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Monthly Reconciliation Verification Form 

Department: 

This document certifies that I have reviewed the ledger, line-item details, labor 
distribution & encumbrance reports for the following account for the period of: 

Period: 

Any errors, discrepancies, and corrections, have been outlined in the notes below. 
Supporting documentation for this reconciliation has been filed   
and is located here  

Items to Note (attach explanation/documentation of corrections to this file, such as a 
screenshot of completed JV adjustment): 

Name/Title of Reconciler Name/Title of Reviewer 

Signature Signature 

Fiscal Year: Cost Object:


	Dept Number: [81010 - Dean's Office]
	Period: [001 - July]
	Fiscal Year: [2024]
	Account#: 1234567890
	File Format: [electronically]
	Location: Example: Dept shared drive - file path location, physical location for hard copies
	Text8: Example - Found that CNS fees for employee X were erroneously charging to HR clearing account beginning 7/1/23. Worked with CAFE Business Center to change CNS cost distribution to charge account 1012xxxxxx effective 9/1/23. Charges 7/1/23-8/31/23 were moved to account 1012xxxxxx via attached JV. - initials, date
	Text9: 
	Reviewer: 
	Reconciler - Cert: I certify that I have reconciled the account for the respective month. I have compared all monthly transactions (expenditures/revenues/encumbrances)supporting documentation to system generated Tableau reports ensuring all transactions are allowable, reasonable, allocable, accurate, and approved. All discrepancies or errors found have been listed above with the necessary action/steps to resolve them.
	Reviewer - Cert: I certify that I have reviewed the account reconciliation for the respective month. All transactions are allowable, reasonable, allocable, accurate, and approved. All discrepancies or errors found have been reviewed and action has been taken to resolve them.


