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SECTION 1: PURPOSE

This document aims to establish a structured and efficient approach for performing bank reconciliations across
the Department of Finance, ensuring the accuracy of financial records, adherence to reporting timelines, and
mitigation of risks associated to delays, discrepancies, and limited staff expertise.

Specifically, this document seeks to:
e Standardize reconciliation procedures to support timely and reliable financial reporting.
e Reduce dependency on manual processes by maximizing the capabilities of the Munis Bank
Reconciliation Module.
e Strengthen internal controls and support audit readiness by ensuring all discrepancies are reviewed,
documented, and resolved.

e Provide a consistent framework for training, supervision, and oversight of reconciliation tasks.

Section 1.1 Background

The implementation of policies and procedures for the Bank Reconciliation Section represents a significant
advancement in the CNMI Department of Finance’s efforts to standardize operations, enhance financial
accuracy, and align with the functionalities of the newly implemented Munis’ financial system.

Historically, reconciliation activities were performed without the guidance of a formalized policy, which
presented opportunities to improve consistency, enhance training, and strengthen accountability. As financial
reporting requirements have become increasingly complex and the demand for accurate and timely analysis has
grown, the need for a standardized reconciliation framework has become essential. The lessons learned from
prior years, particularly during the reconciliation efforts for Fiscal Years 2022 and 2023, have underscored the
value of establishing clear policies and procedures to promote efficiency, minimize delays, and facilitate the
timely resolution of discrepancies.

With the shift toward comprehensive Financial Reporting and Analysis, it is critical for the Bank Reconciliation
Section to maintain accurate and timely records that support:

e Validation of Ending and Adjusted Bank Balances
e |dentification of Outstanding Checks

e Reconciliation of ACH Reject Reports

e Verification of Unadjusted Book Balances

e (lassification and resolution of Reconciling ltems

e Preparation of supporting schedules for journal or bank-related errors
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Moreover, integrating Risk Management into reconciliation practices is essential. This includes the ability to
identify, assess, and document discrepancies whether from internal journal entries or external bank statements
to ensure financial integrity and minimize potential audit findings.

By implementing this policy and procedure, the Bank Reconciliation Section enhances audit readiness, supports
accurate financial reporting, and upholds sound fiscal management standards.

Section 1.2 Definition and Acronym

e Account Inquiry — Account Inquiry in the MUNIS system allows users to view detailed information about
specific accounts, including budget, expenditures, and encumbrances, as well as drill down into
transaction-level detail. It’s a key tool for understanding the financial status of various accounts and can
be used to track down specific transactions.

e Account Inquiry Report — known as the “General Ledger Report” before using the Munis. This report can
be exported to Excel.

e ACH (Automated Clearing House) — a local/nationwide electronic fund transfer (EFT) system that
provides for the inter-bank clearing of electronic credit and debit transactions and for the exchange of
payment-related information among participating financial institutions.

¢ Annual Finalized Reconciliation Report —year end reconciliation report. See definition of “Reconciliation
Report”.

e BAI Files — Bank Administration Institute Files

e Bank Reconciliation Manager — Module in Munis that is used to reconcile bank statements with the
general ledger. This involves comparing bank transactions with records in Munis and identifying any
discrepancies, such as outstanding checks or deposits in transit. The process helps ensure the accuracy
of financial records and maintain proper cash flow management.

e Bank Reconciliation Schedules — a schedule that has number of items, Bank Transaction Date or Journal
Transaction Date, Reference and amount. This schedule has the details on the discrepancies for the
respective account we are working on.

e Bank Statement — Gives a clear view of all account activity, including deposits, withdrawals, fees and
interest.

e BOG - Bank of Guam

e Book and Bank Balances

o Book Balance — refers to the cash balance recorded in the (company’s/government) internal
accounting system.
o Bank Balance — represents the cash balances as reported by the bank in the bank statement.

e Credit Card Depository — The process of transferred funds from a credit card to a bank account.
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e Check Verification Receipt- This request will only be accommodated upon receipt of a formal written
request and is typically made by government agencies such as the Office of the Public Auditor (OPA), the
Public Assistance Office (PAO), and internal offices such as the Accounts Payable Section.

e CNMI - Commonwealth of the Northern Mariana Islands

e Deposit in Transit — A deposit in transit refers to cash that has been recorded as received in the
accounting system for the current month but hasn’t yet been reflected in the bank statement until the
next month.

e Disbursement in Transit — refers to payments that have been initiated and authorized but have not yet
been fully processed or reflected in the system or bank statement. This occurs due to timing differences
between the posting of the disbursement in the books and the actual transaction date in the bank.

e Discrepancy — A difference between the CNMI financial records and the bank statement that requires
investigation and resolution which are further categorized as “Reconciling Items”.

e EFT - Electronic Fund Transfer

e JDE —J.D. Edwards Financial Management System

e Munis — A centralized portal or dashboard related to the Tyler financial systems.

e NAP — Nutrition Assistance Program

e NMTIT — Northern Marianas Territorial Income Tax

e Outstanding Checks — Outstanding Check Listing: A list of checks that has been written and recorded in
our journal; but has not yet been cashed by the recipient and cleared through the bank. Our current
checks are valid for 6 months only.

e Payment Manager — allows users to record various payment types, including receipts, and manage
payment details. Bank Reconciliation section uses payment manager to search for check runs and ACH
now known as Electric Fund Transfers (EFT).

e Period — used to identify each month in the fiscal year for preparing Reconciliation Reports. The fiscal
year starts in October and ends in September. Periods 1 to 12 cover each month, while Period 13 (End
of Year) is used for the annual reconciliation report for the entire fiscal year.

e PUA - Pandemic Unemployment Assistance or the Federal Pandemic Unemployment Compensation
(FPUC)

e Reconciliation Module — a module within the Munis software designed to automate and streamline the
process of comparing and verifying date from different sources to ensure consistency and accuracy. It’s
primarily used to identify and resolve discrepancies between records.

e Reconciliation Report — a report prepared at regular intervals, at least monthly, that includes balances,
schedules, and adjustments made during the reconciliation process. An annual reconciliation report is
also prepared to cover the entire fiscal year.

e RMIS (Revenue Management Information System) — New tax system.
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e SOF — Secretary of Finance
e Stale Checks Listing — A list of checks that has not been cashed within a specific period, typically six
months from its issue date. After this time, a bank may refuse to honor the check, and it’s considered a

stale check.

e SWEEP - sweeping involves automated transfer of funds. A $2.50 SWEEP fee is charge for transferring
funds from credit cards to general funds. SWEEPS include all the locations from different cashiers and
the LocalGov (online credit card payments).

e WEB Transfers or webxfer — online bank fund transfers between accounts and can be Web Transfer “to”

or “from”

Section 1.3 Effective Date

The Bank Reconciliation Policies and Procedures will be effective in Fiscal Year 2026 beginning October 1, 2025

and the following Bank Reconciliation activities will be enforced.

Bank Reconciliation SOP — Version 1.0 Page <7>



BANK RECONCILIATION POLICIES AND PROCEDURES

Section 1.4 Flowchart
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SECTION 2: PROCEDURES AND CONTROLS

Section 2.1 Reconciliation Timeline

Section 2.1.1 Documents Timeline

e BAIFile is sent by the bank to FS Recon staff every end of business day and imported daily the following
working day.
e Bank Statements are ready for viewing and downloading after the month end.
e Bank reconciliations for all accounts must be completed within a reasonable timeframe upon receipt of
the bank statements.
e If noissues are identified, reconciliation should be completed within 2 to 3 days.
e Ifissues are present, the process may take 1 to 2 weeks.
e The timeline may also vary depending on the volume of Journal Entries VS. Bank Entries.
e When the bank reconciliation is completed for the month, Recon schedules are emailed, sent via
Microsoft Teams, or copies are submitted to respective agencies such as Treasury and CNMI
Judiciary.

Section 2.1.2 Reconciliation Report

Bank reconciliation shall be conducted on periodic intervals from Period 1 to 13.

L. Monthly (Period 1 to 12)
e Bank Reconciliation and closing for the months of October to September.
o Example for January 2025, the Reconciliation Report will have:
=  For Period: 01/01/25 thru: 01/31/25
e For Period 12 (September)
o Bank Reconciliation for the month of September are done after all current Fiscal Year
Reconciliation Items are all entered or posted. There shall be no remaining schedules or
outstanding reconciliation items.

1. Annual Finalized (Period 13) Final Adjustment for the closing out of the September 30 (Fiscal Year
End)

Bank Reconciliation prepared for Period 13 and closes the Fiscal Year (October 01 —September 30). There
shall be no remaining schedules or outstanding reconciliation item and should all be posted. This follows
the same process as month-end reconciliations but must ensure accuracy for financial reporting and
auditing.
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The FY end reconciliation must:
1. Identify and resolve outstanding transactions:
o Old deposits in transit not credited by the bank
o Adjust or write off stale-dated checks
o Ensure all bank charges are recorded
o Ensure all corrections or reversals transactions are recorded
2. Verify that the General Ledger (GL) balance matches the bank balance.
Provide Reconciliation Schedules to agencies such as the Treasury and CNMI Judiciary, via email,
Microsoft Teams, or printed copies, to facilitate proper entries, corrections, reversals or adjustments.

Once all accounts have been reconciled, the Recon Staff prepares the final reconciliation and is routed
for approval as follows:

a) Reviewed and approved by the Bank Reconciliation Manager

b) Approved by the Director of Financial Services

c) Approved by the Secretary of Finance

After approval, the final signed reconciliation is scanned and retained for audit readiness.

Note: While the Reconciliation Section may analyze stale and outstanding check listings on a daily or weekly
basis, this is not always recommended due to incomplete availability of bank statements.

Audit Readiness Weekly Report for Secretary of Finance

The Reconciliation Section assists auditors during annual audit reviews, particularly in verifying transactions
included in audit “test lists.” These audit readiness weekly reports are not part of the preliminary reconciliation
but are compiled separately in support of audit requirements.

