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A8. 847 Reconciliation of the Departnental Checking Account

1. Pur pose
To provide procedures to perform nonthly reconciliation of the
Fi nanci al Managenent Information System (FMS) Departnental
Checki ng Account records to Bank records for review and contro
pur poses.
Check reconciliation is autonmated with the receipt of an
electronic file of check nunbers and check amounts of cashed
checks fromthe Bank for each Departnental checking subaccount.
The bank tape is run against the corresponding FMS bank files
i dentifying checks wi th non-mat chi ng check nunbers and/ or anmounts
and outstanding checks (uncashed)at the end of each nonth.
Reconciliation activities address the listing of exceptions and
t he out st andi ng checks.

2. Responsibilities

Reconciliation of the Departnental Checking account is a critical
function for verification of cash balances at the University
system| evel and detection of erroneous data entry in FM S or Bank
files. This is also a critical process for the detection of
unaut hori zed Departnental checks (checks cashed at the Bank with
no records in FMS).

a. The reconciler is responsible for conducting nonthly revi ews
of Departnental checking account disbursenent records and
bank records to ensure proper maintenance of the checking
account .

b. The Fiscal Oficer is responsible for ensuring that the
Depart nment al checki ng account i s bei ng properly adm ni st ered.
The Fiscal Oficer nmust review the findings of each
reconciliation and initiate any appropriate action as
required.

C. The General Accounting and Loan Collection Ofice (GALO)i s
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responsible for the reconciliation of the pooled cash
resources of the University of Hawai ‘i CGeneral Account (UHGA
concentration account). Mnthly reconciliation of the UHGA
cash bal ances require tracking of outstanding Departnental
checks and reconciliation of exceptions. The Genera

Accounting and Loan Collection Ofice will nonitor the
resol uti on of exception situations by Departnental personnel.

3. Cui del i nes

a.

The Fiscal Oficer or the Canpus/Departnment Head, who
desi gnates the reconciler, nust ensure that the reconciler is
an i ndividual other than the custodian or the alternate. The
Fiscal Oficer may be the designated reconciler in those
of fices where staffing does not allow for the separation of
duti es.

The reconciler will pronptly conduct reconciliations at the
end of each nonth and submt the original Departnental
Checki ng Account Reconciliation, FormDC-2 (Attachnment 1) to
t he General Accounting and Loan Collection Ofice (GALC), by

the 30th day following the close of each nonth. The
reconciliation report nust be properly certified by the
reconciler and the Fiscal Oficer. If an exception is

reported on the Check Reconciliation Report (VHVROO1l -
Attachnent 2), clearly indicate the corrective action that is
being initiated.

If the reconciliation uncovers an exception situation,
i mredi ate action nust be taken to resolve the situation.
“FM S check records not found” situations as reflected on the
Check Reconciliation Report are extrenely critical since the
bank records reveal cashed checks which are not recorded in
FM S.

The Exception Listing of the Check Reconciliation Report is
a cunmulative file that continues to |ist exceptions unti
they are resolved. Exceptions are resolved by the Bank when
bank input errors are involved (e.g., erroneous check
anount ) . Erroneous entries in FMS require special
corrective FM Stransactions (e.g., erroneous check nunber or
anount entered on a manual check). Checks are to be manually
reconci |l ed on Screen 114 by the Reconcil er upon resol ution of
the situation. Refer to the Departnental Checking User Guide
for detailed instructions on the use of Screen 114.
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The Departnmental Check Reconciliation - Exception Listing
Corrective Action (Attachnment 3)is a table that describes
required actions to resolve various situations as reflected
on the Exception Listing of the Check Reconciliation Report.
Cont act the General Accounting and Loan Col |l ection Ofice for
guidance in resolving situations listed on the Exception
Li sti ng.

Campus/ departnment wunits are responsible for naintaining
proper docunentation to support all Departnental checking
account reconciliations including:

1) Depart ment al Checki ng Account Reconciliation (For mDC- 2)

2) Check Reconciliation Report (VHVROO01)

3) Check/ Batch Log (Attachnment 4)

4) Mont hl y Bank St at ement

5) Cancel ed checks, bank debit/credit nmenos

6) Monthly Check Register (VHCR039) reflecting all
E[3))epartrrent al checking account transactions (Attachnent

7) Consol i dat ed Check Activity Repor t (VHVR094C) ,
reflecting check nunmbers/ amounts of prior nonth's

outstanding checks and current nonth’s  checks.
(Attachnent 6)

8) Voi ded Checks by Bank for the Mnth (VHVMR0O94E)
reflecting check nunbers/anounts of voided checks
(Attachnent 7)

9) Any ot her rel evant supporting docunentation (e.g. FM S-
625DC, followup letters on outstanding checks, stop
paynent orders, etc.)

