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A8.831 Reconciliation of the Inprest Checking Account
1. Pur pose
To provide procedures to performreconciliations of the Bank
Statenent and the Inprest Checking Account for review and
control purposes.
2. Responsibilities
a. The reconciler is responsible for conducting nonthly
reviews of inprest checking account disbursenment records
and bank statenents to ensure proper maintenance of the
checki ng account and the integrity of the inprest system
b. The Fiscal Oficer is responsible for ensuring that the
i nprest checking account is being properly adm nistered.
The Fiscal Oficer must review the findings of each
reconciliation and initiate any appropriate action as
required.
3. GQui del i nes
a. The Fiscal Oficer or the Canpus/Departnent Head, who
designates the reconciler, nust ensure that the reconciler
is an individual other than the custodian or the alternate.
The Fiscal Oficer may be the designated reconciler in
those offices where staffing does not allow for the
separation of duties.
b. The reconciler will pronptly conduct reconciliations at the

end of each nonth and submt a Reconciliation of Bank
Statenent and | nprest Checking Account Report, Form IC 3
(Attachnment 1) to the Internal Auditor's Ofice by the 20th
day follow ng the close of each nonth. The reconciliation
report nust be properly certified by the reconciler and the
Fiscal Oficer. No detailed support docunents are required
to be submtted wth the reconciliation report. If a
di screpancy is reported, indicate the corrective action
that is being initiated.



A8. 831
p 2 of 12

If a reconciliation uncovers a discrepancy (shortage/
overage), a review of the transactions for the nonth shoul d
reveal the source of the discrepancy (e.g. incorrect
repl eni shnment claim erroneous check register entry,
depositing refunds incorrectly, claimng a replacenent
check, etc.) In alnpbst every situation, the discrepancy
can be corrected upon discovery of the source of error.

Al'l unresolved di screpancies reveal ed by a reconciliation
should be reported imediately through nmenmorandum to the
Di sbursing Ofice.

Canmpus/ department units are responsible in maintaining
proper docunentation to support all inprest checking
account reconciliations including:

1) Reconciliation of Bank Statenent and | nprest Checking
Account Report (Attachnent 1)

2) Monthly bank statenments (Attachnment 2)

3) Cancelled checks, deposit slips, bank debit/credit
nmenos

4) Voi ded checks

5) Check register reflecting all inprest checking account
transactions (Attachnment 3)

6) Listings of check nunbers/anounts of outstandi ng checks
(Attachnment 4)

7) Listings of replenishnment clainms related to checks
issued during the nonth (or before) for which the
repl eni shnment claim was processed by the end of the
month (but not received, deposited, and entered in the
check register) (Attachnent 4)

8) Listings of checks and replenishnment clains related to
checks issued during the nonth (or before) for which
t he repl eni shnent cl ai mwas not processed by the end of
the nonth (Attachnent 4)

9) Any other relevant supporting docunentation (e.g. Aging
l[ist of outstanding checks, followup letters on
out standi ng checks, stop paynent orders, etc.)
(Attachnment 5)
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These docunents are to be maintained in office files and
made avail able for review upon request. (Refer to A8.826
- I nprest Checking Accounts-Overview, section 5.a.6 for a
conplete listing of docunents to be retained.)

Procedures - Reconciliation

The reconciliation process reviews the activities of the
i nprest checking account for the specific nonth, updates the
information from the previous nonth's reconciliation, and
determ nes whether the account is in bal ance. Even if the
reconciliation is delayed, the end of the nonth nust still be
mai ntained as the cut-off date (i.e., Consider only checks
i ssued by the end of the nonth and segregate replenishnment
clains processed by the end of the nonth from those not
processed by the end of the nonth).

The detailed procedures |isted bel ow present sone suggested
practices to foll ow

a. Docunents Required

1) Bank Statenment with the cancell ed checks and deposit
tickets for the nonth

2) Check register nmaintained by the custodian.

3) Previous nonth's |isting of outstandi ng checks.
4) Listing of current nonth's voi ded checks.

5) Listing of current nonth's stop paynents.