Weekly status update of accounts:

e BAIl Uploaded (Daily process, Every morning)
e Not Started

e Started

e Matched

e Researched
e Adjusted

See sample report: Appendix A. DOF FY 22 Audit Preparations Report
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Section 2.2 Preparing for Reconciliation

Section 2.2.1 Accounts to be Reconciled

l. General Fund

General Fund is local fund based on collection and is the main pool of funds used to finance day-to-day
operations and services approved by the SOF.
e Credit card transactions go directly to the Merchant Credit Card account and automatically sweeps to
the general fund the following day from Credit Card Transactions.
e |RS USA (SS and Medicare) tax payments automatically get deducted from the general fund.

1. Payroll Account

The Payroll Account has two funding sources: Local and Federal, which were previously reconciled separately.
However, both Local and Federal Payroll transactions are now being reconciled as a single account under the
Payroll Account.

1. Federal Grant

Federal Grant are grant drawdowns received through EFT from federal grantors. These funds are used to
finance federally funded operations and services.

V. Credit Card

The Credit Card Depository account are credit card payments received from the authorized locations for the
CNMI Government. These merchant (credit card) deposits include LocalGov online payments processed for the
Division of Revenue and Taxation (Location 202) and CNMI Customs Biosecurity (Location 65). All such
transactions are part of the credit card activity and shall be reconciled under the designated Credit Card Account.
Currently, the Bank Reconciliation Section is matching journal entries with corresponding bank entries on the
deposit side. Credit/Debit card payments are transferred to the general fund at the end of the day. A SWEEP fee
of $2.50 is charge for every transfer of funds from credit card to general fund. The SWEEP fee is charge to the
credit card depository account.

V. Collection Clearing

The Collection Clearing account is used to record cash and check payments collected from vendors, customers,
or other payers. These collections are initially deposited into the Collection Clearing account before transferring
to their appropriate destination accounts.

Not all cash and check collections from the Collection Clearing account are transferred solely to the General
Fund. Depending on the nature of the collections received on a certain day, funds may be distributed to multiple
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accounts, such as the General Fund, Special Funds, PUA/FPUC, Workers’ Compensation, CNMI Museum,
Developer Infrastructure, Business Gross Revenue (BGR), MVA, Cannabis, and others.

General Fund account is reconciled separately as well as Collection Clearing account. All transactions transferred
to and from all accounts should be recorded.

VL. NAP or Nutrition Assistance Program (Food Stamp)

The NAP Retail & Redemption Officer of the NAP Office receives the original monthly bank statements and
conducts an analysis. NAP analysis is based on food stamp coupon activity, which includes Credit Memos and
Debit Memos. The staff shall analyze the bank statement based on coupons returned from the bank to create
the Discrepancy Analysis Report. Both the Bank Statements and Discrepancy Report are forwarded to the Bank
Recon Section.

Note: Before October 2024, the NAP bank account was maintained with the Bank of Hawaii (BOH). For the
months of October and November 2024, NAP has banking transactions in both the BOH and the Bank of Saipan
(BOS). Starting December 2024 to current, transactions are only through Bank of Saipan.

For future note: The NAP account will require two separate bank reconciliations for the months of October and
November 2024. From December 2024 to current, the Bank Account for NAP is only BOS. A Cash account is
created to reflect transactions for the BOS banking account.

VIl.  NMTIT (Northern Marianas Territorial Income Tax) Rebate Trust Fund

The NMTIT Rebate Trust Fund is a specialized financial mechanism established under 4 CMC § 1714 that requires
at least fifty percent (50%) of all amounts paid to the CNMI government with respect to territorial income taxes
to be deposited in segregated trust accounts rather than the General Fund. Amounts may be withdrawn from
the trust fund only for the purpose of making rebates, payments into the General Fund (but only after a final
determination that taxes are validly due and payable and that the taxpayer is not entitled to any rebate), or
payments of interest derived from the trust accounts.

Since the implementation of RMIS in FY 2024 which is the current tax system for DRT, this account is updated in
Munis. However, disbursements and voided transactions continue to be processed through the JDE system for
all tax filings from 2023 and prior years.

Deposits to the NMTIT account includes funds received from the IRS for Earned Income Tax Credit (EITC),
Additional Child Tax Credit (ACTC), and American Opportunity Tax Credit (AOTC) and collections recorded in the
RMIS and AS400 tax systems, which are initially recorded to the NMTIT TDOA account and are subsequently
transferred to the NMTIT checking account to fund tax refunds and rebates.

VIIl. Imprest Fund
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Imprest funds are essentially petty-cash or revolving cash accounts used for designated, and often minor,
expenditures.

Below are all the current accounts:
e Supreme Court
e Superior Court
e Special Disability (Workers Compensation)
e Law Revision
e CNMI Lottery
e Capital Improvement Project (CIP)

IX. ARPA - American Rescue Plan Act of 2021

The ARPA Fund Bank Account was established solely for the purpose of managing federal funds allocated
specifically through the State and Local Fiscal Recovery Funds (SLFRF) program under the American Rescue Plan
Act (ARPA). These federal funds were provided to help local governments address the public health and
economic impacts of the COVID-19 pandemic, replace lost public sector revenue, support essential workers, and
invest in critical infrastructure such as water, sewer, and broadband. Keeping these federal funds in a separate,
dedicated account ensures transparency, accountability, and compliance with all applicable federal regulations.

X. PUA - Pandemic Unemployment Assistance

Pandemic Unemployment Assistance (PUA) or the Federal Pandemic Unemployment Compensation (FPUC) is a
temporary federal unemployment benefit program created to provide financial assistance to individuals who
lost employment, were partially unemployed, or could not work due to COVID-19 and who were ineligible for
regular unemployment insurance, including self-employed workers, independent contractors, and part-time
employees. PUA program accounts was administered and managed by the Department of Labor (DOL).

This account was last reconciled for the month of June 2021. This account is still active and shall resume
reconciliation.

Section 2.2.2 Import Bank Administration Institute (BAI) File

BAI file format is a specialized and standardized set of codes used for cash management and bank reconciliations
and introduced by the Bank Administration Institute. BAI files are being emailed every end of business day from
the Bank of Guam to Financial Services Bank Reconciliation respective staff. Then the following workday, Bank
Reconciliation staff will upload the BAI file. The BAI File is downloaded and imported to Munis.

(N Download BAI File
a. Inthe Recon Section staff’s “Inbox” email, open the email from the DOF BAI File Team.
b. Click on the BAI Daily File Box and click another box to be able to “Download the BAI File”.
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e Iffile is not received in text document, rename the file, and add “.TXT” then upload.
e Make sure to save the BAl file on shared folder with a note of “Imported”. This is the final
step in downloading BAI file from Bank of Guam.

Il Import BAI File to Munis
Log into Munis Landing Page to import the BAI files from Bank of Guam.
a. Proceed to the BAI Import (or Click on the BAI Import)
b. Click Define
¢. Import Options:
e Import Path — click on the small magnifying glass (side note of “choose a file to import”)
e A box with a note “Drop file here or click to upload” and drag the downloaded BAI file. Click
Accept, click on Pre-Edit, check Custom Import Tiles for errors, and click Import. Import may
take about 5 minutes. When import is done, click on close.

See Appendix for detailed procedure or steps with screenshots.

Section 2.2.3 Gather Documents

l. Bank Statements

The Reconciliation Section shall obtain or gather Bank Statements for all accounts. Since the start of 2023, Recon
Section downloads the Bank Statements in the Bank of Guam (BOG) Online Banking and saves as PDF.
Reconciliation staff are given online access by the SOF and/or Treasurer. The Bank Statements shall serve as
primary source documents for reconciliation and financial review.

The following are part of the bank statements:

e Credit and Debit memo’s

e Checks that have cleared the bank

e Deposits and WEB transfers (incoming and outgoing)
e Bank Fees

Cancelled checks are under the custody and responsibility of the Treasury staff, who shall coordinate with the
Recon Section to ensure proper documentation and tracking. While stale-dated checks are not included in bank
statements, the Recon Section shall prepare and maintain a Stale Check Listing for monitoring and reconciliation
purposes.

Reconciling of the bank statements and the corresponding attachments should be on a per bank account basis
to facilitate tracing of entries (entries posted or entered in the journal).
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Major bank accounts such as the General Fund have weekly bank statements, these bank statements are only
available for 12 weeks. Other bank accounts such as Collection Clearing have monthly bank statements and are
only available for 12 months. Recon section needs to download these bank statements and save to the
appropriate shared folder. Here is the schedule for the following bank accounts:

WEEKLY
e General Fund
e Federal Grants
e CNMI Payroll
e Rebate Trust Fund

MONTHLY
e American Rescue Plan Act (ARPA)
e CNMI Lottery
e Credit Card
e Collection Clearing
e Superior Court
e Special Disability / Workers’ Compensation Commission (WCC)
e PUA FPUC Trust Fund
e Law Revision Commission
e Capital Improvement Project (CIP)
e Supreme Court
e Rota Imprest
e Tinian Imprest LAST ACTIVITY 07/30/2024
e Joeten Kiyu Public Library LAST ACTIVITY 03/11/2024
e Animal Health LAST ACTIVITY 03/22/2024
e Federal Payroll LAST AVAILIBLE BNK STMT 10/31/24

See Appendix to view sample Bank Statement.

See Appendix on how to download Bank Statement in the online banking.

1. Generate Report from Munis

Retrieve internal financial records and ensure that all transactions for the reconciliation period have been
recorded in Munis. Access the Account Inquiry module in Munis to generate the records. This report, now
referred to as the Account Inquiry Report (previously known as the General Ledger Report prior to the
implementation of Munis). This module allows users to view detailed information about specific financial
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accounts. It provides insights to account balances, budget details, and transaction history, including payments,
purchase orders, and requisitions. This report is essential for verifying the completeness and accuracy of
financial data during the reconciliation process.

(1) Navigate to Account Inquiry module:
a) Click Search
b) Enter Org Type: 9999 (depends on the account being reconciled: 9999-11420 — Payroll)
c) Enter Object Type: 11420
d) Click Accept
e) From the menu bar, select the applicable period:
e Current Month
e Fiscal Year
(2) Once data is available, export the reports to Excel.

