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Purpose

To ensure the proper reconciliation of all bank statements to the general ledger.

Policy

Bank accounts will be reconciled monthly to the general ledger. The reconciliation process will be documented and account for deposits not yet recorded to the company’s books, deposits recorded on the company’s books but not yet received by the bank, and outstanding checks.

Outstanding checks will be monitored regarding the number and age of stale checks. On a periodic basis, letters will be sent to all entities to whom checks were issued that have become stale (stale being defined as over six months from the date of issue). Those entities will be offered the options of either having the check reissued or declining payment on the basis that the invoice or charge in question is no longer valid or has been paid. Stale checks which remain outstanding in excess of 5 years will be voided and reissued to the State of ______as abandoned property.

Adjustments to cash required to complete a bank reconciliation will be clearly referenced as such in the general ledger.

Reconciliations for all brokerage and investment accounts to the general ledger will be completed on a quarterly basis.

Applicability

This policy to all bank and brokerage accounts.







