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Reconciliation Requirements
• Compliance with Policy 3100: Fiscal Responsibility

– http://www.policies.vt.edu/3100.html

– This policy states that “managers shall perform monthly 
reviews of financial transactions . . . a procedure must 
be in place to ensure the monthly reports received from 
the finance system reflect all items the manager 
authorized for payment, that no inappropriate 
expenditures exist and that revenues collected for the 
operation have been deposited (if applicable).”

http://www.policies.vt.edu/3100.html
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Reconciliation Requirements
1. Complete reviews soon after the close of 

each month.

2. Complete corrections within 60 days of 
the original posting.

3. Document the review by certifications 
signed by the person who performed the 
reconciliation as well as by the manager 
responsible for the final review of the 
funds.
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Reconciliation Requirements
• Additional guidance available from the 

Departmental Business Management Guide
– Available at http://www.controller.vt.edu/ 

(click link in the left column).
– Enter PID and password to access the guide 

(this is the same PID and password used for 
Leave Reporting).

http://www.controller.vt.edu/
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Cash Receipts 
Reconciliation

• Cash Receipts reconciliation (if applicable) 
varies by type of activity and frequency of 
occurrence.
– Should be completed monthly.
– Refer to the Bursar’s website at 

http://www.bursar.vt.edu/fs/funds.shtml for 
the proper cash receipts handling for your 
department.

http://www.bursar.vt.edu/fs/funds.shtml
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Accounts Receivable 
Reconciliation

• Accounts Receivable reconciliation (if 
applicable) varies depending on type of 
activity and frequency of occurrence also.
– Should be performed monthly.
– Refer to the Bursar’s website at 

http://www.bursar.vt.edu/misc/ar_procedures.s
html for the proper procedures for your 
department.

http://www.bursar.vt.edu/misc/ar_procedures.shtml
http://www.bursar.vt.edu/misc/ar_procedures.shtml
http://www.bursar.vt.edu/misc/ar_procedures.shtml
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Finance Web Reports
• Snapshot by Organization

– Monthly, departments should run, at a 
minimum, the Snapshot by Organization 
web report.

– This report provides a summary listing 
of activity for all departmental funds 
that should be reconciled each month.
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Snapshot by Organization
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Snapshot by Organization
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Snapshot by Organization
– This report also provides a certification 

statement for the reconciler and the 
department head to sign.
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Certification
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Snapshot by Organization
– Separation of Duties: Note that the 

person who approves transactions on 
these funds (normally the department 
head) should not be the same person 
who is initiating the transactions and 
reconciling the funds for independence 
considerations.
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Snapshot by Organization
– This report and certification statement 

must be retained in the department’s 
files for 3 years.



14

Finance Web Reports
• Transaction Detail Report

– It is also recommended that the 
Transaction Detail Report for each fund 
on the Snapshot by Organization be run.
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Transaction Detail Report
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Transaction Detail Report
• Review the transactions

– Review all transactions for accuracy and agree 
amounts back to the department’s originating 
documentation (invoice, journal voucher, etc.).

– For those transactions for which you have no 
documentation, contact the Controller’s Office 
for supporting documentation.
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Transaction Detail Report
– Document those items that do not agree to 

your originating documents and follow up with 
the proper personnel in order to resolve the 
item within 60 days of identification.

– Use tickmarks or highlight items that are 
reconciling items.  This shows evidence of 
reconciliation.
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Transaction Detail Report
– Initial the transaction report after your review 

is complete.  Once again, this shows evidence 
of reconciliation.

– Refer to the Departmental Business 
Management Guide for more guidance on CNS 
charges, AMEX transactions and Budget & 
Encumbrance transactions.

http://www.co.vt.edu/
http://www.co.vt.edu/
http://www.co.vt.edu/
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Salary Funds
• At a minimum, salary fund transactions should be 

reviewed for reasonableness.

• Be familiar with the names of people who are 
being charged to your fund.

• Follow up on any unusual names or amounts by 
first reviewing with the person in your 
department who is responsible for payroll.  
Contact the Payroll Office if further information 
or clarification is needed.
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Wrap Up
• Monthly run the Snapshot by 

Organization and Transaction Detail 
Reports.
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Wrap Up
• Review all transactions for 

reasonableness.
– Verify that transactions were properly 

initiated and authorized by comparing to 
originating documentation.

– Verify that transactions were initiated 
and posted in a reasonable period.

– Scan for unusual amounts or vendors.
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Wrap Up
• Certify completion by initialing or signing 

the Transaction Detail Reports and signing 
the Snapshot by Organization reports.

• Retain reconciliations for 3 years.
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Further Training
• For training on Finance Web reports, contact 

Vicki Trump at vtrump@vt.edu

• Questions or concerns, contact
Nancy Gruber at looneyn@vt.edu (phone 1-8554)               

or 
Doug Irvin at irvinda@vt.edu (phone 1-3381)

mailto:vtrump@vt.edu?subject=Banner_Reconciliation_Training
mailto:looneyn@vt.edu?subject=Banner_Reconciliation_Training
mailto:irvinda@vt.edu?subject=Banner_Reconciliation_Training
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Attachments
• Policy 3100: Fiscal Responsibility

• Compliance with Policy 3100

• Financial Reviews and Reconciliations,
Section 1.7 from Departmental 
Business Management Guide

http://www.policies.vt.edu/3100.html
https://www.controller.vt.edu/dbmg/intro1.pdf
https://www.controller.vt.edu/dbmg/section_1.7.pdf
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