1l. Schedules and Other Documents

The following schedule or documents shall also be prepared to support the bank reconciliation process:

e Schedule of Unrecorded/Unposted Check Disbursements — current and previous month (current month
is prepared during reconciliation)

o Stale and Outstand Check Listing and Guideline Date — current and previous month (current
month is prepared during reconciliation)

e Previous Month Bank Reconciliation Report — Reconciliation Section shall continue to reference the
previous month's Bank Reconciliation Report to ensure that open schedules are properly carried over.
Certain schedules may be posted at the end of the fiscal year; therefore, these items must be monitored
and included in the reconciliation until the fiscal year is officially closed.

Treasury Office delivers voided checks to Bank Reconciliation team who shall sort the checks and files
accordingly to the respective accounts bank box for storage.

See Appendix to view sample schedule and report:
e Schedule of Unrecorded/Unposted Check Disbursements
e Stale and Outstand Check Listing Schedule
e Stale and Outstanding Check Guideline Dates

e Reconciliation Report

Section 2.3 Reconciling Bank Statements

Section 2.3.1 Compare Transactions

Match transactions (Excel vs Bank Statement)
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Once the Account Inquiry Report has been exported from Munis into an Excel format, each transaction listed on
the bank statement shall be matched with the corresponding entry in the Munis records. To facilitate the review
and reconciliation process, color codes shall be applied in the Excel file as follows:

e Light Yellow — Matching transactions

e Light Pink — Voided transactions

e Light Green — ACH reject items

e Orange — Bank In/Out transactions and corresponding journal entries

e Light Blue — Bank transit transactions

See Appendix for sample matching of transactions with color coding.

Transactions in Munis that do not appear on the bank statement such as outstanding checks or deposits in
transit shall be identified and documented as outstanding items. The Reconciliation staff prepares Reconciliation
Schedules based on the outstanding items or discrepancies. The schedules prepared depend on the analysis
findings (journal errors and/or bank errors).

See Appendix to view sample Schedule of Unrecorded/Unposted Check Disbursements.

Section 2.3.2 Recording Bank Statement Adjustments

Transactions that appear on the bank statement but are not yet recorded in Munis must be reviewed and
entered promptly. These may include:

e Bank fees

e Interest earned (savings account only)

e Unposted deposits (discrepancy on unidentified revenues)

e Over/under payment amounts (discrepancy)

All adjustments shall be accurately posted in Munis and properly allocated to the corresponding accounts. The
Bank Reconciliation Section shall coordinate with Treasury to ensure that any unposted bank transactions are
recorded within the same reporting period.

Section 2.3.3 Calculating the Adjusted Balances

To complete the reconciliation process, both the bank and book balances must be adjusted as follows:
e Adjusted Bank Balance is calculated by adding outstanding deposits (also known as transit) and
deducting outstanding checks from the ending balance on the bank statement.

The Reconciliation Section shall continue reconciling monthly and share findings to the responsible parties to
properly acknowledge and properly post the reconciliation items. Accordingly, the following balances are
determined:

Bank Reconciliation SOP — Version 1.0 Page <17 >



BANK RECONCILIATION POLICIES AND PROCEDURES

e Un-Adjusted Beginning Book Balance — this amount is before the reconciliation items
e Un-Adjusted Ending Book Balance — this amount is after the reconciliation items. After all the
reconciliation items are properly posted, the final amount becomes an Adjusted Book Balance.

At the end of the Fiscal Year:
e Adjusted Book Balance is determined by adding bank fees, interest, and other reconciling adjustments
into the ending balance in Munis.

The final step is to compare the adjusted bank balance with the adjusted book balance. These balances must
match to confirm that the reconciliation is complete and accurate.

Section 2.4 Identifying and Resolving Discrepancies

Section 2.4.1 Research/Investigating Discrepancies

If a difference between the adjusted bank balance and the adjusted book balance, the Bank Reconciliation
Section shall identify and investigate the cause of the discrepancy. The staff may use tools such as the Bank
Reconciliation module (currently not in use), Account Inquiry, and Payment Manager in Munis to investigate
mismatches.

Navigate to Payment Manager module:

Click My Searches

Add new search

Enter Check Number

Click on the check run batch

Lists of check numbers will appear

e e

Common Types of Discrepancies Include:
e Errorsin data entry (e.g., transposed numbers, duplicate entries, over/under amount)
e Transactions recorded in the wrong accounting period
e Bank errors, such as incorrect transaction amounts or missing transactions
e Unrecorded transactions such as fees
e Void checks cashed in bank
e Stale checks cashed in bank
e Duplicate disbursements

Discrepancies found shall be categorized as “Reconciling Items”. Listed below are sample scenario of
Reconciling Items:

e Un-Posted Bank Deposits/WEB Transfers
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o None in the current month journal entry; however, the bank has a deposit/web transfer in the
current month

o Bank Recon. staff will courtesy Treasury or respective section regarding the findings. If able to
fix for the current month issue, then the discrepancy finding (Reconciliation Schedule) will be
removed from the respective Monthly Bank Reconciliation.

e Over Posted Check Disbursement

o Check #001 entered in the system as $155.00, however, actual check amount for check #001 is

$150.00 and it cleared the bank.

Stale and Outstand Checks Listing

The Stale and Outstand Checks Listing is Recon’s guideline to assign the checks that have not cleared the bank.
This helps in calculating the amount of the Outstanding Check Listing Report and the Stale Date Check Listing
Report.

Outstanding checks shall be filtered and identified by comparing prior Outstanding Check Listings with the
current month’s cleared checks. A check is considered “stale” if it has not cleared within six (6) months from the
issue date or print date. However, stale checks that later clear the bank shall be treated as reconciling items and
recorded accordingly.

See Appendix to view sample:
e Stale and Outstand Check Listing Schedule
e Stale and Outstanding Check Guideline Dates

Section 2.4.2 Correcting Discrepancies

The Bank Reconciliation staff shall share or report upon identifying a discrepancy with the supervisor for advice.
If needed, the responsible party (e.g., department, division or section) is contacted via call or message to clarify
and address the discrepancy. Recon. Section encounters the following:

e Responsible party is advised about the discrepancy and if the finding is acknowledged, and properly
enters/posts the adjustment, the discrepancy is considered resolved.

e In cases where the responsible party does not promptly respond or acknowledge the finding, the item
shall remain listed in the reconciliation schedule as a Reconciling Item and carried over to the following
month. A courtesy follow-up shall be made to ensure resolution in future periods.

Once the responsible party has acknowledged and posted the adjustment or correction, the Bank Reconciliation
Section shall adjust the bank reconciliation schedule.

All reconciling items such as corrections and adjustments shall be recorded and entered in Munis through the
General Journal Entry/Proof module. The journal entries shall be released in the workflow which will be
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approved by the Director of Financial Services and posted after approval. Adjustments shall be made to the
corresponding book or bank balances. Refer to the FS —Journal Entry SOP that can be found in the DOF Website.

See Appendix: General Journal Entry/Proof

For discrepancies caused by bank errors, Reconciliation team will contact CNMI Treasury to communicate with
the bank immediately to resolve the issue.

Note: The Bank of Guam assists in identifying transaction discrepancies and facilitates corrections by issuing the
appropriate Credit Memo (CM) and/or Debit Memo (DM), as necessary.

Reconciliation Reports (Period 1 to 12)

The Reconciliation Section shall continue to carry over scheduled items into the next month until the item is
identified as an error or adjustment. Once properly posted, it shall be removed from the schedule of carried-
over items. If there are still unresolved items or stale-dated checks, these shall be carried over to the next fiscal
period for continued tracking.

For Period 12, Stale-dated check listings shall be entered as a debit (add) in the books at FY closing. This journal
entry shall be referred to as the Stale-Dated Write-Off Adjustment, and all checks included in the listing must
be reconciled. All items must be resolved before Period 13.

Annual Finalized Reconciliation Report (Period 13)

The Reconciliation Section shall resolve all Reconciliation Items prior to the closing of the Fiscal Year (FY). Stale-
Dated Write-Off Adjustment must be entered prior to Period 13.

See Appendix J for the table of the Period Numbers.
Section 2.5 Finalizing Reconciliation

Section 2.5.1 Compile Reports

All adjustments or corrections made during the reconciliation process shall be documented in the Reconciliation
Report. Ensure that all adjustments are reviewed and approved by the Bank Reconciliation Manager before the
reconciliation is finalized. Compile a physical copy of all reconciled documents and discrepancies for review and
approval. The recon. staff shall prepare the Reconciliation Report including the schedules (e.g. Stale and
Outstanding Check Listing).

1. Reconciliation Report prepared for Period 1 to 12 includes:
a. Bank Reconciliation Summary Report (adjusted ending bank and book balance must be equal)
= Bank Balance
e Ending balance of the bank statement
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e Bank reconciliation items
e Adjusted ending bank balance

= Book Balance
e Adjusted beginning book balance (previous period adjusted balance)
e Debit/Credit Memo
e Book reconciling items
e Adjusted ending book balance

b. Supporting Documents or Attachments

= Screenshot of the month end bank balance

= Stale and Outstand Check Listing

= Bank reconciliation schedules

= Screenshot of the trial balance from Trial Balance (Munis module) report

See Appendix to view copy of Reconciliation Report.

2. Annual Finalized Reconciliation Report shall follow the same format as the Reconciliation Report but
shall cover the entire fiscal year prepared for Period 13. For this report, all bank reconciliation schedules
shall be properly posted and approved. The final report shall include only the following items:

e Ending Bank Balance
e OQutstanding Check Listing
e Book (Debit/Credit) Balance

See Appendix to view copy of Annual Finalized Reconciliation Report.

Note: Effective July 2025, the term “Monthly Bank Reconciliation” shall be updated to “Reconciliation Report.”
For the past 20 years, the Reconciliation Section has used the term “Monthly Bank Reconciliation” for the
respective accounts. Beginning July 2025, the reports shall be titled using the standardized report title/term, for
example: “July Reconciliation Report.”

