
  Reconciliation Process Map

Prints G/L for FAU 
based on log.

Matches backup 
documentation for each 

G/L transaction.

Initials G/L and 
adds initial to log

Can all items be 
accounted for?

Department receives 
and reviews 

reconciliation package.

Reviews reconciled G/L, 
test for completion, 

accuracy, sign- off, and 
date by preparer.  

Sign cover sheet and 
return to BRC within 10 

business days.

Provides list of active 
accounts during previous 

month (Reconciliation 
Control Log – RCL)

List unreconciled items 
in unreconciled item log

No

Yes

Adds initials to 
reconciliation log and G/L.  

Prepares reconciliation 
package by dept code –

cover sheet, copy of 
reconciled G/L with sign-
offs, unreconciled items 

log for transmittal to 
department.

Signed cover sheet filed; RCL is 
logged that reconciliation has 

been completed.

Is reconciliation 
complete and 

correct?

No

Original 
reconciled G/L 

and backup filed 
with completed 

records.

Confirms unreconciled 
items are on 

unreconciled item log.

Reconciliation Actions

1.  May need to request docs 
for certain transactions (e.g. UC 
Berkeley Copy).
2.  May need to pull information 
from other reports. (e.g., IR&C 
recharge).
3.  Comments on any items that 
do not have backup.

Team Leads 
monitor 

completeness of 
reconciliation and 
quality assurance.

Report prepared of 
unreconciled items and 

reconciliation status.

 