These docunents are to be naintained in office files and made
avai |l abl e for review upon request.

Procedures - Reconciliation

a.

Reconciliati on Process
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The reconciliation process reviews the activities of the
Departmental checking account for the specific nonth,
resolves any identified exceptions, and reconciles the
out st andi ng check bal ance. The reconciliation process nmust be
performed on a tinely basis.

Reconciler's Activities

1) obtain the unopened envel ope containing the canceled
checks and the bank statenent for the nonth.

a) Cancel ed checks are |isted nunerically on the bank
st at enent . Mat ching of the Bank cancel ed check
listing against the FM S Departnental check file
is automated and produces the Mnthly Check
Reconci l i ati on Report VHMROO1 - Exception Listing.

b) Research each item on the Exception Listing and
initiate appropriate action as described in the
Departmental Check Reconciliation - Exception
Li sting Corrective Action (Attachnment 3). Contact
t he General Accounting and Loan Collection Ofice
for clarification if required.

c) Based on the automated reconciliation, the
Consol i dat ed Check Activity Report (VHVR094C) is
produced and displays the status of the prior
nmont h’ s out standi ng check and the current nonth’s
checks as of the end of the nonth. The checks are
sorted by check date and check nunber and
appropriate followup action on the outstanding
checks is to be initiated as foll ows:

S The listing of outstanding checks nust be
revi ewed for agi ng (nunber of days
out st andi ng) .

S It is suggested that letters of inquiry be
sent to those vendors/payees that have been
i ssued checks that are outstanding for a
significant period (prior to the 180-day
[imt). Initiate any required action based
on responses to inquiries.

S A followup stale dated check inquiry should
be sent to vendors/payees for any outstandi ng
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check exceeding the 180-day limt (sanple -
Attachnent 8). Technically, the checks are
no |onger negotiable and nust be properly
enfaced (updated) before it can be cashed.

Verify FM S-625DC and rel ated voi ded checks processed
for that nonth agai nst report VHVRO94E - Voi ded Checks
by Bank for Current Month. Verify all other voided
checks (e.g. systemvoi ded checks due to check printing
errors) against the VHVR094C - Consolidated Check
Activity Report and Check/Batch Log.

Compl et e t he Depart ment al Checki ng Account
Reconci liation (Form DC-2).

Examine the Check/Batch Log, the Check Register
(VHCRO38), and the supply of uni ssued checks to account
for all checks. Should any checks appear to be m ssing,
i medi ate followup action is required including the
i ssuances of stop paynent orders if appropriate (Refer
to A8.848 - Special Departnental Checking Account
Procedures).

Revi ew cancel ed checks for wunauthorized signatures,
alterations, or irregular endorsenents. If any
incidents of altered checks or forgery are uncovered,
initiate the procedures reflected in A8.848 - Speci al
Depart ment al Checki ng Account Procedures.

Departnmental Checki ng Account Reconciliation (Form DC 2)

Compl ete the Departnental Checking Account Reconciliation
(Form DC-2) as foll ows:

1)

2)

3)

4)

Date: Enter the nonth and year of the reconciliation.

FM S Bank: Enter the Departnental Checking Bank
nunber, (e.g. 00100)

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

Cust odi an: Enter the nane of the custodian of the
Depart ment al checki ng account.
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Cumul ati ve Exception Listing: Enter the data refl ected
on the Check Reconciliation Report (VHVRO01l) -
Cumul ati ve Exception Listing onto the form Provide an
expl anati on and descri be the action taken to resol ve t he
si tuation. Refer to Attachment 3 for guidelines in
resol vi ng exception situations.

Reconci liation of Qutstandi ng Checks:

a) Ent er t he t ot al out st andi ng anount from
Consol i dat ed Check Activity Report (VHVR094C)

b) Enter any reconciling itens - e.g. exception itens
listed as outstanding, difference in prepaid check
anount, prepaid check not recorded, etc. Contact
t he General Accounting and Loan Collection Ofice
for clarification if required.

c) Enter the adjusted total outstandi ng check anount.
Reconciliation of Checks Cashed:

a) Enter the Checks Cashed total from Consolidated
Check Activity Report (VHVR094C)

b) Enter the total unreconciled itens for the nonth
per Check Reconciliation (VHVRO01) - Monthly
Exception Listing.

c) Enter the total manually reconcil ed checks for the
nont h.

d) Add items 7.a. and 7.b., subtract item 7.c. and
enter total.

e) Enter the Total Checks cashed per bank statenent.

f) Enter the difference of item7.d and 7.e. Result
shoul d equal zero. Contact the General Accounting
and Loan Collection Ofice for clarification if
required.

Attach supporting docunents:

a) Copy of Bank St atenent
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b) Copy of Bank Debit or Credit neno issued to
correct bank errors.