Section 2.5.2 Review and Approval

Reconciliation Reports

The compiled report is submitted to the Reconciliation Manager for review. After the Manager reviews and signs
the Reconciliation Report, the report shall be routed to the Director of Financial Services for review and approval
of the reconciliation journal entries. Once the Director approves and signs the report and the reconciliation
journal entries are approved, the journal entries shall be posted. The approved report shall then be scanned
and saved in the designated computer folder, and a physical copy shall be filed for record keeping.

Annual Finalized Reconciliation Report
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An Annual Finalized Reconciliation Report is prepared for Period 13 wherein all bank reconciliation schedules
are properly posted and approved. The report is signed and approved by the Recon Manager, Director of the
Financial Services, and then routed to the Secretary of Finance for final approval and signature. Once approved
and signed, the Reconciliation Section shall scan and save the report in the computer (assigned folder) for record
keeping. The physical copy of the report shall be placed in a folder for record keeping.

If the Reconciliation Report is rejected, it shall be returned to the Bank Reconciliation staff for further review
and discrepancy analysis. Appropriate actions shall be taken based on the nature of the discrepancy. The
corrected Reconciliation Report shall be routed for approval.

Section 2.6 Bank Reconciliation Clearing Account

At the end of every month, the reconciliation report provides the unresolved transactions. The reconciliation
team communicates these unresolved transactions to the respective government agencies who are responsible
to address or solve. At the end of the year, unresolved transactions are recorded in the clearing account. The
Director of Finance communicates with the respective directors to request and resolve the transactions in 10
business days. Bank Reconciliation Section will monitor the adjustments.

SECTION 3: RESPONSIBILITIES

Reconciliation Section

a. Bank Reconciliation Manager
e Ensures timely reviews and providing necessary support to staff.

o Leading the Recon Team to ensure that all assigned accounts is done in a timely, accurate
and in accord with accounting standards.

o Evaluates staff

e Review discrepancies found with the respective staff reconciling a respective account.

o In reviewing discrepancies, this allows the manager and the staff to communicate
smoothly with the findings. To understand each other how the discrepancy will be
adjusted.

e Ensure sufficient staffing and resources to meet reconciliation deadlines and reduce reliance on
manual processes.
e Updates Recon Staff with emails and/or meetings from the upper management and upcoming
trainings
b. Staff
e Staff must adhere to assigned account responsibilities (e.g., General Fund, Federal Grant, Payroll)
and collaborate to resolve discrepancies and streamline workflows.
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e All staff involved in reconciliations must undergo comprehensive training on the module during
onboarding and as needed.

e Regular training sessions must be provided to ensure staff proficiency in using the Bank
Reconciliation Module and understanding the reconciliation process.

e Cross-training must be conducted to mitigate risks associated with staff turnover and ensure
coverage during absences.

e Organize and file properly spoiled, cancelled and void checks received from Treasury Office.

e Check Verification Receipt (See Appendix I)

Other Division

e Director of Financial Service review, approve and signs the Report after the Recon Manager
e Secretary of Finance shall be responsible for final approval of the Bank Reconciliation monthly and
fiscal.
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SECTION 4: REVISION/VERSION HISTORY

*This Bank Reconciliation policy and procedure will be periodically reviewed and updated to reflect changes in
regulations or organizational requirements.

Revision History

Originator: Department of Finance, Financial Services Division
Effective Date: 10/1/2025
Reviewed By: Bernadita C. Palacios, Division of Financial Services Director
Reviewer Signature:

Ray €8 oy~ ofidlec
Approved By: Tracy B. Norita, Secrletary of Finance

Approval Signature: ; .
ﬂ""'ﬂ'& d 10/2a/ 2025

Procedure Purpose: To ensure that our financial records match its bank statement, identifying any
discrepancies such as over/under amount postings, wrong check number cleared
the bank or fraud. It helps maintain cash balances and support effective cash
management and financial reporting.

Version History:

Version Number Version Date Description of Change Point of Contact

Version 1.0 10.01.25 Initial Release SOF Office

e e e e S S e ———. S e e S e |
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SECTION 5: APPENDICES
Appendix A. BAI File Import

1. Bai Files are sent from Bank of Guam to reconciliation team via email. Select email of BAI File to be
imported.

Foomed  Other

From

FRecened
80 . Vesterday

B ez sntos @bankafgusm. com

2. Double click on the file to download.

BAI Daily File GEOTANO 4 Download > Save to OneDrive
BAI Daily File GEOTANO

- renz.santos@bankofguam.com

To: DOF BAI File Team Mon 7/28/2025 10:52 PM

0O 9604404 07282025
— " Downloaded

© Reply | € Replyal Forward

3. MUNIS LANDING PAGE>BAI IMPORT>DEFINE (Click on magnifying glass to open, CHOOSE IMPORT FILE
option)

a. Locate downloaded BAI File, drag and drop file into CHOOSE IMPORT FILE box.
b. Click ACCEPT.
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Bank Transaction Import [COMMONWEALTH NORTHERN MARIANA ISLANDS]

Import Options

Impart Path ¢

File Format *

[J import 28 transactions

Custom Template Settings

BAI/BTRS Standard Format

* Choose Import File

Drop file here or click to upload.

nk Transaction Import [COMMONWE

Bank Transaction Import [COMMONWEALTH NORTHERN MARIANA ISLAN

Import Options

Import Path *

——

File Format * BAI/BTRS Standard Forma

Import ZBA transactions
[ create z8A transfer journals
Match checks during import

Match deposits during import

Custom Template Settings
File Header Lines to Omit * 0

Debit Transaction Type *

Filg Haacer Lings 0 Credit Transaction Type *

File Creation Date *

Bank Code *

Bank Account *

Account Closing Balance *
g Balznce ¢ Account Opening Balance
ing Balance Account Current Balance

ot Balance
Qverride Bank Transaction Dates?

Override Bank Transaction Dates?
Transaction Date *

ction Date *

4. Verify that all three items above are selected.

Bank Transaction Import [TRAIN

TABASE Jan 25

1 e 29 e = °

Bank Transaction Import [TRAIN DATABASE Jan 25 2024
Import Options
Import Path * d:\musys\import_train\import_cfbaiimp.032
APR THRU SEPT 2022 BAI FILE TESTMODE txt

File Format * BAI/BTRS Standard Format -

Custom Template Settings
File Header Lines to Omit *
Debit Transaction Type * -
Creait Transaction Type * —
File Creation Date *

Bank Coge - -
Bank Account * =
Account Closing Balance *

Account Opening Balance

Account Current Balance

Override Bank Transaction Dates?

Transaction Date *

Import the Bank file and perform the Auto-match
Import Complete

5. Click on ACCEPT>PRE-EDIT>IMPORT (Once import is done, a message is displayed below the screen
stating that Import is complete.
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Sample Bank Statement from the Supreme Court Account (Bank Reconciliation Process) for the month of April
2025.

Bank of
. .  STATEMENT
Guam ™ e,

Page 10f12
Date 0473025
Account #

CNMI TREASURY
PO BOX 5234
SAIPAN MP 96950-5234

Beginning October 6, 2023, all Pacific Express No Fee Checking accounts will be renamed island Checking. Customers currently with these accounts will
retain al benefits: and the existing terms and conditions will remain unchanged. Please contact your nearest branch or email us at
customerservice@bankofguam com should you have any questions

DDA - PUBLIC
Previous Balance 03731/25
+ Deposits/Credits [
- Withdrawals/Debits 88 -
- Service Charge
+ Interest Paid X
Balance 1 11442264
Days in Statement Period 30
Account Activity
Date Description Debit Credit Balance
Appendix B.1 Downloading Bank Statement
Access is authorized by SOF or Treasury.
1. Login to the bank
v W Home | Bank of Guam x 4+ - B8 X
€ 5 © % bankofguam.com % 0 @ veyirsyou
Branch Update! Our Palau branches will be dosed on July 9, 2025, of G itution Day. We will July 10. As always, Online and Mobile
banking will be open 24/7. Click here for the full lists of holidays.
Q Enroll Now  Find 2 Branch or ATM
Personal 1] Business Events Learn Bank Of Guam
Spend Save Borrow Plan
2. On the left-hand side, click Services > Statements
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Bank of Gua
(} vome

[=,* Messages

Transactions g Bank of Guam

Commercial H
lome

Home

e 0
Branches , Messages

Services Transactions SEARCH ACCOUNTS

Statements Commercial

Branches
Check Reorder

Help e Ml ACCOUNTS
Help

Settings
Settings

Log Off

Log Off

3. After clicking statements, it will bring you to a drop-down menu.
e In the “Select an Account” type in the last 4-digit bank acct # > select

e In the “Statement of Account” select the date range you are exporting
Statements

Select an Account

Statement of Account

Document Type

‘pdi \/|

Download document View and print document

Click “Download document”

Download should pop up on your top right-hand corner, open the document.
Go over to ensure if check images are shown.

No vk

Once the document is open and looked over, click the download within the image.

= BKILTA eStmt IG DDA-NP 06092025 000103025301 14.pd!

CNMI TREASURY

PO BOX 5234
SAPAN MP 90950-5234
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8. Once clicked, open the shared folder > Recon Section > Bank Statements > Select respective Fiscal
Year > Select respective bank account.

G Save As
<« v 4 <« FASHARED (5:) » RECOMNSECTION » BAMNK STATEMENTS 5 FY'2025 BANK STATEMENTS - B
Organize ~ Mew folder
Documents ~ Mame - Date modified Type ¢
IMPREST 1186 11/19/2024 8:45 AM File folder
Microsoft Teams Chat Fil 1235 11/19/2024 8:46 AM File folder
WREK PERSOMAL 2060 6/4/20259:15 AM File folder
3008 12/30/2024 12:51 PM File folder

[ This PC )

- 3769 6/4/2025 9:23 AM File folder
3 30 Objects 889 2/6/2025 1:02 PM File folder
[ Desktop 3901 6/4/2025 9:25 AM File folder
Documents 4076 11/19/2024 8:46 AM File folder
J Downloads 4932 6/4/2025 9:27 AM File folder
b Music 5301 6/4/2025 10:30 AM File folder
) Pictures 5700 6/4/2025 10:35 AM File folder

6041 6/4/2025 10:40 AM File folder
B Vvideos " X

6136 6/4/2025 10:42 AM File folder
L Local Disk (C3) 6571 £/4/2025 10:51 AM File folder
= FASHARED (5] 7442 6/4/2025 11:08 AM File folder

7551 6/4/2025 11:09 AM File folder

|;" Metwork

9. BEFORE saving document, RENAME the doc. with the date format as MMDDYYYY. Your Initial ex:
06082025.ZM (FOLLOW DATE ON BNK STMT, found at top right of downloaded document).

