Northwestern University
Chart String Reconciliation Procedures

Introduction

The chart string reconciliation process serves as a control to ensure the appropriateness, accuracy and
auditability of all transactions
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Approvals signify that the transaction is appropriate and adequate supporting documentation exists to
substantiate the transaction.

Chart String Reconciliation

Reconciliation is a process by which the accuracy of a beginning balance and ending balance of funds
available to achieve an educational or research purpose is evaluated and documented. The balances
are recorded in a chart string, along with all transactional activity associated with the chart string.
Individuals who are familiar with the purpose of the chart string and University policies and procedures
should prepare the reconciliation. Examination of all revenue and expense transactions posted for the
period reported (monthly) are evaluated against the criteria noted below: recognizable, right, and
reasonable. Appropriate segregation of duties should also be considered in the reconciliation process.

A reconciliation process must be established for each department/unit. Budget statements should be
reviewed and reconciled monthly. For non-sponsored chart strings, the GLOO5 — Summary Budget
Status and GLO08 — Revenue and Expenses Activity Report (detailed) should be used to review and
reconcile transactions. For sponsored chart strings, the GM045 — Sponsored Project Budget Statement
and GLOO8 — Revenue and Expenses Activity Report (detailed) provide the details necessary to assess the
chart string’s status and validate transactions posted. Additional reports should also be consulted in
the course of financial management; information about the available tools can be found at
http://www.ffra.northwestern.edu/reports/.

In order to facilitate the monthly reconciliation process, transactions should be monitored throughout
the month using NUFinancials reports and queries. Finance Facilities and Research Administration’s
(FFRA) training curriculum supports ongoing monitoring and an increased understanding of budget
statements and the reconciliation process.

Training materials can be found at http://ffra.northwestern.edu/training/. The following are
recommended training courses.

FMS722 — NUFinancials Budget Searches: Use the training guide Viewing Budget Performance
with Budget Overview (or with Budget Detail) to check the budget and actual status of a chart
string.
FMS723 — Reconciling Budgets: Materials include a quick reference on correcting and
monitoring transactions, as well as instructions on monitoring the following:

0 Payroll suspense

0 Match exceptions
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http://policies.northwestern.edu/docs/Retention_of_University_Records_030410.pdf



http://www.northwestern.edu/financial-operations/policies-procedures/Calendar.pdf
http://www.northwestern.edu/financial-operations/policies-procedures/Calendar.pdf