6) Listing of current nonth's replacenment checks and
references to original checks.

b. Reconciler's Activities

1) Obtain the unopened envel ope containing the cancelled
checks and the bank statenent for the nonth.

a) Mtch the cancelled <check listing (listed
nunerically) on the bank statenent against the
check register and notate each match with a ( /)
in the "Paid " colum of the check register.

b) Based on these docunents, prepare a current
listing of outstanding checks. Additionally, the
out standing checks should be sorted in aging
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categories and appropriate followup action
initiated (Refer to section 5.a of this procedure
for details).

2) Prepare a listing of replenishnent clains related to
checks issued during the nonth (or before) for which
t he repl eni shnment cl ai mwas processed by the end of the
month (but not received, deposited, and entered in the
check register).

3) Prepare a listing of checks and repl eni shnent cl ains
related to checks issued during the nonth (or before)
for which the repl eni shnent clai mwas not processed by
the end of the nonth.

4) Conpile listings of all voided checks and stop paynent
orders issued for the nonth.

5) Review the check register and insert lines to separate
the records for the nonth. Ensure that the bal ances
have been properly cal cul at ed. Ensure that deposit
tickets, check register deposit entries, and the
deposit entries on the bank statenment are properly
recor ded.

6) Exam ne the check register and the supply of unissued
checks to account for all checks. Should any checks
appear to be mssing, imediate followup action is
requi red including the i ssuances of stop paynent orders
if appropriate (Refer to A8.832 - Special |nprest
Checki ng Account Procedures).

7) Review cancelled checks for unauthorized signatures
alterations, or irregular endorsenents. If any
incidents of altered checks or forgery are uncovered,
initiate the procedures reflected in A8.832 - Speci al
| mprest Checki ng Account Procedures.

Reconciliation of Bank Statenent and |nprest Checking
Account Report (Attachnent 6)

Compl ete the Reconciliation of Bank Statenent and | nprest
Checki ng Account Report (Form1C-3) as follows:

1) Date: Enter the nonth, day, and year on which the form
is being prepared (e.g. 02/05/96).

2) Vendor Code: Enter the 11 digit vendor code
x_ ) assigned to the custodian.

3) UH Canpus/Departnent: Enter the appropriate canpus and
departnent (e.g. Agr-Bio Chem Honolulu CC).



4)

5)

6)

7)

Not e:

8)

9)

10)

11)

app
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Cust odi an: Enter the nanme of the custodian of the
i nprest checki ng account.
Bal ance as per bank statenent (Date:): Enter the

ending date (nonth, day, and year) of the bank
statenent and the bal ance fromthe bank statenment for
t hat date.

Less: Qutstandi ng checks: Enter the total fromthe
current listing of outstandi ng checks.

Bal ance per your check register: Enter the bal ance as
of the end of the nonth from the check register
mai nt ai ned by the cust odi an.

This figure should equal to the difference of the
"Qut standi ng Checks" total from the "Bal ance As

Per Bank Statenent”. If it does not, a
di screpancy exists that nust be researched and
corrected.

Plus: Replenishnment clainmed: Enter the total fromthe
repl eni shnment clains relating to checks issued during
the nmonth (or before) for which the replenishment claim
was processed by the end of the nonth (but not yet
recei ved, deposi t ed, and entered in the check
regi ster).

Repl eni shnents to be clained: Enter the total fromthe
listing of checks and repl enishnment clains relating to
checks issued during the nonth (or before) for which
t he repl eni shnent cl ai mwas not processed by the end of
t he nont h.

Total |nprest Checking Account: Sunmmarize the anmounts
fromlines 7, 8, and 9. Conpare this anobunt to the
Per manent Aut horized Fund Amount which should be
reflected on the last line. Any difference will either
be a tenporary increase, a shortage, or an overage.
These figures should be properly reflected on the
appropriate |ines. All  unresolved discrepancies
revealed by a reconciliation should be reported
i mediately through nmenorandum to the Disbursing
Ofice.

Reconciler, Fiscal Oficer Signature and Date: The
reconciler and the Fiscal Oficer are to sign and date
the formto certify the accuracy of the information
provi ded.