Reconciler, Fiscal Oficer Signature and Date: The
reconciler and the Fiscal Oficer are to sign and date

the formto certify the accuracy of the infornmation
provi ded.

Avai lability of Forns

The Departnental Checking Account Reconciliation (Form DC 2)
shoul d be reproduced as required.



Form DC-2 (Disb)
9/99
APM AB.847

FMIS Bank:
Custodian:
A

University of Hawaii
Departmental Checking Account Reconciliation

For the Month of

UH Campus/Department:

MONTH YEAR

CUMULATIVE EXCEPTION LISTING (Refer to VHMR001)
Bank UH FMIS

Check No. Amount Amount Difference

RECONCILIATION OF OUTSTANDING CHECKS

Total Outstanding per VHMR094C
Add(Deduct):
Check No.

Check Date Explanation

Explanation/Action taken to resolve situation

Reconciling ltems-exception items listed as outstanding, other

Adjusted Total Outstanding Checks

RECONCILIATION OF CHECKS CASHED

Total Checks cashed (reconciled) per VHMR094C

Add: Unreconciled items per VHMR001-Current Month/OTHER
(Complete Item A-Cumulative Exception Listing)
Deduct: Manually reconciled check(s)/OTHER

Adjusted Total Checks Cashed
Less: Total Checks Cashed per Bank Statement
Difference

Supporting documents to attach:
a. Copy of Bank Statement

b. Copy of Bank Debit or Credit Memo issued to correct bank encoding errors.

| certify that all Departmental Checking account documents and transactions have been appropriately reviewed and verified and all duties
and responsibilities as reflected in Administrative Procedure Manual instructions A8.844 to A8.848 are being properly administered.

Prepared by:

Reviewed by:

Reconciler (Print Name and Sign)

Date

Fiscal Officer (Print Name and Sign)

Submit original document to General Accounting Loan Collection, retain copy in office files

Date

Page 1 of 1

Revision Date 09/02/99

_Ll. 30 8 4 | JusWYORIy [4h8°8Y
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UNIVERSITY OF HAWAI
“Ragoncil

X00060 100.00 19.95 80.05 MA RF7237 / Check amounts are inconsistent

VERSITY OF HAWAII - CONSOLIDATED, UM ONLY 01/05/00 13:59
Check Recongi g ';m 730719997 3

X00060 100.00 19.95 80.05 MA RF7237 / Check amounts are inconsistent




Departmental Check Reconciliation - Exception Listing Corrective Action

Situation

Specific Conditions

Action Required:

Bank/Check

FMIS DC Input

Other Action

VHMRO001-Exception Listing

FMIS Check Record Not Found

Bank encoding error on check
number

Verify correct check
number

Reconcile correct check
number on screen 114

Complete explanation/
action taken on Form DC-2

Manual check processed by bank
but manual check not recorded in
FMIS

Verify check was
properly issued

Record check in FMIS
Reconcile check on screen
114.

Complete explanation/
action taken on Form DC-2

Mechanical check processed by
bank with correct check number
but check recorded in FMIS with
incorrect check number

Verify correct check
number

Void incorrect check
number on screen 480.
Re-enter prepaid voucher
with correct check number.
Reconcile correct check
number on screen 114.

Complete explanation/
action taken on Form DC-2
Complete FMIS-625DC,

obtain necessary approvals.

Manual check processed by bank
with correct check number but
check recorded in FMIS with
incorrect check number.

Verify correct check
number

Contact Dishursing-

Special processing required.
Void incorrect check number
on screen 480.

Re-enter prepaid voucher
with correct check number.
Reconcile correct check
number on screen 114,

Complete explanation/
action taken on Form DC-2
Complete FMIS-625DC,

obtain necessary approvals.

Check amount inconsistent

Bank encoding error on check
amount

Send letter to bank with
copy of canceled check
to request debit or credit
memo adjustment

Complete explanation/
action taken on Form DC-2
Attach copy of debit/

credit memo received

to DC-2 to be submitted

to GALC.

Bank encoding error on check
number, check with same number
but different amount is still
outstanding.

Verify correct check
number and amount

Reconcile correct check
number on screen 114

Complete explanation/
action taken on Form DC-2

10/11/99

f:\dos\data\imprest\Dcspec2.xls
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Departmental Check Reconciliation - Exception Listing Corrective Action

Void prepaid voucher
check on screen 480.
Re-enter prepaid voucher
with pseudo check
number in the correct
amount then manually
reconcile check on
screen 114,

Situation Action Required:
Specific Conditions Bank/Check FMIS DC Input Other Action
VHMRO0O01-Exception Listing
Check amount inconsistent Manual check recorded in FMIS Verify correct check i ing- Complete explanation/
with incorrect amount amount Special processing action taken on Form DC-2
required. Complete FMIS-625DC,

obtain necessary approvals.

