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Reconciling Basic Guidelines 
Reconciling often an ill-defined task, there is not a clean set of issues to look for and because of the size and complexity of some of our projects there are at times massive amounts of transactions to review.  The basic premise of reconciling is that someone responsible for the financial management and control of a project that has a general idea regarding the types of charges to expect on the project is reviewing some level of transactions on the project on a monthly basis.    The main purpose of reconciling is to review transactions for appropriateness and assure that the amounts seem responsible. Below is the minimum level of review that is necessary.
Journal Line Level Report of Revenue and Expense
· Account Descriptions (account descriptions make sense)
· Journal IDs (journal ids indicate the origin of a transactions)
· Chartfield Summary (all transactions hit an official chartfield combination for the PG)
· Expense Amount (the expenses at the account level seem reasonable)
· Revenue Amount (the revenue is expected)
Service Unit Billing Detail Report
· Vendor Name (the vendors make sense)
· Voucher Line Descriptions (the voucher description makes sense)
· Expense Amount (the expense at the vendor level makes sense)
PO/Non-PO Detail Report
· Vendor Name (the vendors make sense)
· Voucher Line Description (the voucher description makes sense)
· Expense Amount (the expense at the vendor level makes sense)
PCard Detail Report
· Merchant Name (the merchants make sense)
· PCard Holder Names (the PCard holders make sense)
· Voucher Line Description (the voucher description makes sense)
· Expense Amount (the expense at the merchant/PCard Holder level makes sense)
Payroll Detail Report
· Primary Name (all staff that charged the project makes sense)
· Jobcode Description (all job titles make sense on the project)
· Earnings Code (earning codes used at the person level is reasonable)
· Appointing Department ID (department IDs make sense for the project)
· Off-Cycle & Original Transaction date (do corrections from prior periods make sense)