Attachnment 6 is an exanple of a reconciliation with
ropriate supporting docunents (Attachnment 2, 3, 4 & 5).
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5. Procedures - Related Activities

a. CQutstandi ng Checks

1)

2)

3)

4)

The listing of outstanding checks nust be reviewed
periodically and classified into groups or "aged" based
on the nunmber of days outstandi ng.

It is suggested that letters of inquiry be sent to
t hose vendors/ payees that have been issued checks that
are outstanding for a significant period (even before
the 180-day limt is reached). Initiate any required
action based on responses to inquiries.

A followup stale dated check inquiry should be sent to
vendor s/ payees for any outstandi ng check exceeding the
180-day limt (sanple - Attachnent 1). Technically,
the checks are no |longer negotiable and nust be
properly enfaced (updated) before it can be cashed.

Stop paynent orders should be initiated for any
stal e-dated check unless it is being enfaced (updated).
The stop paynent orders should be initiated regardl ess
of whether a replacenent check is to be issued or not.
(Refer to A8.832 - Special Inprest Checking Account
Procedures.)

b. Altered Check, Forgery Situation

1) In the review of the cancelled checks included with the
bank statenent, any discovery of altered checks or
confirmation of check forgery requires imediate
contact with the University branch of the First
Hawai i an Bank.

2) The bank will require that an affidavit be conpleted
with a police investigation to follow (Refer to
A8.832 - Special Inprest Checking Account Procedure)

6. Availability of Forns

The Reconciliation of Bank Statenent and Inprest Checking
Account Report (Form I C 3) should be reproduced as required.
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Eﬂ:ﬂ:f%fq?lsm UNIVERSITY OF HAWAI Attachment 1
APM AR Reconciliation of Bank Statement and
Imprest Checking Account Report
Date : / /

Vendor Code : X

UH Campus/Department ;

Custodian :

Balance as per bank statement (Date . / / }

Less : Outstanding checks

Balance per your check register

Plus ; Replenishments claimed

Replenishments to be claimed

TOTAL IMPREST CHECKING ACCOUNT

* Add Shortage/Deduct Qverage

Deduct Temporary Increase

PERMANENT AUTHORIZED FUND AMOUNT

* Explanation of Shortage/Overage and Correction Action :
(Unresolved discrepancies are to be reported by memorandum to the Disbursing Office.)

List of Check Numbers - Void/Stop Payments :

Prepared by :

Reconciler Signature Date

Reviewed by :

Fiscal Officer Signature Date

General Instructions: Submit the original document to the Internal Auditor's Office
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Attachment 2