File name: | 06082025.ZM

Save as type:  Adobe Acrobat Document

10. Click Save.
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Appendix C. Schedule of Unrecorded/Unposted Check Disbursements

A B C D E F
1 SCH-03
2 PER BOOK
3 FY 2025 SUPREME COURT 9999-10141 RECONCILIATION
4 BANK STATEMENT ANALYSIS AS OF: OCTOBER 31, 2024
5 SCHEDULE OF: UNRECORDED / UNPOSTED CHECK DISBURSEMENTS
6
7 ITEM PRINTED
¢ NO. DATE BANK REFERENCE /DESCRIPTION ~ AMOUNT  REMARKS
' EREF CHEK# 2455-2457 DTD 10/30/2024 ; RECORDED : H :

3 1 WSGHDI-Q §11f22f2024 APP 4289 CHE RUN # J103024 5(10,789.45)

10

11

12

13

14

15 TOTAL: 5(10,789.45)

16

17

18

19]

Appendix C.1 Stale and Outstand Check Listing

A B C D E F G H | J KL M N [¢] P
1
2 Previous month Stale, Previous month Outstand and Current checks Cleared Bank checks from the current Bank Statement April 2025 Stale and Outstand Listing
3
4
5 check number checkdate  amount notes check number check cleared bank date amount check number check date amount notes
6 1 7/1/2024 § 10.00 Stale Listing for March 2025 4 41112025 $ 40.00 1 7/1/2024 $§ 10.00 Stale Listing for March 2025
7 2 8/20/2024 § 20.00 Stale Listing for March 2025 7 4/8/2025 $ 70.00 2 /2012024 § 20.00 Stale Listing for March 2025
8 $ 30.00 March 2025 Stale Listing 1 4/15/2025 $110.00
a 13 413012025 $130.00 § 60.00 April 2025 Stale Listing
10 14 413012025 $140.00
1 3 9/15/2024 $ 30.00 Outstand Listing for March 2025 15 4/30/2025 $150.00 check #3 becomes a Stale Check in April 2025
12 4 10/20/2024 § 40.00 Outstand Listing for March 2025 total amount cleared bank $640.00
13 5 1/25/2025 § 50.00 Outstand Listing for March 2025
14 6 2/5/2025 § 60.00 Outstand Listing for March 2025 5 1/25/2025 § 50.00 Outstand Listing for March 2025
15 7 3/1/2025 § 70.00 Outstand Listing for March 2025 color codes: (] 2/5/2025 $ 60.00 Qutstand Listing for March 2025
16 8 3/18/2025 § 80.00 Outstand Listing for March 2025 8 3/18/2025 $ 80.00 Outstand Listing for March 2025
17 § 330.00 March 2025 Outstand Listing reduce cleared bank checks from listing 9 4/1/2025 $ 90.00 April 2025 check listing
18 10 4/5/2025 § 100.00 April 2025 check listing
19 add remaining checks; s/b total for the 12 4/19/2025 § 120.00 April 2025 check listing
20 9 4/1/2025 $ 90.00 April 2025 check listing current month Outstand Listing § 500.00 April 2025 Qutstand Listing
21 10 4/5/2025 $ 100.00 April 2025 check listing
22 1 4/10/2025 § 110.00 April 2025 check listing $ 330.00
23 12 4/19/2025 $ 120.00 April 2025 check listing $ 840.00
24 13 4/25/2025 § 130.00 April 2025 check listing $ (640.00)
25 14 4/30/2025 § 140.00 April 2025 check listing
26 15 4/30/2025 $ 150.00 April 2025 check listing $ 500.00
27 $ 840.00 April 2025 check listing
28
29
30
Eh
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Appendix C.2 Stale and Outstand Check Guideline Dates

MONTH STALE DATES: OUTSTANDING DATE:
FY2025  OCTOBER 2024 10/1/2021 313172024 4/1/2024 10/31/2024
NOVEMBER 2024 10/1/2021 413012024 3/1/2024 11/30/2024
DECEMBER 2024 10/1/2021 913172024 6/1/2024 12/31/2024
JANUARY 2025 10/1/2021 6/30/2024 17112024 1/31/2025
FEBRUARY 2025 10/1/2021 113112024 8/1/2024 2/28/2025
MARCH 2025 10/1/2021 813112024 9/1/2024 3/31/2025
APRIL2025 10/1/2021 9/30/2024 10/1/2024 4/30/2025
MAY 2025 10/1/2021 10/31/2024 11/1/2024 5/31/2025
JUNE 2025 10/1/2021 11/30/2024 127172024 6/30/2025
JULY 2025 10/1/2021 12/31/2024 17172025 113172025
AUGUST 2025 10/1/2021 1/31/2025 2/1/2025 8/31/2025
SEPTEMBER 2025 10/1/2021 212812025 3/112025 9/30/2025

MONTH STALE DATES: OUTSTANDING DATE:
FY2026  OCTOBER 2025 10/1/2021 313172025 4/1/2025 10/31/2025
NOVEMBER 2025 10/1/2021 4/30/2025 3/1/2025 11/30/2025
DECEMBER 2025 10/1/2021 93172025 6/1/2025 12/31/2025
JANUARY 2026 10/1/2021 6/30/2025 17112025 1/31/2026
FEBRUARY 2026 10/1/2021 113112025 8/1/2025 2/28/2026
MARCH 2026 10/1/2021 8/31/2025 9/1/2025 3/31/2026
APRIL2026 10/1/2021 9/30/2025 10/1/2025 4/30/2026
MAY 2026 10/1/2021 10/3172025 11/1/2025 9/31/2026
JUNE 2026 10/1/2021 11/30/2025 12/1/2025 6/30/2026
JULY 2026 10/1/2021 12/31/2025 1/1/2026 1/31/2026
AUGUST 2026 10/1/2021 1/31/2026 2/1/2026 8/31/2026
SEPTEMBER 2026 10/1/2021 212812026 3/1/2026 9/30/2026
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Appendix D. Bank Reconciliation Report

MONTHLY CNMI BANK RECONGILIATION
FY'25 SUPREME COURT RECONCILIATION
BANK CODE: 1000+10141 & 5593.10741 & 9955-11220

FOR PERICD: LApr.25 Ay APRIL3), 2025
BANK
ENDING BALANCE PER STATEMENT ApRIL 31, 2035 5110,021.64
RECONCILING TEMS:
DEPOSITS INTRANSIT: () §- SCH- 01
CUTSTANDING CHECKS: -} _1858.735.63) SCH-04
OUTSTANDINGEFTs 1.} §-_ 5CH-28
EANK DEB(T INTRANSIT: ) §- SCH-07
BANKDEBITERROR: (+) §- 5CH-
BANK CREDITERRDR: (.) §- SCH-
GTHERADRISTMENTS: £ sCh- 55873563
ADJUSTED ENDING BANK DALANCE $55,697.00
800K
ADJUSTED BEGINNING BOOK BALANCE LApr2§ 1000-10141 _ (5a5.120 29)
CURRENT PERICD TRANSACTIONS: 9999-10181
9599-11220
1000-10141 9999.10191 9995-11220
(BEPOSITS/CM) DEBIT §. §121,052.58 3.
S (5141.091 48) 3§
& (52003850 & __1520038.90)
1518.963.13)
ADJUSTED ENDING BOOK BALANCE APRIL 31, 2075
RECONCILING ITRMS:
UNAECORDED /UNPOSTED CEPOSITS / TRANSFERS SCH-02
OVER POSTED DEPOSITS 5CH- 124
UNDER POSTED DEPOSITS 5CH-128
DUPLICATE DEPOSITS POSTINGS SCH-15
UNRECORDED BANK DEBIT # WEB XFERS 7 ACH SCH-13
HECK $CH-03
VOID CHK CASHED IN BNK $CH-05
ERRONEQUS PSTINGS 5CH-9A
ERRONEQUS PSTINGS 5CH- 88
\OVER / UNDER POSTED DISBURSEMENTS SCH
DUPLICATE DISBMNT POSTINGS SCH
UNRECORDED VOID CHECKS SCH- 14
OTHER MISC ADIMNTS - SCH-
OTHER MISC ADIMNTS - PRIOR FYE'2022 UNADJUSTED SCHEDULES SCH- 06
UNICENTIFIED DIFFERENCE - SCH-08
OTHER ADJIUSTMENTS:
STALE DATED CHECKS  [+3 $851.07_3CH-10
PRIOR FY ADI (F/0 FYE /30423 CLOSING; STALEDTO SCH 10} () 5 SCH- 11
BANX DR / CR ADIUSTMENTS:
BA EC 1STOR EES () 3 SCH- 16
INTERESTPAID [~} §- SCH-
OTHERMISCADIMMTS [} §- SCH- __$7es30.18
subdotal: _ $55,687.00
UNIDENTIFIED DIFFERENCE $0.00
ADJUSTED ENDING BADK BALANCE $55.687.01
6/15/2025
PREPARED BY: ZOE C. MAREHAM DATE

Account Clerk N, Reconciliation Section
Division of Financial Sarvices
Department of Finance:

APPROVED BY: BERNADITA C. PALACIOS Date
Director, Div. of Financiz! Services
Depariment cf Finance

APPROVED BY: TRACY NORITA DATE
Secretary of Finance
ForDepartrient of Finance
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BANK RECONCILIATION POLICIES AND PROCEDURES

1000-10141 ADJ.BAL FORWARDED s {455,122.29)
MONTH DEBIT CREDHT NET CUMULATIVE
OCT, 2024 3 -3 - s 3 [455,122.29)
HOV 5 5 5 5 145,122 28)
DEC. 5 - 5 -5 B (455,122 2%)
18N, 2025 5 - 3 = 5 3 (455,122 29)
FEB. 5 - $ - $ 5 (435,122 29)
MAR, 5 5 - % H (455,122 29)
APR, s - & -5 s (455,122 2%)
MAY H - 5 - 5 H 455,122 23]
IUNE £ - s - 5 £ 455,122 23]
JuLY 5 - & -5 B (455,122 2%)
AUG. 5 - 4 - 5 H (455,122.29)
SEFT. B - % - & $ (455,122.29)
§ .8 .8 .
999910141 ADJ.BALFORWARDED s 53224571 S 2,330.38 COMBINED GL BEG. BAL
MONTH DEBIT CREDIT NET CUMULATIVE S (149,402.13) COMBINED NET GL
OCT. 2024 5 208,719.85 {286,057.80) & 77,338.15) 5 ass90756 S (135,661.20) COMBINED GL END BAL
NOV 5 70,547.00 & (88,231.83) § 17,684.83) 5 437,212.73
DEC, 5 §5564.76 § (67,648.45) & 2791631 3 455,139.04
181, 2025 H 326,986.90 % (434,626.15) § (107,649.75) & 357,489.2%
FEB. $ 39,37873 § (212,660.77) § (173,286.04) & 184,203.25
MAR. $ 4B7,878.75 & {152,101.45) § 33537730 % 519,580.55
APR, 3 12105258 $ {141,001.48) § {20,038.00) $ 199,541 65
MAY 5 1B0,487.52 & 1153,194.01) & 2129351 § 520,835.16
1UNE 5 10454196 5 {242,533 54) & (137,991 58) § 387 B43 58
JULY H -5 -5 - 382,843 58
AUG. 5 -4 - & 3 382,843 58
SEFT. 5 - & - $ 5 382,843.58
$1,634,757.15 5 [1,784,159.28) $ (149,402.13)
9999-11220 ADLBALFORWARDED H (63,362.49)
MONTH DEBIT CREDAT NET CUMULATIVE
OcT. 2024 5 -5 - 5 5 (63,382 43)
NOW 5 - & - 5 5 (63,382 .43
DEC. 5 - 4 -5 E (63,382.4%)
140, 2025 5 -8 -8 5 163,382 43)
FEB. 3 - 3 -8 3 (63,382 49
MAR. 5 -4 - & 3 (63,382 .43)
APR. 5 - 3 - 3 3 (63,382 49
MaY 5 - 3 - % H (63,382 43)
IUNE 5 5 § 5 (53,382 43)
1LY 5 -3 - $ 5 (63,382 43)
AUG, $ E $ k] 163,382 43)
SERT 5 -5 -5 3 (63,382.45]
5 -5 -5 -

COMMONWEALTH NORTHERN MARIANA ISLANI

ACCOUNT SUMMARY TRIAL BALANCE FOR FY25/JUN TO JUN
FUND 1000

1000 0141 1000
SUPROME COURT DWPREST -455,122.20 ) .00 .00 -435,122.20

COMMONWEALTH NORTHERN MARIANA ISLANI

ACCOUNT SUMMARY TRIAL BALANCE FOR FY25/JUN TO JUN

FUND 9999

5999 10141
30G A# 7931 SUPRCME COURT IMPR 520,835.15

242,533.54 157.991.58 382,843.58

COMMONWEALTH NORTHERN MARIANA ISLAN
ACCOUNT SUMMARY TRIAL BALANCE FOR FY25/JUN TO JUN

FUND 9999

TOTALS FOR
[rREASRY FUND

Bank Reconciliation SOP — Version 1.0 Page <33>



BANK RECONCILIATION POLICIES AND PROCEDURES

( iBa"k of . STATEMENT
Uam OF ACCOUNT
Page 1ol8
Date 0630125
Account # —

CNMI TREASURY
PO BOX 5234
SAIPAN MP 96950-5234

Beginning October 6. 2024, all Pacific Express No Fee Checking accounts wil be renamed lsland Checking. Customers currently with these accounts wil
retan ab Denefits, and the ex STing terms and CONBIBONS wil reman unchanged Please CONACT yOur Nearest Dranch o emad us at
customerservicetfbankoiguam com should you have any questions.

soose DDA - PUBLIC
Previous Balance 05/31/25 17
+ Deposite/Credits 3 14
- Withdrawals/Debits 52 , - I
Service Charge 6.00
+ Interest Paid 0.00
Balance "
Days in Statement Period 30
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BANK RECONCILIATION POLICIES AND PROCEDURES

SCH 16
PER BOOK
FY 2025 SUPREME COURT 9999-10141 RECONCILIATION
BANK STATEMENT ANALYSIS AS OF : JUNE 30, 2025
SCHEDULE OF : BANK SERVICE CHARGE/NSF/STOP PAYMENT/FEES
ITEM NO. | BANK DATE |BANK REFERENCE / DESCRIPTION AMOUNT
1 06/30/2025 SYSTEM GENERATED SERVICE CHARGE * $ (6.00)
NOTE: Lulu 07/14/25 for to record

Supreme Court *-

Last Updated: July 11, 2025 356 PM
Transactions  Details & Settings
Q
Dute
JUN 30 o
2025 SYSTEM GENERATED SERVICE CHARGE

Details

Statement Descriprion
SYSTEM GUNERATED SERVICE CHARGE *
Date

£30/2028

Type:

Debie

“SCrpLon

(56.00)

Bank Reconciliation SOP — Version 1.0
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BANK RECONCILIATION POLICIES AND PROCEDURES

SCH-04
PER BANK
JUNE 2025 O/S LISTING (12/01/2024 - 06/30/2025)
Check
Number Amount Check Date  Clear Date Payee Check Type  Status Match Status
2684 $ ) 0224025 MARIases TarLs aLan s APPrinted  Unmatched  Unmatched
2834 $ ) 04/24/25 ARTM ATION APPrinted  Unmatched  Unmatched
2837 $ 3 ) 04724/25 " Ic APPrinted  Unmatched  Unmatched
2840 $ ) 04/24/25 APPrinted  Unmatched  Unmatched
2847 $ ) 04/28/25 APPrinted  Unmatched  Unmatched
2862 $ ) 05/01/25 07/01/25 N N APPrinted  Cleared Auto Match
2866 $ ) 05/01/25 APPrinted  Unmatched  Unmatched
2876 s (2 ) 05/12/25 07/09/25 AP Printed  Cleared Auto Match
2878 $ ) 05/12/25 07/07/25 MAI oup APPrinted  Cleared Auto Match
2879 $ Q@ ) 05/12/25 07/02/25 1 : AP Printed  Cleared Auto Match
2880 $ ) 05/12/25 APPrinted  Unmatched  Unmatched
2887 $ ) 05/14/25 07/07/25 MAI oup APPrinted  Cleared Auto Match
2888 s ) 05/14/25 APPrinted  Unmatched  Unmatched
2897 $ ) 05/19/25 07/01/25 APPrinted  Cleared Auto Match
2898 $ ) 05/19/2% 07/01/25 AP Printed  Cleared Auto Match
2099 s ) 05/19/25 07/02/25 AP Printed  Cleared Auto Match
2905 $ ) 05/19/25 AP Printed Unmatched Unmatched
2908 $ ) 05/19/25 APPrinted  Unmatched  Unmatched
2909 $ ) 05/19/25 07/01/25 N N APPrinted  Cleared Auto Match
2910 $ ) 05/19/25 RESOURCES MA Unmatched  Unmatched
2916 $ 3 ) 05/21/25 1 |- Unmatched Unmatched
2917 $ ) 06/02/25 07/08/25 ARTM ATION APPrinted  Cleared Auto Match
2019 $ ) 06/02/25 SABR APPrinted  Unmatched  Unmatched
2021 $ ) 06/02/25 [ | AP Printed Unmatched Unmatched
2023 $ ) 06/06/25 APPrinted  Unmatched  Unmatched
2925 $ ) 06/06/25 M 04 APPrinted  Unmatched  Unmatched
2926 $ ) 06/06/25 MICRON N CORP. APPrinted  Unmatched  Unmatched
2927 $ ) 06/06/25 APPrinted  Unmatched  Unmatched
2029 $ ) 06/06/25 APPrinted  Unmatched  Unmatched
2930 $ ) 06/06/25 AP Printed Unmatehed Unmatched
2931 $ (18 ) 06/09/25 AP Printed Unmatched Unmatched
2932 $ (1 ) 06/09/25 07/07/25 AP Printed Cleared Auto Match
2033 s ) 06/09/25 v ) APPrinted  Unmatched  Unmatched
2935 $ ) 06/09/25 APPrinted  Unmatched  Unmatched
2936 $ ) 06/11/25 APPrinted  Unmatched  Unmatched
2039 $ ) 06/11/28 APPrinted  Unmatched  Unmatched
2042 $ ) 061125 07/01/25 MARI \ToN AP Printed  Cleared Auto Match
2943 $ ) 06/11/25 M 1« APPrinted  Unmatched  Unmatched
2944 $ ) 06/11/25 MA NC. APPrinted  Unmatched  Unmatched
2946 B ) 06/11/25 APPrinted  Unmatched  Unmatched
2947 $ ) 06/11/25 AP Printed Unmatched Unmatched
2048 $ ) 06/11/25 APPrinted  Unmatched  Unmatched
2049 S (@ ) 06/13/25 07/07/25 APPrinted  Cleared Auto Match
2950 $ ) 06/13/25 07/01/25 APPrinted  Cleared Auto Match
2053 s 0 ) 06/13/25 () SON APPrinted  Unmatched  Unmatched
2054 s @ ) 06/13/25 LAW OFF LISTALLC APPrinted  Unmatched  Unmatched
2955 $ ) 06/13/25 MAI oup APPrinted  Unmatched  Unmatched
2057 $ ) 06/13/25 APPrinted  Unmatched  Unmatched
2058 s (4 ) 06/13/25 AP Printed Unmatched Unmatched
2959 $ ) 06/16/25 AP Printed Unmatched Unmatched
2960 $ (a ) 06/16/25 AP Printed Unmatched Unmatched
2961 s ) 06/16/25 07/01/25 MARI \TION APPrinted  Cleared Auto Match
2963 s ) 06/16/25 07/02/25 s N APPrinted  Cleared Auto Match
2965 s o ) 06/20/25 APPrinted  Unmatched  Unmatched
2067 $ ) 06/23/25 APPrinted  Unmatched  Unmatched
2968 $ ) 06/23/25 n v AP Printed unmatched Unmatched
2969 $ ) 06/27/25 ARTM ATION APPrinted  Unmatched  Unmatched
2970 5 ) 06/27/25 APPrinted  Unmatched  Unmatched
2971 $ (51 ) 06/27/25 ' : APPrinted  Unmatched  Unmatched
272 s @ ) 06/27/25 " Ic. APPrinted  Unmatched  Unmatched
2073 $ ) 06/27/25 n w APPrinted  Unmatched  Unmatched
2974 $ ) 06/27/25 APPrinted  Unmatched  Unmatched
JUNE O/
TOTAL:  § )
SCH10 PER
BOOK
JUNE 2025 STALE DATED CHECK LISTING
(10/01/2021 - 11/30/2024)

