.. v | Date [n1f20/2011 Memo | Deposit

Click. Payments to select customer payments that vou have received. List any other amounts to deposit below,

Received From Fraom Account Memo  ChkMo.  Pmk Meth, Class  Amournt
ATM 1199.00 * Undeposited Funds Direct Deposit 1,230.00 #
~|
Deposit Subkotal 1,230.00
Ta get cash back from this deposit, enter the amount below. Indicate the account
where vou want this money to go, such as your Petty Cash account,
Cash back goes to Cash back memo Cash back amount
v | | | |
Deposit Tatal 1,230.00

[nge&close ] [ Save & Mew J [ Clear
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Our Balance Sheet shows only
$1220.00 has been withdrawn
from the ATM Cash, leaving a
balance of $1780.00.

The ATM Receivables was
$1230.00, which included the
money withdrawn and the $10.00
in fees we charge for using the
machine. That full amount shows
as having been paid.

And our P&L shows the $10.00 in
fees we collected from ATM
users.

Page 8 of 11

Tl Balance Sheet Detail ATH

Type a help question v How Do I? E[E]El

B e
Modify Repﬂrt Mematize. . Print.. E—mal\ E@nrt H\de Header RaFresh

Dates | ort By | Default

1:32 PM Jefferson Lodge 9999

Balance Sheet Detail
As of January 24, 2011

01724111

Accrual Basis

i3 Type @ Date: + Hum =« Hame * Memo + _Class  + Amount # Balance i
ASSETS 291,833.71 L
Current Assets 291,833.1
Checking/Savings 291,833.71
2 R axn
1030.00 - ATM Cash 3,000.00
4 Invoice o1 82z011 1 ATM ATM Cash and Receivables jzlel] -1,220.00 1,780.00 4
Tatal 1030.00 - ATM Cash -1,220.00 178000
1005.00 - Checking - Cash 288,833.T
Deposit 01ma2011 Deposit 45.00 288,6581.71
Total 1005.00 - Checking - Cash 45.00 288,551.71
Total 1000.00 - Cazh -1,172.00 290 661.71
Total Checking/Savings -1,172.00 290 661.71
Accounts Receivable 0.00
i i
1130.00 - ATM Receivables 000
I oice o1Ms2011 1 ATH =@ 1,230.00 1,230.00
Payment 01/20:2011 ATM -1,230.00 0.00
Total 1130.00 - ATM Receivables 0.00 0.0o
Total 1100.00 - Receivables 0.00 0.00
Taotal Accounts Receivable 0.00 oo
Other Current Assets 0.00
1199.00 - Undeposited Funds 0.00
Zales Receipt 01042011 63 Social Guarters sQ 250.00 25000
Paymert o01ms2011 Credit Cards 4500 29500
Deposit 010552011 Credit Cards Deposit 3@ -43.00 25000
Payment 01/20:2011 ATM 1,230.00 148000
Total 1183 00 - Uncleposited Funds 1.,480.00 1. 480,00
Total Cther Currert Assets 1,480.00 148000
Total Currert Assets 305.00 29214171

TOTAL ASSETS

LIABILITIES & EQUITY

308.00 292141.71

B:5T7 AM
012411
Accrual Basis

- Type o Date o Hum <

Jefferson Lodge 9999

Profit & Loss Detail
May 1, 2010 through January 24, 2011

Hame @ Memo

+ Class + Amount < Balance i3

Income
4225.00 - Social Quarters Sales
4230.00 - Beer Sales

» Sales Receipt 010452011 63 Social Quarters Beer sales =te] 278.42 275.42 4
Total 4230.00 - Beer Sales 27542 27542
Total 4225.00 - Social Quarters Sales 27842 27842
4600.00 - Other Income
4630.00 - ATM Fees
Irvyiice 0182011 1 ATM Fees we charge to use our ATM =le] 10.00 10.00
Total 4630.00 - AT Fees 10.00 10,00
Total 4600.00 - Other Income 10.00 10.00
Total Income 285.42 28542
Cost of Goods Sold
5025.00 - Social Quarters Cost/Goods Sold
5030.00 - Beer - Cost of Goods Sold
Sales Receipt 010452011 B8 Social Quarters Beer sales e 0.00 0.00
Total S030.00 - Beer - Cost of Goads Sald 0.00 0.00
Total 5025.00 - Social Quarters CostiGoods Sold 0.00 0.00
Total COGS 0.00 0.00
Grass Profit 28842 25542
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Partial Payments

If you check your bank account
and find that not all of the
invoiced amount has been posted
into your bank, you can make a
partial payment. Say only 8 of
the withdrawals and fees have
been repaid to your account.

You can “Receive Payment for
less than the full amount. You
will have $928 in your bank that
needs to be entered in
QuickBooks as being in the
checking account.

In the Amount window enter the
$928.00. A notice will appear in
the lower left of the Receive
Payments Window that asks what
you want to do with the
underpayment. Check the button
that says “Leave this as an
underpayment” and you can come
back to this when the payments
do post in your bank account.

Page 9 of 11

Not all of our members use the same bank or card to access the ATM, so
we are expecting the money to come from several different sources, and it
might not all get to our bank on the same day. Banks have up to 3 days to
process most of these transactions.

First Bank of Jefferson
Jefferson Lodge 9090 Account & 987654321

Date Card Dehits Crediis
TTarl 1™ Bank WVisa 121100
1718011 T Bank MC 21.0
111&i11 " Bavlk ML 14100
171as11 AMEX 210
1718011 1™ Bank Wisa f1.0
1l 2" Barlk ML 10100
1l T Bank Wi5a 14100
1718111 AMEX 0100

% 97800

& previous [ Mext

Customer Payment

Received From | gm

«: Receive Payments

Type a help question

% How Do I?

