	
	Business Resource Center – Reconciliations TRANSMITTAL


To:  Subdivision Head
Enclosed is the December 2009 reconciliation package for your subdivision.  

What does the BRC do when it “reconciles” our accounts?
Reconcile can mean to check one financial account against another, as when you reconcile your check register to the bank statement.  It also can mean “to make consistent”.  When the BRC reconciles a department’s FAUs (full accounting unit, or account-fund string), the Teams are ensuring that the general ledger transactions are consistent with the transactions requested by the department.  The following process steps are performed to provide this assurance:
· The BRC looks for an approval from an authorized departmental signer before processing a transaction.  When the transaction is posted, a second BRC team member reviews that transaction, verifying the approval, business purpose/description, vendor, FAU, and amount.  Concurrently, an automatic notification is sent to someone outside the BRC, either a SRCT or a departmental reviewer who has been designated as a non-mandatory reviewer.  This step provides the first level assurance that a transaction is appropriate and accurately processed.  The documentation supporting the transaction is then set aside for “reconciliation”.  
· When the ledger is closed for the month, the BRC Teams download it by FAU and begin the “reconciliation process”.  They compare the entries appearing on the general ledger to the accumulated supporting documentation to ensure that the approved transactions, and only those transactions, appear on the ledger and that the transactions have been entered accurately.  After matching transactions to the ledger, they look at any remaining line items and take steps to either obtain supporting documentation or departmental approval for the transaction. For example, some “open” items, especially recharges, may have been initiated by the department and been effected without BRC involvement.  The BRC will inquire of your SRCT or department contact to document departmental acceptance of the transaction and to obtain adequate documentation of the business purpose.  These two elements, appropriate approval and description/business purpose, are essential to maintaining an adequate record for audit purposes.  The BRC is responsible for maintaining the full reconciliation packages for future reference and for audit purposes.  
· Once a department’s reconciliations for a month are complete, a BRC Analyst (or higher) reviews the reconciliation worksheet and, at least on a sample basis, the supporting documentation.  Both the preparer and reviewer sign off on the reconciliation worksheet, acknowledging their accountability for the work performed.  

If the customer department has retained certain reconciliation responsibilities (e.g. a particular account), the “green sheet” and department level summaries are modified to reflect this so that the respective BRC and departmental responsibilities are clear.  

· As a final step, the BRC Accountability Team has implemented a monitoring/quality control process.  A sample of transactions from each month’s transactions crossing all processing teams is selected.  Supporting documentation is reviewed for sufficiency, transaction detail is reviewed for accurate recording in the ledger, and the transaction is traced into the appropriate reconciliation which is reviewed for sign-offs by both preparer and reviewer.  We want to be ready when the external auditors come!  

As always, please feel free to contact your Team Lead, Director Valness (7-0484) or me (7-0941) if you have any questions about the BRC’s reconciliation process or any of the transactions that appear in your reconciliation package.

Ginny Blumberg
Accountability Manager

