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What is Reconciliation?

• A systematic review of Banner financial 

activity to verify that all charges and credits 

are accurate and appropriate

• Usually comparing to source documentation 

to confirm accuracy of postings and identify 

expected transactions and corrections that 

have not yet occurred
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Benefits of Reconciliation

• Compliance with University Policy 2114, Reconciling Departmental and 

Sponsored Fund Accounting Records

 Requires that all sponsored funds be reconciled at least every two months (bi-monthly)

 Monthly reconciliation is strongly encouraged

 See http://universitypolicy.gmu.edu/policies/reconciling-departmental-and-sponsored-fund-

accounting-records/ for full GMU policy

• Provide proper stewardship of financial resources

• Evaluate accuracy of financial reports

• Correct errors on a timely basis

 Discrepancies should be immediately investigated and resolved within 30 days

 Corrections of labor expenditures are usually completed via a Funding Change Form (FCF)

 Corrections of direct expenditures (DE) are usually completed via a Journal Voucher (JV)
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http://universitypolicy.gmu.edu/policies/reconciling-departmental-and-sponsored-fund-accounting-records/
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Why Reconcile Sponsored Funds?

• Compliance with university, state, federal (where applicable), and 

sponsor/award terms and conditions

• Confirm expenditures do not exceed the available award balance and are 

within the period of performance

• Ensure expenditures are appropriate according to the approved budget 

and are for the intended purpose of the sponsored project

• Ensure account codes are appropriate for the expenditures

• Confirm all expenditures belong to the sponsored project and there is 

appropriate source documentation to support the expenditures

• Confirm there are no missing expenditures/credits

• Identify and correct errors in a timely manner
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Best Practices

• Use a central filing system (electronic or paper) to compile source documents 

and keep easily accessible to others in the unit and auditors

 These documents will serve as a reference point when individuals reconcile 

department financial information

 All source documents must be kept for audit purposes

• Maintain an expense log to record and track expenditures

 Departments should maintain a record of any pending charges/credits to a 

sponsored fund (labor and DE)

 Save on the shared drive for easy access by unit faculty/staff

 Begin a clean copy of the expense log at the start of a new fiscal year

• Begin reconciling when “Month is Closed” email is received from Controller

 Goal is to reconcile each month by the 15th of the next month
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Microstrategy Automated Notifications

• Microstrategy sends out automated email notifications the first Saturday of 

each month to PIs

 PI Report Summary

 One budget summary email per grant

 For PI review

 PI Report 30, 60, 90 Day Alert

 One email for all grants ending in 30, 60, or 90 days

 May require action by PI

 No Spending After 90 or More Days Alert

 One email for all grants with no spending or commitments in the last 90 days or more

 May require action by PI

• Review of email notifications does not replace regular reconciliation
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PI Report Summary Email Sample
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30, 60, 90 Day Alert Email Sample
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90 Day No Spending Alert Email Sample
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Fiscal Year End Deadlines

• GMU fiscal year (FY) ends June 30th

• Controller will post a memo prior to fiscal year end 

with cut-off dates for processing cost transfers

• Verify that all transactions are accurate and any 

discrepancies noted throughout the year have been 

resolved

• Ensure all reconciliations through June are 

completed by July
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What are Source Documents?

• A document that results in a financial charge or 

credit to a fund

• Generally initiated at the unit level

• Can be a paper or electronic document
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Types of Source Documents

• Source documents for direct 

expenditures may include:

 Externally Funded Fellowship 

Payment Form

 eVA Purchase Order

 Food and Beverages Payment Form

 Honorarium Payment Request Form

 Journal Voucher

 Participant Support Allowance 

Payment Form

 Petty Cash Request Form

 Payment Request Form

 Purchase Card Payment Approval 

Form

 Scholarship Payment Request Form

 Wire Transfer Request Form

 Travel Expenses Reimbursement 

Voucher

 Tuition Workflow

 GMU Chargeback (Bookstore, 

Facilities, Mail Services, Patriot 

Computers, Print Services, SGHI, 

Telecom)

• Source documents for labor 

expenditures may include:

 Funding Change Form

 Electronic Personnel Action Form 

(EPAF)

 Upload
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Sample Filing Set-up
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Information File