Check Number Amount Check Date Clear Date Payee Check Type Status Match Status

2243 $ 480.00 06/24/24 ROBERTO C NARAJA AP Printed Unmatched Unmatched

2315 $ 37107 08/01/24 J,C. TENORIO ENTERPRISES ~ AP Printed  Unmatched  Unmatched

JUNE STALE

TOTAL: § 851.07
—
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BANK RECONCILIATION POLICIES AND PROCEDURES

Appendix E. Annual Finalized Reconciliation Report

-

ANNUAL FINALIZE
FY 2024 CNMI PAYROLL BANK RECONCILIATION
BANK CODE: 5700/ 9999-11420
FOR PERIOD:  10A/2023 thru 9/30/2024
T __BANK
ENDING BALANCE PER STATEMENT 813012024 s p814 *
Reconclling tems:
CREDIT IN TRANSIT (=) - schDl
OUTSTANDING CHECKS (-) ____(42053.76)sch02*
OTHER ADJ.{ACH UNCLAIM REJECTS) (-) - “scho3
OTHER ADJ.(UNAUTHORIZED CLEARED BANK CK) {+) - sch. 03-D
{42,053.78)
ADJUSTED ENDING BANK BALANCE _ (13865.62)
MODIFIED ON: 02/27725
BOOK
ADJUSTED BEGINNING BOOK BALANCE 10/1/2023
CURRENT PERIOD TRANSACTIONS: (s8,715.41) *
( DEPOSITSICMS) debit 111,839,738.07 v
(DISBURSEMENTS) credit _(111,796,088.28) v
42,748.78
UN-ADJUSTED ENDING BOOK BALANCE _DI30/2024 __ (1388562) v
Reconclling items: REVISED SCHEDULES ON: 11/08/20
UNPOSTED DEPOSITSWEB XFERS (22) debit (+) ______ - sch.04
UNPOSTED DISBURSEMENT crecit {-) - sch.04A
POST DATED ACH PAYROLL DISBURSEMENT credit (-) - ___sch.04B
POST DATED CK PAYROLL DISBURSEMENT credit (-) - _sch04C
OVER POSTED WARRANT DISBURSEMENT credit () - sch0s
OVER POSTED BANK DEPOSIT / WEB XFER cradit (-) - __sch.08
OVER POSTED VOID CHECK AMOUNT credit (-) - __sch08C
ERRONEOQUS TJIE ENTRY drier (+/-) - sch.08D
DUPLICATE ENTRIES (DEPOSIT) POSTING credit () - sch07B
CNMI MISPOSTED T-1 PAYROLL DISBURSEMENT credit (- ) - sch08A
ERRONEOUS JOURNAL ENTRY dehbit (+) -__8ch08C
CNMI MISPOSTED VOID CHECK (S/B CNMI) debit (+) - sch.10B
UNPOSTED VOID DISBURSEMENT deblt (+) - sch.10C
MUNIS STALE DATED CHECKS: debit (+) - ___sch13
JDE UNPOSTED STALE DATED CHECKS: debit (+) - sch13A
STALE DTD REPLACEMENT CK; CASHED IN BANX credit (-) - sch13B
Other Adjustmonts: —_—
PRIOR FYE 18; Postedin Current FY '20 drfer (+1-) - sch11B
UNIDENTIFIED DIFFERENCE dricr (+-) = __schi2
Eroneous T1-11839 Payroll Disb (July chk postod in Juna) debil (+) - __schi2C
Erroneous T1-11227 Payrol Disb (Nov. chk posted in Oct) crodit () ____ - sch.12C1
Reversing Journal Voucher Entry drfer (+/-) - sch.12D
VOID CASHED (N BANK credit (<) - __sch12G
VOID ACH (FUNDS RETURNED) credit {-) = sch.i2l
Bank Adjustments:
BANK CLEARED CK AMOUNT DISCREPANCIES debit (+) - schi4
BANK CLEARED CK AMOUNT DISCREPANCIES credit (-) - sch.14A
UNCOLLECTABLE ACH REJECT CNMI PAYROLL cridr (+/-) - sch.14B
BANK SERVICE CHARGE / NSF FEES cridr {+/.) - sch.15
BANK DUPLICATE CHARGE credit {-) - gch.16A
subiotal: ___(13.966.62)
‘G. L. UNIDENTIFIED AMOUNT ( FY "24) fy ' 2024 [
UN-ADJUSTED ENDING BOOK BALANCE G/ total: !13.&!

Page 1of2
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z

4/9/2025

FY 2024
CNMI PAYROLL

w|a|as

Prepared By: Veronica C. Quilano Date
Accountant I, Reconciliation Section
DOF - Division of Financial Services

& o s

Reviewed By: Bernadita C. Palacios 'V Daté
Director
DOF - Division of Financlal Services

Approved By: TRACY B. NORITA Dale
Secretary of Finance
Department of Finance (DOF)

Bank Reconciliation SOP — Version 1.0 Page <38 >



BANK RECONCILIATION POLICIES AND PROCEDURES

Bank of
. . STATEMENT
Guam sl 8

Page 10of 10

Account # agerd

CNMI TREASURY
PO BOX 5234
SAIPAN MP 96950-5234

Beginning October 6, 2023, ol Pacific Express No Fee Checking accounts will be renamed Island Checling. Customers currently with these accounts will
retain all benefits; and the existing terms and conditions will remain unchanged. Please contact your nearest branch or email us at
customerservice@bankofguam.com should you have any questions.

| DDA - PUBLIC

Previous Balance 09/29/24 - ECE

+ Deposits/Credits 12 232

- Withdrawals/Debits 76 3 T—

- Service Charge 0.00

+ Interest Paid 0.00

Current Balance 61

Days in Statement Period 7
Account Activity
Date Description Debit Credit Balance
09/29/24 BEGI $t
09/30/24 WEB ¢ $:

SUPF
09/30/24 WEB $1¢ $:
FED

00/30/24 PRIO s 82
09/30/24 PRIO st $:
09/30/24 PRIO St L
09/30/24 PRIO ¢ $:
09/30/24 PRIO $1, $t
09/30/24 CHE( ¢ st
09/30/24 CHE( $ $:
09/30/24 CHE( $ $t
09/30/24 CHE( s $t
09/30/24 CHE( $ $2
09/30/24 CHE( St $2
09/30/24 CHE( St $7
09/30/24 CHE( i $:
09/30/24 CHE( B $i
10/01/24 RE 0! St s
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amount check #

| check# | checkdate
[ 77 8 [03/26/24] 5
77 7 | 04/03/24| 5
77 7 |04/05/24 | §
77 5 |04/05/24 | §
[ 77 2 |04/05/24]$
77 9 |05/01/24] S
77 & |05/01/24| 5
77 4 |05/01/24] §
77 0 |o0s/01/24] §
[ 77 9 |05/15/24] $
| 77 5 _|05/15/24| S
[ 77 0 |o05/29/24] S
77 5 |06/14/24 | $
77 3 |06/26/24 | $
77 0 |07/10/24 5
77 3 |07/10/24 [ S
77 3 |o7/12/24 | $
77 5 |07/24/24| §
77 7 |07/24/24 5
[ 77 3 |07/24/24 | $
77 6 |07/24/24 | §
E 4 [07/30/24] $
[ 77 & |08/07/24] S
77 9 |08/07/24| S
77 1 |os/07/24] S
777 5 |o08/os/2a| 5
77 4 |o08/12/24| 5
77 8 |o08/21/24 $
[ 77 9 |08/21/24] S
[ 77 8 [08/21/24] S
[ 77 9 [08/21/24] 3
77 5 |08/21/24| §
77 7 |o08/21/2a| $
77 8 |o08/21/2a] $
77 1 |08/23/24 | §
77 5 |08/23/24] $
77 5 |08/23/24| 5
77 8 |08/27/24] $
[ 77 8 [08/27/24] S
77 3 |08/27/24| S
77 8 |08/27/24| 5
77...5 |08/27/2a| §
A 3

