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Initial Comments & Actions Taken

A 1

FZRAORGHIER (Available in E-print or Dashboard) 

(Attach print of your org only.  This will display all 

types of funds.  If six (6) funds or less you may type 

them in the spaces provided in step A:1).

2

State Funds = FZRBDSC or Dashboard Report 

#0010; Special Funds = FZRBDSC or Dashboard 

Report #0010 and FZRAPTD; Grant Funds Only = 

Dashboard Report #0095  If your fund/accounts have 

budgets posted.  Note under comments if no budget is 

required or in State Funds make note budget not 

posted yet for current fiscal year until budgets are 

posted.

3

All Funds = FZRODTA (E-print) or Dashboard 

Report #0070 and verification to internal shadow 

system.

B 1

Match receipts from receipt books or cashier's 

individual receipts to FZRODTA or Dashboard Report 

#0070

2

Determine where errors have occurred.

3

Work with your supervisor, Controller's, Special Funds, 

or Budget Office(s) staff to process correction.

C 1

Reasonableness test.  If salary postings appear out-of-

line, investigate discrepancies, i.e., you do not have a 

temporary employee, but items are posted to your 

student temporary/fund/account.

2

When temporary salary documents are prepared, 

calculate payroll totals and maintain to verify to the 

monthly posted totals.

3

Determine that all payroll items are recorded in 

Banner Finance.

4

Work with your supervisor, Controller's, Special Funds, 

or Budget Office(s) staff to process correction.

D 1

Verify that the 719XXX expense items for contractual 

services are paid correctly.

2

Work with your supervisor, Controller's, Special Funds, 

or Budget Office(s) staff to process correction.

E 1

Verify postings to supporting documentation including 

P-Card recon and travel and any other charges.  

Verify travel is accurately posted to each fund.

2

Verify packing slips are signed or initialed and dated 

for materials received by person ordering goods.  

Reconcile appropriately with Central Receiving 

(Warehouse); release the blue receiver when the 

order is complete.

3

Match internal billing(s) mailed notification or e-print 

listing with monthly postings, i.e., telephone, postage.

4

If a JV/JE was posted to your fund/account, verify 

that it is accurate with supporting documentation.  

Example:  another department is sharing in bringing a 

speaker to campus.  The JV/JE charges part of the 

expense to your 719XXX account.

5

Verify that items are coded properly.

Procedures:

A - Obtain Reports (AppLeap:  The Right Report for the Job)

Obtain a list of all detail transactions for the month, agree to monthly activity report, and 

either print out the report or if available download to excel.  As you review the 

individual items on this report, check each item when you have determined they are 

supported, authorized, and classified correctly. 

For transactions posted to non-payroll accounts, reconcile amounts to supporting 

documentation.  This review should include Pcard, and Travel transactions.

If errors are determined, need to work with supervisor or appropriate Controller's 

Office staff to make correction.

Agree entries made to salary accounts on the activity report to the payroll registers.  

Scan for any unusual items. 

For temp salaries, agree amounts paid to the properly authorized and signed time sheets 

and determine that the amount paid is properly calculated.

Print out the budget to actual comparison.

For items not on the payroll register investigate and determine support for the entry.

Appalachian State University 

Departmental Fund Activity Reconciliation

Month:  MM/YYYY

C - Salary Expense  (As Access Permits)

D - Contract Service Expense

Run the departmental activity report as of the end of the month for fund ids: 

This blank form can be found on Banner Homepage at link:  http://www.appleap.appstate.edu/finance_over.html

Step

Controller's Office

B - Revenues

Agree total revenues reported to deposit registers for the period.

Investigate any discrepancies.

Verify that vendor invoices document the date goods/services are received and the 

initial of the person receiving the merchandise.  If Central Receiving is  used, use 

appropriate procedures to reconcile goods received with billing invoices.

For internal billings such as telecommunications, copy and postage, agree postings to 

mailed notification.  

E-print/Dashboard Report to be used and additional tips

A shadow system is recommended to monitor and maintain control of all funds and for easier reconciliation.

If errors are determined, need to work with supervisor or appropriate Controller's 

Office staff to make correction.

For contract service items posted as an expense, make sure amounts paid agree to 

approved invoices.

If errors are determined, need to work with supervisor or appropriate Controller's 

Office staff to make correction.

E - Non-Personnel Expense

For JVs/ JEs, obtain supporting documentation and review.  Make sure that the JV/JE 

was properly approved and was appropriate for this account.

Make sure that the accounts codes recorded for all items are proper especially for IT 

Expenditure transfers items.  Bring attention to the supervisor or Controller's Office 

staff any items that appear misclassified.
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All funds = FZRODTA or Dashboard Report #0070 

Work with your supervisor, Controller's or Special 

Funds Office(s) staff to process correction.

F 1

State Funds = FZRBDSC or Dashboard Report 

#0010; Special Funds = FZRBDSC or Dashboard 

Report #0010; Grant Funds Only = Dashboard Report 

#0095 if your fund/accounts have budgets posted.  

Note under comments if no budget is required or in 

State Funds make note budget not posted yet for 

current fiscal year until budgets are posted.

2

All funds = FZRODTA or Dashboard Report #0070 

(Fund Activity for Date Range) See Banner Finance 

Training Manual for instructions for processing on-line 

budget entries for applicable funds.

3

Request for Budget Revision for State Funds found on 

Electronic Forms under VC for Business Affairs.  

Special Fund budget adjustments (if allowed) must be 

requested through Special Funds accounting personnel.

G 1

All funds = FZRAENC or Dashboard Report #0060  

Verify that all outstanding balances of encumbrances 

are correct.  If items have been direct paid, or 

encumbrance should be otherwise cancelled, contact 

Purchasing for PO closing assistance.

H 1

Make sure that all items are completed and initialed, 

print form, date, and obtain supervisor's signature.

DATE

DATE

Certification

FOLLOW UP REVIEW AND ADJUSTMENTS FOR UNUSUAL OR UNRESOLVED ITEMS:



SUPERVISOR'S REVIEW AND FOLLOW UP:



SUPERVISOR'S SIGNATURE (INDICATES REVIEW OF RECONCILIATION) 

Review open encumbrances on all funds (See AppLEAP The Right Report for the Job)

H - Completion of Review

Complete certification statement when reconciliation procedures are completed.  After 

this form has been completed and signed, it should be filed within the Department.



I certify that the activity recorded on the department monthly activity report  was classified properly and is supported by appropriate documentation.  All unusual and unresolved 

items were brought to the attention of the supervisor and those needing follow up review are noted below.



Determine whether any over budget condition exist.  Determine the cause of the over 

budget condition and whether it will require a budget revision.  Process any required 

online budget transfers.

If necessary prepare budget revision for supervisor's or appropriate Budget or 

Controller's Office(s) Staff review and approval.

Review the report on detail transactions and determine that all items have been 

checked off.  If not, determine what the unchecked item(s) are for and bring to the 

attention of the supervisor or appropriate  Controller's Office staff.  Request adjustment 

if necessary.  See AppLeap:  The Right Report for the Job

F - Budget to Actual Review



SIGNATURE

UNUSUAL ITEMS NOTED DURING THE RECONCILIATION PROCEDURES NEEDING FOLLOW UP REVIEW:



G - Encumbrances

Review budget to actual expenditure report.  ( see AppLeap:  The Right Report for the 

Job)


