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Scope

This policy applies to all bank accounts maintained by the Company.

Policy

It is J. Doe Inc.’s policy to take adequate steps to ensure the accuracy of the bank balances shown in the general ledger.  Data on cash receipts and disbursements journal shall be compared with the details reported on bank statements on a monthly basis.  

Unmatched and mismatched data shall be used to reconcile the book and bank balances and the reconciliations shall be performed either manually by general accounting personnel (those not having access to cash or involvement in processing or recording transactions), or by computer when the banks furnish statements in computer readable formats. 

Procedures

Bank balances, as shown in bank statements, shall be regularly reconciled with the general ledger.  Data from cash receipts and cash disbursements shall be compared on an item-by-item basis with the details reported on the bank statement.  Mismatches shall be listed for investigation.

Bank statements should be received by Treasury and forwarded to the reconciliation preparer.  

The format for monthly bank reconciliations shall be composed of two sections. The suggested format is attached as Exhibit.

· The first shall begin with the balance shown in the bank statement and work toward a corrected balance, which reflects all transactions recorded by the bank, such as outstanding checks, deposits in transit.  

· The second section shall begin with the balance shown in the general ledger and work toward a corrected balance, which reflects transactions not recorded on the books, such as returned checks, bank charges.

For each section, confirm that the ending balances are correct. Research and determine the cause of any discrepancies between the two balances, such as recording errors, omissions, mispostings, etc.  

Summarize and draft any book reconciling items such as interest, bank charges and prepare any necessary journal entries in accordance with management policy.

Review all outstanding checks over six months old for disposition and flag as a possible abandoned property (reference policy and procedure for Abandoned Property – Escheat). 

Controls

Corporate Treasury receives the bank statements and distributes them to the Corporate Accounting for reconciliation.

All bank accounts should be reconciled monthly, with the reconciliations reviewed and approved by the Chief Accounting Officer.

Contact

Corporate Accounting

Corporate Treasury 

Exhibit

Sample Bank Reconciliation Form

	Bank Account / Name
	

	For the Month Ending
	


	Ending balance per bank statement
	

	Additions
	

	Deposits in transit (list individually)
	

	
	

	
	

	Deductions
	

	Outstanding Checks (list individually)
	

	
	

	
	

	Corrected Balance
	


	Ending balance per General Ledger
	

	Additions * 
	

	Interest or other payments collected by the Bank on the Company’s behalf that the Company has not recorded
	

	
	

	
	

	Deductions *
	

	Bank Charges 
	

	Wire Transfer fees
	

	Returned Deposits
	

	Interest or other payments made by the Bank on the Company’s behalf that the Company has not recorded
	

	
	

	Corrected Balance
	


* Journal Entries are required for the items listed

	Prepared by / Date
	

	Reviewed by / Date
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