Cross campus check processed

Verify correct check
amount

Reconcile check for
each campus on screen
114.

Complete explanation/
action taken on Form DC-2

Check has previously been voided

Check reported lost, stop payment
placed, check cashed at bank prior
to stop payment. Check voided on
Screen 480, replacement check
processed and cashed by correct
vendor.

Verify lost check was
cashed by correct vendor
and stop payment was
placed after check was
cashed.

Prepare general journal
voucher to reverse void of
check, submit to GALC
for review and input.
Complete explanation/
action taken on Form DC-2
Attach copy of journal
voucher to DC-2 to be
submitted to GALC.
Obtain refund from vendor
for duplicate payment and
deposit refund check/cash
into account charged for
disbursement as a REX.

Bank encoding error on check
number, check number processed
by bank is same as a previously
voided check.

Verify correct check
number

Reconcile correct check
number on screen 114

Complete explanation/
action taken on Form DC-2

10/11/99

f:\dos\data\imprest\Dcspec2.xls
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Departmental Check Reconciliation - Exception Listing Corrective Action

Situation

Specific Conditions

Action Required:

Bank/Check

FMIS DC Input

Other Action

VHMRO001-Exception Listing
Check has previously been
reconciled

Bank encoding error on check
number, check with same number
as encoding error and same

amount was previously reconciled.

Verify correct check
number and amount

Reconcile correct check
number on screen 114

Complete explanation/
action taken on Form DC-2

Bank processed the same check
twice

Send letter to bank with
copy of canceled check
to request debit or credit
memo adjustment

Complete explanation/

action taken on Form DC-2
Attach copy of debit/

credit memo received to DC-2
to be submitted to GALC.

10/11/99

f:\dos\data\imprest\Dcspec2.xls
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Attachment 4
P13 of17
Departmental Checking Account
Check/Batch Log
Check Sequence No.of | Batch Batch Comments
Checks Ref Date
Start Stop
X00001 X00010 10 068001 | 03/17/99 | Regular Checks
X00011 X00011 1 068002 | 03/18/99 | Void Check - Damage
X00012 X00025 14 068002 | 03/18/99 | Regular Checks
X00026 X00027 2 068003 | 03/20/99 | Manual Checks
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VHMRO94C UNIVERS |
EX 2000 cc UH

X01138 JEFF*KLAWITER 12/20/1999
X01139 NANGY C*MCNAMEE 12/20/1999
HOESTERHAN | ' i 1272071999

; 2/
X0114l UNIV OF HAWAII PRESS 12/20/1999
X01145 LEAG FOR INNOVTN IN COMMU 12/20/1999
1H&EOA D i /2071999

127217
X01149 BAKER & TAYLOR INC 12/21/1999
X01150 DISABILITY RESOURCES, INC 12/21/1999
NI ER y |

Y 1277
X01154 JASON KAOPUA 12/21/1999
X01155 MICHELLE*AGRIgOLA : 12/27/1999
e 005971000

N W /
X01159 STEPHANIE*JEDELE 12/27/1999
X01160 MARILYN¥LOPEZ , 12/27/1999
OB 150N i 2ye1r1999:

TY OF HAWAII - CONSOLIDATED, UH ONLY

COnsolldated Check Activity PAGE:
A 21 :

541

.00 LE
_75.00 LE




VHMRO9LE UNIVERSITY OF HAWAIIl - CC, LEEWARD
FY 2000 CC LE Volided Checks by Bank for Current Month
As Of 12/30/1999

Bank Check
Number Numbgr

Voucher
Number

12/29/99 04:32
PAGE: 2
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UNIVERSITY OF HAWAI‘I

November 30, 1999

Vendor Name
Address-1

City, HI 968xx
Dear Sir:

Our records indicate that the following check is still outstanding:

Check No. Check Date Check Amount Invoice/Description

X00123 05/29/99 112.00 W98030

Please take one of the following actions:

1. If you have the original check in your possesion, please return it with this notice. The check will
be updated and returned to you.

2. If you do not have the check, please check one of the boxes below, print your name, sign, date
and return this notice.

D T have lost the check and request a replacement check.
D I have no recollection of ever receiving the check and request a replacement check.

I:] I have received full payment and no additional payment is required.

Print Name and Sign Date

If you have a change of address, please indicate your new address below:

If you have any questions, please call me at 956-1234. Thank you for your assistance in this matter.

Sincerely,

Jxxxx Dxxxxx
Custodian

[STREET ADDRESS]) *» [CITY/STATE] ¢ {ZIP/POSTAL CODE]
PHONE: [PHONE NUMBER] ¢ FAX: [FAX NUMBER]




