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Department Responsibilities

Â Verify the list of programs and grants for which you are 
responsible.

Â PO Rollover ïverify all POs are correctly rolled and 
encumbrances are correct at the beginning of each year. 

Â Budget validation ïReview budget after initial load from BFP 
(July 2 ) and after each Cash to Budget roll (if applicable)

Â Verify that budgets and speedtypes have the same chartfield 
information.  

Â Cash roll validation ïverify cash was moved correctly and 
only out of appropriate programs

Â Reconcile programs and grants timely so that corrections can 
be made in old year (before July 10)
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How do I begin the New Year?

Â Check Chartfield Information on 
Speedtypes

Â Do I know what Programs and Grants 
belong to my Department

Â Are my Budgets correct?
Original Budgets
Cash to Budgets
Encumbrance Carryover Budgets

Â Are my Accruals correct?
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Who Reconciles?

Â Unit Business Managers

Â Administrative Assistants

Â Program Assistants

Â Administrative Secretaries

Â Program Co-ordinators

Â Others
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Reconciliation
General Business Internal Control Self -Evaluation 

Questionnaire

Â http://louisville.edu/vpf/audit/icquestion.html

http://louisville.edu/vpf/audit/icquestion.html
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Internal Audit

Â All financial transactions must be supported 
with documentation. 

Â The documentation must be kept for 3 years 
from the date of the transaction for state and 
gift source speed types

Â When we audit a department we expect 
support for transaction to be kept at least as 
long as these retention requirements.  
Missing support on transactions can (and 
usually will) result in an audit comment/issue.
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Audit Services Rating

Â In determining the applicable rating of an 
audit, the areas that Audit Services will 
consider include but are not limited to, the 
following:

Â Å § Adequacy and documentation of internal controls, policies, 
procedures, systems and safety requirements;

Â Å § Compliance with policy, procedural, legal, regulatory, safety, 
accounting, financial, contractual and security requirements;

Â Å § Accuracy of data and information utilized and disseminated; 
and,

Â Å § Efficiency of systems and resource utilization
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Development of Reconciliations

Reconciliations can be developed 
using a number of tools.  

Â Reports

Â Queries

Â Backup documents

Reconciliations confirm that all transactions posted to a 
program or grant are correct.
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What should I be Reconciling?

Â Cash

Â Budgets and Actuals

Â Receivables

Â Contracts

Â Procard

Â Liabilities (expl. 214110 AP)

Â Payroll

Â Pre-encumbrances and Encumbrances
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Reports to Use

Â Monthly Reconciliation Query ïSpreadsheet
Â PI-03A/CONT-03A NEW for Programs or 
Â PI-04A/CONT03B for Grants
Â Procurement Card Transaction by Speedtype
Â UBM-03 ïBudget Balances for Department
Â UBM-06A ïBudget Balance for Department
Â UBM-07A ïCash Balances and End Dates
Â CONT-13A ïtrans_detail_program_fund
Â CONT-13B ïtrans_detail_projgrnt_fund
Â CONT-15A ledger summary_program
Â CONT-15B ledger summary_projgrnt 
Â UBM-018 Speedtype Listing by Department
Â UBM-024 Grant Listing by Department
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Reconciliation Reports

Â LI -17 Reconciliation Reports

Financials ïListings

Provides a list of reports and report 
information.
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Spreadsheets for 
Reconciliations

Â Sources to use to create a Spreadsheet:

1. Create Spreadsheet from backup

2. Run query from EPM for all 
transactions for the month.

3. Download report from Financials 
Reports. Expl: ( Monthly Reconciliation Query ï

Spreadsheet  Financials > Financials ïIndividual Reconciliation )
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An Example of a spreadsheet created by 
one of our UBMs for a Grant:
Note: The UBM has included a column to keep an up -to -date Fund Balance.  Although 
encumbrances do not update Fund Balances, the UBM is including them for a more realistic total. 
Also, the UBM has actually researched the exact % for Fringes to be reconciled.

