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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

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).
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http://www.controller.vt.edu/

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.
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http://www.bursar.vt.edu/fs/funds.shtml

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.

A@‘



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

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

FIN_SHNAP BY ORGH (V4)

Virginia Tech - Warshouss FRCD

Banner Finance Sys=tem:

Enapashot by COrganization

Fizecal Year 2002 thru the pericd endsd 30-JUH-2002

18-JUH-2004 15:309:3&

Sr Managemsnt : £a9 Zentral - Uniwversity Funds

Managemsnt : MoGa3 Zezntral - Uniwv. Controller

Department : 0525 Zentral Insurancs Accounts

Expenditurss

Budget Awvail. Fund: 1000 208 E & G Cperating Funds

Fund Budgeta Botual BExpenditures to Date Balance Percent
Code Dezcripticon HManager Hame Adopted Eevised Current Fiscal ¥ear Commitments Bvailable Taed
121714 Work Comp Premium 2,398 383.00 906 383,00 1,900 000.00 2,520 184.00 0.00 (1,523, 801.00) 252.03
121828 Insurancs Ssttlsment 250 000,00 205 000,00 24 340.11 295, 000.00 0.00 o.00 100.00
12182¢ Insurancs - Auto 2g,482.00 g ,482.00 0.00 26,439,485 0.00 12,042 .EE E8.71
121827 Rental Accidents 1,000.00 1,000.00 0.00 442 .55 0.00 5E657.45 44 (26
121828 Inz-Propsrty-Casulty Egn 405,00 E44 490,00 (903,50} E24,075.00 0.00 20,424 .00 9&.2E
Total 1000 208 E & G COperating Funde 2,275,364 .00 1,875,364.00 1,923,436.61 2,368,141.00 0.00 (1,490,777.00) 1709.49




Snapshot by Organiza

FIN_SHAD BY ORGN (V4]

Banner Finance System:

Virginia Tech - Warshouss FPROD

Enapehot by Organization

Fizcal Year 2002 thru the pericd endsd 30-JUN-2002

tion

18-JUN-2004 15:39:3&

Er Managemsnt : £0a Zzntral - Univeraity Funds

Managsment : Moa3 Zzntral - Univ. Controller

Department : 0525 Central Insurance Accountsa

Expenditures

Budget Awail. Fund: Hone

Fund Budgstsa Aotual Bupenditures to Date Balance Percent
Code Degcripticn Managser HName Adopted Reviged Current Figcal Year Commitments Availakble Taed
121835 Aux Insurance Rec (225,192.00) {325_,192.00) (27,0089.32) {354,440.78) d.an 33,248.78 110.22
123826 Aux Wkr Comp Rec (211,290.00) {311,290.00) (25, 940.75) (311,285.00) 0.00 (1.00) 100.00
124080 229 Insurance Recov (101 ,909.00) {101,900.00) (8,402.42) {101,905, 04) d.a0 0.04 100,00
124094 229 Wkr Comp Refund (763, 727.00) {TE3,727.00) (63, 643.92) (763, 727.04) d.an 0.04 100.00
Total None (1,502,118.00) (1,502,118.00) {125,176.41) {1,525,365.8&) 0.a0 33,247.86 102.21
Total Expenditures 1,773,246.00 373,246.00 1,798,260.20 1,830,775.14 0.00 {1,457,529.14) 450.50




Snapshot by Organization

- This report also provides a certification
statement for the reconciler and the
department head to sign.
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Certification

Bazed on my review or a review complsted by my staff, I certify that the detailed expenditure transgacticons that support
the activity summarized alowe are properly recorded on the monthly statemsnta. The monthly reports reflect all itemsa
authorized for payment, no inappropriate expenditures ewist, and (if applicable) the rewvermmss collected by the
departmentia] hawve besn deposited and the deposite have been reconciled to the monthly statements by a gtaff member
cther than the one making the deposits. All reconciliaticnz have been signed and dated by the preparsr.

Departmentia) Reviswed

Preparer Signature Lat=

rtment Head Ei ture Dats
Depa fmp gtz

{Fetain thiz printout and certification in the department filea for 2 years.)
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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.
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Finance Web Reports

- It is also recommended that the
Transaction Detail Report for each fund
on the Snapshot by Organization be run.
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FIN_TEARNE DETATIL OL (W6}

Fizcal Year 2001 for the pericdis)

Department : 0EZE Central Insurance Accounts
Organization: 0EZE540 Insurance-Motor Vehicles

WVirginia Tech - Warshouss FROD
Bann=r Finance System: Transactiocns Month to Dats

ended 20-JUHN-2001

18-JUHN-2004 15:41:11

Fund: 12182& Insurance - Auto

Aco- Trangacticon Fule Document Reference Encumb Budget Rewvenus o1

cunt Dats Degcripticn Code T ID ID Entries Expenditures Commitments  zer TID
15120 0&1301 00-01 COMP/COLLISEION FOR 2 TRUCEES JES JOOOT4E50 JO0S94041 0.oo (90 .37} 0.00 HAMBLIHN
15120 0&1501 LOWMDOM & MORFOLE - INWV 9304 JES JO0OO7280 I0OIEZ0ET 0.oo 2.00 0.00 HAMBLIHN
15120 081501 LOMDOM & NORFOLE - IV D305 JES JODO7280 I03EZ0EE 0.00 Q5,00 Q.00 HAMBLIN
15120 0&1501 LOMDCOM & NORFOLE - IV 920 JES JODOTE280 I03EZ0:88 0.00 40.00 0.00 HAMBLIN
Total 15120 Automcbile Liakility Ineurance o.oo 88.63 Q.00

Total 121836 Insurance - Auto 0.0o0 88.63 0.00

Total 0EZ2E40 Insurance-Motor Vehicles 0.ao0 e88.&83 0.00

Total 0525 Central Insurancs Accounts 0.00 28.:53 Q.00

Grand Total 0.00 88.63 0.00

Botiwvity
Date

061301
061501
Q0E1501
Q0E1501
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- 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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- 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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- 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.
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http://www.co.vt.edu/
http://www.co.vt.edu/
http://www.co.vt.edu/

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 hames or amounts by
first reviewin]qq 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
mu’na’red 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 signhing
the Snapshot by Organization reports.

* Retain reconciliations for 3 years.

22
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* For training on Finance Web reports, contact
Vicki Trump at virump@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)
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mailto:vtrump@vt.edu?subject=Banner_Reconciliation_Training
mailto:looneyn@vt.edu?subject=Banner_Reconciliation_Training
mailto:irvinda@vt.edu?subject=Banner_Reconciliation_Training

Attachments
* Policy 3100: Fiscal Responsibility

» Compliance with Policy 3100

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