@' ' FirSt Hawaliaﬂ Bank Member FOIC
Business Checking Statement ‘

2  PETTY CASH FUND STATE OF HAWAII
UNIVERSITY OF HAWAII
SCHOOL OF
1960 E£AST WEST RD.
HONOLULU HI 96822

ACCOUNTNO | STRTEMENT | GYCLE | RoeMETCOMr | ridtral oo | PAGE |
i
44-000458 | 01/29/96 | 1z 24 | 99-6000354 ' 1.
Il no erracs are reported within 60 days with respect ta electronic fund trapsfers or within 13 davs for other ransactions, this stademment will e
considered correct. Jf your address has changed, please notify your branch.
CHECKING ACCOUNT SUMMARY _
PREVIQUS BALANCE AS OF 12/31/95 ., . . . & v v « 4 v « w v 4w « v « « . 2,707.69
DEPOSITS AND OTHER CREDITS TOTALING (+) . . . . . . . 887.47
CHECKS AND OTHER DEBITS TOTALING (-} . . ., . . . . . . 926.74
SERVICE CHARGES (-} . . . . . & & + o & v v s v v o v .00
NEW BALANCE . . & v 4 v ¢ v« o o o o o v o o o o v v v v w v 2,668.42
MINIMUM BALANCE . . . . « « 4 o« & & & « o« + . 2,163.73
AVERAGE BALANCE . . . A e e e e w s e s s 2,495.11
CHECKING ACCOUNT ACTIVITY
{ECK DATE AMOUNT CHECK DATE AMOUNT CHECK DATE AMOUNT
2727 01/14 . . . 20.00. 2780 01/13 . . . 48.00 2788 01/18 13,99
2765*01/08 . , . 20,00 2781 01/05 . . . 18,03 2789 01/25 . 66.25
2773*01/08 . . . 28.00 2782 01/06 . . . 177.98 2792*01/26 . 43,18
2774 01/06 . . . 24.00 2783 01/21 . . . 1B.85 2793 01/2% . . . 26.47
2775 01/06 . . . 91,36 2784 01/27 . . . . 1.15 2794 01/28 . . . . 2.25
2776 01/08 . . . . 8.00 2785 01/14 . . . 44.37 2795 01/29 . . . B83.38
2778*01/04 . . . 16.00 2786 01/2) . . . 31.20 2797%01/28 . . . 62.19
2779 61/07 . . . 96.75 2787 01/14 . . . 37.48 ‘2798 01/28 . . 47.8¢6
JATE DESCRIPTION AMOUNT
01/21 DEPOSIT OR BANK CREDIT . v 4 ¢« ¢ ¢ v o 4 o 2 o o o o o o o « v« v + 740,43+
01/29 DEPOSIT OR BAMK CREDIT . v 4 5 ¢ 5 + & « « o o v v o v v v v . 147,04+
DAILY BALANCE
LEDGER COLLECTED LEDGER COLLECTED
JATE BALANCE BALANCE DATE BALANCE BALANCE
01/04 2,691.69 2,691.69 01/21 2,854.11 2,113.68
01/05% 2,673.66 2,6731.66 01/22 2,854,111 2,854,111
01/06 2,480,132 2,480.32 01/25 2,761,39 2,761.39
61/07 2,383.57 2,383.57 1/26 2,718.21 2,718.21
01/08 2,327.57 2,327.57 01/27 2,717.06 2,717.06
01/13 2,279.57 2,279.57 01/28 2,604,706 2,604.76
01/14 2,177,172 2,177,772 01/29 2,668.42 2,521,38
01/18 2,163.73 2,163.73
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Attachment 5

- UNIVERSITY OF HAWAII

Change of address 1f any:

Date:

We have issued an imprest check to you and it i etill]l outstanding:

Check Numher

Date of Check

Amount of Check

Purpose

1. If you do not have the check, please check one of the following boxes:
[ I have lost the check.
[:] I have no recollection of ever recelving the check,
Please sign and date this agreciment and retumn to us. We will send you a new check,

Agreement: 1In conslderation of the igsuante of & new check as a replacemsnt
of the check clailmed to be lost, deatroyed or never recelved,
the undersigned payee of the new check hereby agrees to indemnify
and save harmless the maker of this chack, its agents, successors
and assigns against any claims demands and costs that may be
incurred by reason of sald loat or deatroyed check, and the stop
payment order filed with Bank to same.

Slgnature Date

2, If you sti{ll have the check, please return it to us with this notice. We will
update the check and retumn it to you.

3. If you have already cashed the check, plesse fill {n below:

Date cashed

Tmnreat (Cueatndtan
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§°”f“ [f{'%f‘q?lsm UNIVERSITY OF HAWAII Attachment 6
E¥15C 1
ATM ARA31 Reconciliation of Bank Statement and
Imprest Checking Account Report
Date: 02 4 05 / 96
Vendor Code : X 9201000000
UH Campus/Department : School of
Custodian : John Smith
Balance as per bank statement (Date ; 01 /29 / 96) $2,668.42
Less : Outstanding checks 174.72
Balance per your check register 2,493.70
Plus : Replenishments claimed 458.44
Replenishments to be claimed 47.86 506.30
3,000.00
TOTAL IMPREST CHECKING ACCOUNT
0
* Add Shortage/Deduct Overage
(=
Deduct Temporary Increase
3,000.00

PERMANENT AUTHORIZED FUND AMOUNT

* Explanation of Shortage/Overage and Correction Action :
(Unresolved discrepancies are to be reported by memorandum to the Disbursing Office.)

List of Check Numbers - Void/Stop Payments :

02460 ~ Stop Payment

Prepared by : _MMW O - 05/‘? A
Reconciler Sigrature - Date

Reviewed by : T s &)45’/%'%
. ate

Fiécal Officgr Signature / / '

General Instructions. Submit the original document to the [nternal Auditor's Office