Eié] Get Online Prts

E‘:ﬁ Histary =

AR Account

v | Customer Balance

1130.00 - ATH Recei... ¥

1.230.00 S
- i
Amount szgo0] Date pijz0fz01 1] G Process credit
e — cards in
ickBooks and
Pmt. Method | Direct Deposit v Reference # E;\I,Zr eﬂ?ersdaar:a
; twice.
7 ,
Mermo Where does this payment qo? < Learn more
Card Mo, | Exp. Date |"
Eﬁg [[] Process credit card payment when saving [ Find a CustomerIrwaice. .. ]
J  Date Tumber Crig. Amt. Amt. Due Payment |

J |o1j1sf2011 |1

v

Totals 1,230.00 1,230,000 928,00

Amounts for Selected Invoices
Armount Cue 1.230.00
Underpayment $302_00. When you finish, do

you want to: Un-4pply Payment Applied 928.00
[ (%) Leave this as an underpayment ] Discount & Credis Discount and Credits 0.00

bk EE LR | L = Applied -

[ Wigw Customer Conkact Information ] [ Save & Close ] L Save & New ] [ Clear
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When the remaining amount of
the cash is deposited into your
account, use the Receive
Payments window to find the
correct amount, enter the correct
amount of the payment in the
“Amount” window and make sure
the correct payment is checked.

Make sure you Record Deposit
after each of these partial
payments to show the money is in
your account.

Page 10 of 11

s zeive Payments
& rrevious [ Next E‘:h Histary - @ Get Orling Prots
Customer Payment AR Account |1130.00 * ATM Recei... |
Received From |atm ~ | Customer Balance 302.00
Amount 302.00 | Date 01j21j2011 F'roces; credit
__ - cards in
ickBooks and
Pmt. Method |Direct Deposit w | Reference # | | E:\If;[ ei?e[sdaar:a
. biwice.
Memao | | ‘Where does this payment qa? 2 Leau::;criore
Card Mo, [ | Exp. Date f |
[ Process credit card payment when saving [ Find a Customer/Invoice. ., J
& | Date Mumber Crig, Amt, amt, Due Payment |
4 [mytarzonn 1 1,230.00 302.00 302.00] |
2]
Totals 1,230.00 302.00 302.00 |
&mounts for Selected Invoices
Amount Due 302.00
Un-Apply Payment Applied 302.00
Discount & Credits. .. Dty and Cradits 0.00
Applied
[ Save & Close ] [ Save & Mew ] [ Clear
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Replenishing the
ATM Cash

Go to the Banking menu and click
Write Checks.

In the “Pay to the Order” of field,
Write the Lodge’s name and
number.

In the Expenses Tab enter the
ATM account 1030.00 and the
dollar amount that you are
replenishing.

In the memo field enter
“Replenish ATM”.

Cash the check at the bank,
making sure you ask for the
denominations you use in the
ATM.

Back at the lodge, put the cash
into the ATM machine using the
procedures for your particular
model.

Now the Balance Sheet shows

that the ATM once again has
$3000.
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Write a check to replenish the cash in the ATM.

BEE

W previous B Next  g&print - Y Find

one thousand bwo hundred bwenty and D0f100% * * % bk kksk b bbb b bbb bbb b b % % % Dllars

Bank Account | 1005.00 © Checking - Cash v Ending Balance 288,591.71
Mo. L
Print As: Jefferson Lodge 999 Date 01f25/2011 .
Pay ko the Order of Jefferson Lodge 9999 fut $ 1,220.00

Jefferson Lodge 999

Address

Order Checks

Merma Replenish ATM
| Egpenses $.1..22I].I]I] | items $E|EIEI [ 7o be printed
Account Amount Merno Customer:Job | Billa... | Class
1030,00 + ATM Cash 1,220.00 ATHM 50 o,
- L% “
b

Clear Splits ] [ Recalculate

Save & Close ] I Save & Mew ] [

Rewverk

]

Il Balance Sheet Detail ATM

Madify Report. .. Memorize... | Print.. || E-mail = || Export...

| Hide Header . Refresh

Type a help question v How Do I? Q@g| ]

Dates | This Month-to-date ~ | From [01/01/z011 [E] To |01/5/2011 [E] Sort By | Default ~|
11:58 AM Jefferson Lodge 9999
nasm Balance Sheet Detail
Accrual Basis As of January 25, 2011
S Type £ Date + Hum_ =+ Hame £ Memo + Clagg ¢ Amount @ Balance £
ASSETS 201,833.71 Lo
Current Assets 291,833.711
Checking/Savings 291,833.1
1000.00 - Cash 291,833.1
1030.00 - ATM Cash 3,000.00
Invaice o1 M82011 % AT ATM Cash and Receivables =) -1,22000 1,780.00
13 Check 0172552011 1 AT Replenizsh AT 5Q 1,220.00 300000 4
Total 1030.00 - ATM Cash 0.00 3,000.00
1005.00 - Checking - Cash 288,833.71
Deposit 010552011 Depasit 48.00 288,881.71
Deposit 0172002011 Deposit 1,23000 28011171
Check 11252011 1 Jefferson Lodge 9. Replenish AT -1,220.00 28853171
Total 1005.00 - Checking - Cash 5800 28559171
Total 1000.00 - Cash 5800 29189171
Taotal Checking!Savings 58.00 2581 891.71
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