• Award Documents / Budgets

• Award related correspondence

Pending File (to be reconciled)

• Source documents

Reconciled File (posted and verified)

• Signed PI Report by Month

• Corresponding source documents

2xxxxx

Info

2xxxxx

Pending

2xxxxx

Reconciled
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Sample Labor Log Set-up (Faculty)

• Record all personnel transactions in Excel

 First tab for permanent positions (9-month and 12-month faculty and staff)
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Sample Labor Log Set-up (SR)

• Record all personnel transactions in Excel

 Second tab for temporary positions (faculty summer research)

16



Where Innovation Is Tradition

Sample Labor Log Set-up (GRA)

• Record all personnel transactions in Excel

 Third tab for temporary positions (GRA)
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 Include a separate tab to track tuition
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Sample Labor Log Set-up (Wages)

• Record all personnel transactions in Excel

 Fourth tab for temporary positions (Wages)
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Sample DE Log Set-up

• Record all direct expenditure transactions in Excel

 Can use filters to sort by fund or transaction type
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Reconciliation Process Steps

• Gather the source documents (pending file) and open the labor and DE 

logs for review

• Log into Microstrategy and navigate to the PI Dashboard

 PI Report Quick Guide: https://osp.gmu.edu/wp-content/uploads/mstr-quick-

guide-pi-report.pdf
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PI Report for Reconciliation

• Select the fund to be reconciled from the PI Report Initial View
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• Choose your start and end month to be reconciled

• Select the Reconciliation Fund button

• Select Export at the bottom of the screen to open Excel document
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Reconciliation Document (Summary)
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• Summary by Fund tab

 Add Reconciler notes 

and adjustments

 Certify reconciliation-

sign and date
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Certify Your Reconciliation

• The Reconciler

 The individual preparing the reconciliation must certify and date the reconciliation

• The Approver

 The individual responsible for approving the work of the reconciler, usually the individual 

responsible for the fund/org must certify and date his/her review of the reconciliation

• The Principle Investigator (PI)

 In some situations when no reconciler exists, certification means the approver/PI has completed a 

systematic review of Banner financial activity

• In all situations, the PI must sign and date the reconciliation to certify that all charges and 

credits are allowable, allocable and reasonable

 The PI may not delegate this responsibility

• Electronic certification is encouraged

• These certified records should be retained in the department or college and be available for 

auditors’ review
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Reconciliation Document (Labor)
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• Labor Detail by Account tab
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Review Labor Detail

• Confirm there is matching source documentation in the pending file and 

that it was processed correctly

• Verify personnel, amounts, and account codes charged are correct

• Identify incorrect or missing charges and take appropriate action to 

correct

• Confirm adjustments made in previous month(s) reconciliation have been 

completed, and if not, follow-up

• Note: Fringe benefit charges are confirmed in the Human Resources and 

Payroll process and no additional reconciliation of fringe benefit charges 

is required unless an unusual charge is observed
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Reconciliation Document (Commitments)
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• Labor Commitments tab

 Review the remaining labor to be paid through the end of the fiscal year on the fund
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Reconciliation Document (DE)
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• Direct Expenses tab
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Review DE Detail

• Confirm there is matching source documentation in the pending 

file and that it was processed correctly

• Verify amounts and account codes charged are correct

• Identify incorrect or missing charges and take appropriate action to 

correct

• Confirm adjustments made in previous month(s) reconciliation 

have been completed, and if not, follow-up

• Note: Indirect charges are an automated process and no additional 

reconciliation of indirect charges is required unless an unusual 

charge is observed

28



Where Innovation Is Tradition

Update Logs and Files

• Compare reconciliations to the labor and DE log entries

• Note date reconciled for completed items in the logs

 Make any notes regarding adjustments or discrepancies

• Place any outstanding source documents back in the pending 

folder for the next reconciliation

• Review reconciliation with PI once completed and obtain 

signatures

• Place signed reconciliation, labor and DE detail, and all supporting 

source documents together in the reconciled file

• Keep all records for auditing purposes
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Questions?
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Kimberly Maze

703 993-4001

kmaze@gmu.edu

---------------------

Pat Sperry

703-993-8929

psperry@gmu.edu

Contact:


