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Purpose
To establish the procedure for performing reconciliation of bank accounts vs the MA/IA books.
Background

Every month, the account balances on the bank statements must be reconciled vs. the account balances in the Bank Books in the accounting software.
The aim of the reconciliation is to ensure that the accounts in the records kept by the MA/IA reflect the reality of the bank accounts evidenced by the bank statements.

The reconciliation is documented on a Reconciliation Form.

Procedure

	#
	Action
	Function / Person responsible
	Timing / Deadline
	Standard Form / Template

	1. 
	PERFORMING RECONCILIATION

	1.1. 
	Accountant enters in the Accounting system
	Accountant
	5th working day of each month
	OP IO2-02

	1.2. 
	Prints out a bank account status from the accounting system
	
	
	

	1.3. 
	Prepares the Reconciliation Form  for each bank account 
	
	
	OP IO2-01

	1.4. 
	Fills in the Check-list the section relating to the reconciliation under the accounting software format
	
	
	OP IO2-02

	1.5. 
	Signs and date the Reconciliation Form  and the Check-list
	
	
	OP IO2-01
OP IO2-02

	1.6. 
	Transmits the Reconciliation Form to  Director of “Finance and Administrative Activities” Directorate
	
	
	OP IO2-01

	2. 
	REVIEWING RECONCILIATION

	2.1. 
	Director of “Finance and Administrative Activities” Directorate reviews the accuracy of the Reconciliation Form and Check-list for the bank statement information in the reconciliation
	Director of “Finance and Administrative Activities” Directorate
	Day +1 of receipt of the documents
	

	2.2. 
	Director of “Finance and Administrative Activities” Directorate signs and dates the Reconciliation Form and the Check-list
	
	
	

	2.3. 
	Transmits the Reconciliation Form and Check-list to MA/IA Director
	
	
	

	3. 
	APPROVING RECONCILIATION

	3.1. 
	ISPA IA Director reviews the accuracy of the Reconciliation Form and Check-list
	MA/IA Director
	Day +2 of receipt of the documents
	OP IO2-01
OP IO2-02

	3.2. 
	Discusses with the  Director of “Finance and Administrative Activities” Directorate any questionable item on the reconciliation
	
	
	

	3.3. 
	Follows up with the  Director of “Finance and Administrative Activities” Directorate any actions to be taken in connection with the questionable item 
	
	
	

	3.4. 
	IA Director signs and dates the Reconciliation Form and the Check-list
	
	
	

	3.5. 
	Transmits the Reconciliation Form and the Check-list to  Director of “Finance and Administrative Activities” Directorate
	
	
	

	4. 
	FILING RECONCILIATION FORMS

	4.1. 
	Transmits the Reconciliation Form and Check-list to Accountant for follow-up
	Director of “Finance and Administrative Activities” Directorate
	On date of receipt
	OP IO2-01
OP IO2-02

	4.2. 
	Ensures proper filing
	Accountant
	On date of receipt 
	PIM

Chapter I

Accounting - § Filing accounting documents


Procedure

	1
	RECONCILIATION OF LIMITS

	1.1 
	· Gets :

- a print out of the MA/IA General ledger

- the letter from the servicing bank 
	Accountant
	The day after receiving the letter from the service bank (every month)
	OPI02 - 03

Reconciliation Form

 

	1.2 
	· Prepares :

- a Reconciliation Form

- Checklist Control of reconciliation of limits
	
	
	OPI02 - 04

Check-list – Control of Reconciliation 

	1.3 
	· If an Irregularity is noticed / suspected, applies irregularities procedure
	
	
	

	1.4 
	· Signs the Reconciliation Form and the Checklist 
	
	
	

	1.5 
	· Transmits to the Director of “Finance and Administrative Activities” Directorate the Check list + Ledger + Reconciliation form+ letter form servicing bank
	
	
	

	2
	REVIEWING RECONCILIATION

	2.1
	 Director of “Finance and Administrative Activities” reviews the accuracy of the records for the accounting part of the reconciliation
	Director of “Finance and Administrative Activities” Directorate 
	Day of receipt of the documents
	

