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TECHNICAL COLLEGE SYSTEM OF GEORGIA 

ACCOUNTING PROCEDURES MANUAL

This procedure applies to technical colleges and system office

Bank Account Reconciliation

General

Bank reconciliations for all bank accounts should be performed monthly. All bank reconciliations should be approved and signed by the Vice President of Administrative Services. The person performing the bank reconciliation should also sign the reconciliation. 

Note: When using the People Soft accounting system, prior to performing the reconciliations, the monthly balancing of the AP and AR modules should be done and any reconciling items should be resolved. Also all journal vouchers that hit the cash accounts should be identified.

Deposits

Run Monthly Cash Receipts Journal (AR408) for the month being reconciled.  Check off and put the deposit number next to the deposits listed on the bank statement.  Any deposits not on the Cash Receipts Journal should be a reconciling item to the GL on the bank recon.  Any deposits on the Cash Receipts Journal and not on the bank statement are deposits in transit.

Checks

Run Cash Disbursements (Query AP004) and sort by pay status.  Subtract any checks issued in previous period and voided in current period.  Omit any checks issued and voided in current period.  Balance this amount to the AP transactions on the Trial Balance by Business Unit (GL44M) for the cash account being reconciled.

Account for all the checks cleared on the bank statement on both the Cash Disbursements Query and the previous month’s outstanding check list.  List all other checks as outstanding.  If a check cleared the bank, but was not posted on the Cash Disbursements Query, it should be listed as a reconciling item to the GL on the bank recon.  

If checks are run out of the Banner A/R system, obtain the check register for Banner.  Check off all checks that cleared the bank and have been recorded in the General Ledger and list all others as outstanding. If a check cleared the bank, but was not recorded in the General Ledger, it should be listed as a reconciling item to the GL on the bank recon.

Account for all manual checks issued thru month end to ensure they have been entered into the accounting system. If they have not been entered into the accounting system, an entry should be made to the bank side and the GL side. Entries will be offsetting.

See the procedure for Outstanding Checks for instructions on following up on outstanding checks.

Other transactions

Maintain list of returned checks.  These should be an adjustment to the GL until cleared up.

Service charges and interest not posted should be an adjustment to the GL until cleared up.

If bank recon is out of balance, verify that all checks cleared the bank in the correct amount and that there were no errors on any journal vouchers.  Journal vouchers can be checked on the Trial Balance (GL44M) entries to the cash account. 

Performing Reconciliations in the Statewide Accounting System

When using the People Soft accounting system, either an automatic or a manual reconciliation should be performed. See the People Soft “Accounts Payable Supervisor” instruction manual for details on performing the system reconciliation.
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