Â

G0XXXXX EXAM PLE

Date 7/15/04(8/1/04) - 5/31/08

47% F&A

Date Expenditure Reference Amount Total Exp to Date Fund Balance

Total 

Expenses per 

month Comments

7/31/2005 Bal w itth June 2005 RDS PI-04 $290,312.78 $76,978.22 $54,883.19

Year 2 Budget Loaded  thru 5/31/06 367,500.00$           $444,478.22

7/31/2005 J M  511000   HR $2,213.24 $292,526.02 $442,264.98

7/31/2005 M T  511000 HR $591.87 $293,117.89 $441,673.11

7/31/2005 G D 511000   HR $737.46 $293,855.35 $440,935.65  

7/31/2005 C, V 511000  ERROR PET completed 9/05 HR $3,098.52 $296,953.87 $437,837.13 Another dept incorrectly charged 

to this speedtype PET done

7/7/2005 L W  511000  TMP for G HR $326.25 $297,280.12 $437,510.88

7/21/2005 L W  511000  TMP for G HR $660.00 $297,940.12 $436,850.88

7/31/2005 N S 511000  HR $1,445.89 $299,386.01 $435,404.99

7/31/2005 J P T-12 511000  HR $1,572.00 $300,958.01 $433,832.99

7/31/2005 L F 511000 R-12 HR $1,975.00 $302,933.01 $431,857.99

7/21/2005 L K ERROR 511000 PET done 9/05 HR 989.85 $303,922.86 $430,868.14 Another incorrectly charged to this 

speedtype PET done

7/31/2005 J B 511000 R-12 25% $14,201.03 590.95 $304,513.81 $430,277.19 Total Salaries

7/31/2005 Fringes monthly  512000 18% 2,620.80$         $307,134.61 $427,656.39 % of fringes for month

7/1/2000 K B 545150 ck# D530PSYC 250.00$            $307,384.61 $427,406.39

7/1/2005 S S 545150 ck# D531PSYC 125.00$            $307,509.61 $427,281.39

7/1/2005 V K 545150 ck# D532PSYC 125.00$            $307,634.61 $427,156.39

7/1/2005 A K 545150 ck# D533PSYC 125.00$            $307,759.61 $427,031.39

6/26/2005 Beeline 545210 inv114674 ck1551497 ( 5073) 3-40000 16.74$              $307,776.35 $427,014.65

7/3/2005 Beeline 545210 inv 115107 ck1551497 (5073) ck 3-40000 11.61$              $307,787.96 $427,003.04

6/19/2005 Beeline 545210 inv 114245 ck1551497 3-40000 9.18$                $307,797.14 $426,993.86

6/21/2005 WALMART  541100 McInProcJuL05 14.09$              $307,811.23 $426,979.77

6/28/2005 MACTOWN 544201 McInProcJuL05 198.00$            $308,009.23 $426,781.77

6/27/2005 WALMART  541100 McInProcJuL05 20.90$              $308,030.13 $426,760.87

7/7/2005 LYNN'S   541507 McInProcJuL05 152.00$            $308,182.13 $426,608.87

7/19/2005 NEWEGG  544201 Clay Proc jUL05 166.99$            $308,349.12 $426,441.88

6/30/2005 The Apple Store  544203 ck# 1549702 3-46000 129.00$            $308,478.12 $426,312.88

7/14/2005 Mini Mitter  541100 ck#1553443 8-4 3-46033 1,583.58$         $310,061.70 $424,729.30

7/31/2005 F&A 47%  577000 July05 F&A 10,143.00$       $320,204.70 $414,586.30

6/3/2005 ENC EGI  544203 3-46700 1,398.00$         $413,188.30

7/31/2005 ENC  EGI  541400 3-48860 5,835.00$         $407,353.30

7/31/2005 ENC EGI  Single clock 541400 3-47135 1,000.00$         $406,353.30

7/31/2005 ENC EGI  541100 3-46710 5.07$                $406,348.23

8/31/2005 Bal w ith RDS PI-04 July 2005 $320,204.70 $406,348.23 $29,891.92  
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Previous Monthôs Balances
Check previous monthôs report and completed 
reconciliation.
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Budget Reconciliation for a Program 
by Budget Pool

Spreadsheet Built from Backup 

The above setup begins with YTD Budget Total, Total of Pre-encumbrances,
Encumbrances and Expenses for the Previous Accounting Period.  List all Transactions from 
backup, references and document information can be retrieved from reports.
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Spreadsheet created by running the report 
Monthly Reconciliation Query ïSpreadsheet
Financials > Financials ïIndividual Detail
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Spreadsheet to Download

Â Click to Run report. Report provides Prompts for 
Fiscal Year, Accounting Period, Program or Grant.  
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Downloading to Excel ïClick 
Envelope
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Export to .xls

Â Browse for Directory, Name File and Click ok.
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Go to Directory to Open
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Use Spreadsheet to Calculate Ending Balances
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Ending Balances on Worksheet should agree with the 

Summary of the CONT-03A or CONT -03B
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Spreadsheet created by Downloading
Financials Reports

Budget Transaction Detail or Transaction Detail Reports can be 
to create reconciliations.