	2.2
	Director of “Finance and Administrative Activities” signs and dates the Reconciliation Form and the Check-list 
	
	
	OP IO2-03

OP IO2-04

	2.3
	Transmits the Reconciliation Form and Check-list to MA Director
	
	
	

	2.4
	IA Director reviews the accuracy of the Reconciliation Form and Check-list for the bank statement information in the reconciliation
	MA/IA Director
	Day +1 of receipt of the documents
	

	2.5
	MA Director signs and dates the Reconciliation Form and the Check-list
	
	
	

	2.6
	Transmits the Reconciliation Form and Check-list to Head of MA/IA
	
	
	

	3
	APPROVING RECONCILIATION

	3.1
	Head of MA/IA reviews the accuracy of the Reconciliation Form and Check-list
	Head of MA/IA
	Day +2 of receipt of the documents
	OP IO2-03

OP IO2-04

	3.2
	Discusses with the  MA/IA Director any questionable item on the reconciliation
	
	
	

	3.3
	Follows up with the  MA/IA Director any actions to be taken in connection with any questionable item 
	
	
	

	3.4
	Head of MA/IA signs and dates the Reconciliation Form and the Check-list
	
	
	

	3.5
	Transmits the Reconciliation Form and the Check-list to MA/IA Director
	
	
	

	4
	FILING RECONCILIATION FORMS

	4.1
	Transmits the Reconciliation Form and Check-list to Accountant for follow-up
	MA/IA Director
	On date of receipt
	OP IO2-03

OP IO2-04

	4.2
	Ensures proper filing
	Accountant
	On date of receipt 
	PIM

Chapter I

Accounting - § Filing accounting documents


Reconciliation Form 
	Prepared by :
	
	
	Reviewed by :
	
	
	Reviewed by :
	

	Name
	
	
	Name
	
	
	Name
	

	Function
	
	
	Function
	
	
	Function
	

	Date
	
	
	Date
	
	
	Date
	

	Signature
	
	
	Signature
	
	
	Signature
	


	
	Approved by :
	

	
	Name
	

	
	Function
	

	
	Date
	

	
	Signature
	


	Reconciliation performed on :
	

	For month :
	


	Bank account number
	Balance on date of previous reconciliation date
(balance from bank statement)

(1)
	Funds received during the month

(2)


	Funds spent during the month

(3)
	Balance calculated

(4) = (1) + (2) – (3)


	Balance on  current reconciliation date


(balance from bank statement)

(5)
	Balance from accounting system

Ledger reference   / Amount
(6)
	Control if

(4) = (5) = (6)

Explanations of differences noted

	
	Bank Statement reference and date
	Balance Amount
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


If there are differences in the above, explain here:

Actions taken (dates and details):

 Check-list - Bank Reconciliation

	INSTRUCTIONS : 
- 
All persons assigned to perform controls must, for each control, tick the boxes using : ( for OK   or 
X” for No or N/A for not applicable in the column corresponding to their respective position.




- 
Comments / notes may be added on the last page of the Check-list and must be cross-referenced (numbered) in the column “Note Ref. “









- 
The check-list must be signed by the performers of controls and reviewers once all controls are performed


	Control #
	Items to be checked
	Accountant
	Director of “Finance and Administrative Activities”
	MA Director
	Head of MA
	Note Ref.

	
	CONTROL OF THE RECONCILIATION
	
	
	(
	(
	

	1) 02.
	The reconciliation has been performed for each bank account
	(
	(
	
	
	

	2) 03.
	The relevant Bank statements are annexed to the Reconciliation Form
	(
	(
	
	
	

	3) 04.
	Differences, if any, are properly explained and documented


	(
	(
	
	
	

	4) 05.
	Required actions are / were taken


	(
	(
	
	
	

	5) 07.
	In the case of errors in the accounting, those have been cleared and correction entries posted 
	(
	(
	
	
	

	6) 09.
	In case of bank errors, the errors found are promptly documented, communicated and solved


	(
	(
	
	
	

	7) 10.
	The reconciliation process does not reveal signs of irregularity


	(
	(
	
	
	

	8) 10.
	In case of irregularity, the problem found is communicated to Head of MA and Paying Authority/National Fund


	(
	(
	
	
	

	9) 10.
	The Reconciliation Form is dated and signed


	(
	(
	
	
	


NOTES / COMMENTS / INSTRUCTIONS:
	Accountant
	Director of “Finance and Administrative Activities”

	Reference (to be reported in the column Note Ref) and Content of the notes / comments / instructions :
	Reference (to be reported in the column Note Ref) and Content of the notes / comments / instructions :

	MA/IA Director
	Head of MA/IA

	Reference (to be reported in the column Note Ref) and Content of the notes / comments / instructions :
	Reference (to be reported in the column Note Ref) and Content of the notes / comments / instructions :


	INTERNAL AUDIT : This area is dedicated to comments / notes / references / etc…. of internal auditors

	Ref
	Date
	Name
	Comments
	Signature

	
	
	
	
	


Reconciliation Form - Limits
	Prepared by :
	
	
	Reviewed by :
	
	
	Approved by :
	

	Name
	
	
	Name
	
	
	Name
	

	Function
	
	
	Function
	
	
	Function
	

	Date
	
	
	Date
	
	
	Date
	

	Signature
	
	
	Signature
	
	
	Signature
	


	Reviewed by :
	
	
	Approved by :
	

	Name
	
	
	Name
	

	Function
	
	
	Function
	

	Date
	
	
	Date
	

	Signature
	
	
	Signature
	


	Reconciliation performed on :
	

	For month :
	

	Account number from Chart of account:
	


	Account number in the MA/IA ledger
	Account number in the servicing bank
	Balance on reconciliation date 

(Amount)

	Control if

(1) = (2)  

Differences noted

	
	
	MA/IA Ledger

(1)
	Servicing bank

(2)
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


If there are differences in the above, explain here:

Actions taken (dates and details):

Check-list - Bank Reconciliation - Limits
	INSTRUCTIONS : 

- 
All persons assigned to perform controls must, for each control, tick the boxes using: ( for OK   or 
X” for No or N/A for not applicable in the column corresponding to their respective position.




- 
Comments / notes may be added on the last page of the Check-list and must be cross-referenced (numbered) in the column “Note Ref. “









- 
The check-list must be signed by the performers of controls and reviewers once all controls are performed


	Control #
	Items to be checked
	Accountant
	Director of “Finance and Administrative Activities”
	MA Director
	Head of MA
	Note Ref.

	
	CONTROL OF THE RECONCILIATION
	
	
	(
	(
	

	01
	Unused balances of limits reported by the servicing bank reconcile with accounting information at the MA/IA (performed for each sub-account)
	(
	(
	
	
	

	02
	Differences, in any, are properly explained
	(
	(
	
	
	

	03.
	Required actions are / were taken
	(
	(
	
	
	

	04.
	In the case of errors in the accounting, those have been cleared and correction entries posted 
	(
	(
	
	
	

	05.
	In case of bank errors, the errors found are promptly documented, communicated and solved


	(
	(
	
	
	

	06.
	The reconciliation process does not reveal signs of irregularity


	(
	(
	
	
	

	07.
	In case of irregularity, the problem found is communicated to SAO and National Fund


	(
	(
	
	
	

	08.
	The Reconciliation Form is dated and signed


	(
	(
	
	
	


NOTES / COMMENTS / INSTRUCTIONS:

	Accountant
	Director of “Finance and Administrative Activities”

	Reference (to be reported in the column Note Ref) and Content of the notes / comments / instructions :
	Reference (to be reported in the column Note Ref) and Content of the notes / comments / instructions :

	MA Director
	Head of MA

	Reference (to be reported in the column Note Ref) and Content of the notes / comments / instructions :
	Reference (to be reported in the column Note Ref) and Content of the notes / comments / instructions :


	INTERNAL AUDIT : This area is dedicated to comments / notes / references / etc…. of internal auditors

	Ref
	Date
	Name
	Comments
	Signature

	
	
	
	
	