FY 2024 PAYROLL
OUTSTANDING CHECK LISTING

checkdate | amount [E50 check# | checkdate | amount
5 | 08/27/24 i 4 | 09/18/24| S5 2
4 | 08/27/24 6 |09/18/24 |5 2
7 | 09/04/24 7 |09/18/24| S 11
2 | 09/0a/24 9 |09/18/24|$ 6
3 | 09/04/24 0 |o09/18/24[ S 7
5 | 09/04/24 4 |09/18/24[S 5
5 | 09/04/24 7 |09/18/24|5 1
3 | 09/04/24 9 |09/18/24| 5 4
7 | 0s/0a/24 1 |o09/18/24| 5 4
9 | 09/04/24 4 |og/18/24[s 1
4 | 09/04/24 8 |09/18/24|$ 1
5 | 09/04/24 7 |09/18/24| S 2
2 | 09/04/24 8 |09/18/24|5 2
5 | 09/04/24 1|09/18/24|5 6
9 | 09/04/24 6 |09/18/24| S 2
0 | 09/04/24 7 |09/18/24( S 4
4 | 09/04/24 8 |o09/18/24|s 1
4 | 09/04/24 9 |09/18/24| 5 1
7 | 03/04/24 2 |09/18/24] 8 5
9 | 09/04/24 3 |09/18/24| S 3
1 | 03/04/24 9 |09/18/24| S 7
3 | 09/04/24 2 |o9/18/24| 8 2
3 | 09/04/24 4 |09/18/24[ S 2
5 | 09/04/24 8 |09/18/24|5 8
4 | 09/04/24 0 |09/18/24|$ s
1 | 09/04/24 1 |09/18/24| 5 4
3 | 09/04/24 3 |09/18/24| S 6
1 | 09/04/24 5 |09/18/24| S 2
2 | 09/04/24 7 | 09/18/24|$ 5
7 | 09/04/24 4 |09/18/24| ¢ 4
2 | 09/04/24 9 | 09/18/24| 5 2
3 | 09/06/24 1 |09/18/24| S5 6
2 | 09/06/24 4 |09/20/24| 8 3
4 | 09/06/24 s |09/20/24| 5 6
7 | 09/06/24 9 |o09/20/24[$ 2
3 | 09/06/24 s |09/23/24| 8 5
5 | 09/06/24 7 | 09/26/24| §
5 | 09/06/24 9 |o09/26/24[8 1
8 | 09/06/24 c $ 15,7
8 |09/18/24
0 | 09/18/24

09/18/24 A $ 13,

B B $ 12,
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“..,«m-’)‘if.?igf"w solution

COMMONWEALTH NORTHERN MARIANA ISLANDS 1L

ACCOUNT SUMMARY TRIAL BALANCE FOR FY24/0CT TO EQOY

FUND 9999

ACCOUNT ORG

ACCOUNT NAME BEG. BALANCE DEBITS CREDITS NET CHANGE END BALANCE
9999 11420 2 9999

BOG PAYROLL ACCOUNT -56,715.41 111,839,738.07 111,796,988.28 42,749.79 -13,965.62

TOTALS FOR FUND 9999

REASURY FUND -56,715.41 111,839,738.07 111,796,988.28 42,749.79 -13,965.62

Appendix F. Match transactions (Color coding)

L AXMNA T35 DATE  POSTOATE SAC T meEl ETRENC e T v COWMTNTS TR et Tare Pard WrTrem— Dok Avvemirn
. e oo m 'y v w2 : “ree ¥ WARRANTAIVILY By VOO
0 an wm s umz v weaz 23 3Uhe3 SuRINE
' e w3 naawe ' :
0 20 BTy § 13mne v
L " (LR T N A v ORORGOIN  WERIEN IRLOR »roveves 001 LOCAL PP PIL OA10A AN 3 o
2 | na oCERPA.  § man v s 2 ATRUIRFROOs 301 LOCAL e POV 8 ason
. e TR0 LU LS s v o AWERRTER TRy A0 DI YR W 2RO 3 maze
L Q1 TRALODIMAY o Fesy 5 v . RL LY WIDMERIR TNEA RN S0 § SeA 0020
. »e TRALATIMA ocrm L3 v OAANGUIN  WERATEN IRy SOM0 LOCAL VL ARNT IW30 Y B AT
' ] A3 s LR 80z L1
' an el ORRPR, WM e S BIBI0  WEBKIERIRIAY WO D SUIVLRET WINPT0 8 2
' an TN  WUWEC 5 MMM ¥ NOCASRC WP WANT 10001 M 5 02020 WIDWERIMSAY OMOLOC SAMAEFWRT29Y]  § 903
. s TRSL00I0T HoReR, % nsne v s 006050 WERGERIROOA *++ < 4000 FEDSLPMLAEF WINT 229930 §  J1sansT
' et L onsen M fomeeny 5 s v
FY'25 PAYROLL OCTOBER 2024 - JUNE 2025 BANK (DEBIT) XFERS / RETURN ITEMS / FEES
BANK XACTION BANK
DATE REFERENCE AMOUNT GLREFERENCE / REMARKS
ploaso see Gt for POST dates
10032028 CNMIGOVERNMENT PAYROLLCNMI GOVERNMENT  § 2.257450.77 | GLDATE: 05V21/2024 | POST DATE: 1040728 § - $ 225745077 PR OIRECT DEPOSIT 10/02/24 ; PPR20-2024 / NT=2 0%
101772024 CNMIGO! PAYROLL CNMI GO/ $ 221512117  GLDATE: 10/05/2024 ; POST DATE: 10v21724 § $ 221512117 PR DIRECT DEPOSIT 10/16/24; PP21.2024 / WARRANT=242P21
103172024 CNMI GOVERNMENT PAYROLL CNMI GOVERNMENT  § 2224898.50  OL DATE: 10V1/2024 ; POST DATE: 103024 § - 52248950 PR DIRECT DEPOSIT 10/30/24 ; PP22-2004 | WARRANT*24PP22
| AA32006 WO 111224 CHECK 774158 $ 58012 Bark In/Oxn
1171472024 CNMI GOVERNMENT PAYROLLCNMI GOVERNMENT  § 22225010  GLDATE: 11/00/2024 ; POST DATE: 1171324 § - 5222251410 PR DIRECT DEPOSIT 11/13/2004 / WARRANT*24PP23

Appendix G. DOF FY 22 Audit Preparations Report

DOF FY22 Audit Preparations Report |5 D E F G H | J K

1 Fund FY Assigned Oct Nov Dec Jan Feb Mar Apr May
41 ARPA 2024 | Michele Adjusted Adjusted Adjusted  Adjusted  Adjusted  Adjusted  Adjusted  Adjusted  Ac
42 2024
43 |Genera| Fund account 2025 | Veronica Adjusted Adjusted Adjusted Adjusted |Adjusted ~|justed  Researched
44 Local Payroll account 2025 | Veronica Adjusted  Adjusted  Adjusted  Adjusted Not Started justed  Matched  Matched
45 Federal Payroll account 2025 | Veronica Adjusted Adjusted Adjusted  Adjusted Started justed  Matched  Matched
46 Federal Grant account 2025 Michele Adjusted  Adjusted  Adjusted  Adjusted justed  Started
A7 |Credit Card account 2025 | Veronica Adjusted  Adjusted  Adjusted  Adjusted BAl Uploaded justed  Started
48 Collection Clearing account 2025 | Michele Adjusted Adjusted  Adjusted  Adjusted |Matched justed
49 |NAP account 2025 | Veronica Adjusted  Matched  Started Started Researched rted Started
50 Rebate Trust Fund account 2025 | Veronica Adjusted Adjusted Adjusted  Adjusted | agusted justed  Adjusted  Adjusted
51 [Imprest Fund accounts 2025 Zoe Adjusted  Adjusted  Adjusted Adjusted Adjusted  Adjusted  Adjusted
52 | ARPA 2025 | Michele Adjusted Adjusted Adjusted Adjusted Adjusted  Adjusted  Adjusted  Adjusted
53 2025
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Appendix H. General Journal Entry/Proof

1. On Tyler menu, select General Journal Entry/Proof.

Enterprise ERP Landing Page

ana Islands (CNMI) - PROD

O O
= Approvals Notifications Alerts X o® . tyler

‘ . ( ]
Tyler Menu H Favorites

Q . Recent Activity ~

~  Enterprise ERP Account Trial Balance

v Financials Account inguiry
v General Revenues Journal Inquiry/Print Tyler Links
v Departmental Functions

Payment Manager
v System Administration

Invoice Central
Batch Report
General Journal Entry/Proof

Bank Reconcilistion Manager

BAIImport

Bank Reconcillation

2. Click + Add

> General Joumal Entry/Proof [COMMONWEALTH NORTHERN MARIANA ISLANDS|

xQﬁ+/‘angai®|E_G_Q@90000000

I Journsl NWEALTH NORTHERN MAR ND
Journal Information
CLERK
Effective date * Short sescrigtion * WO number
Fiscal year * Journal reference Task number
Periog * Joumai type vengor
Journal Budget year code
Source journal * Dus to/Dus from func
Entty code * Reference 2 Transacton type
Auto reverse journal * E Reterence 3
Approval status
Journal Lines
Line T Project String Project Deacrig Org Object Project Account Description Line Description Re

Journal Totals Workflow
Debits
Creaits My Approvals t [Approvers

Qof0 |14

3. Fill out required fields.

a. Effective date: GL Date/Bank Date
Source journal: GEN
Short description: Description of schedule (ex: OCTBANKFEE)
Journal reference: Reconciliation section employee’s initial
Reference 2: Respective schedule number

o

Reference 3: Name of schedule
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General Journal Entry/Proof [COMMONWEALTH NORTHERN MARIANA ISLANDS]

eral Journal E TH NORTHERN MARIANA ISLANDS] > /
Journal Information
CLERK
Effective gate * 05/01/2025 [c] Short description * SWEEP WO number
Fiscal year * 2025 Journal reference MSC Task numoer 0
Period * 08 MAY Journal type Vendor 0
Journal 7519 Budget year code 1
Source journal * GEN Dueto/Due from fund | 9999 ] Prolect Accomts spely

r . feren
Entty code 1 Reference 2 SCH10 Transaction type -
Auto reverse journal * | No - Reterence 3 SWEEP T0 5301|

Approval status Not Released
Journal Lines
Line T Praject String Project Descrig Org Ogect Project Account Description Line Description

Journal Totals Workflow
Debits
Creaits

Bank Reconciliation SOP — Version 1.0 Page <43 >
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Click Accept.
5. Click “Update”.

"::E% User Defined Data [COMMONWEALTH NORTHERN MARIANA ISLANDS]

G‘Q‘/'

Update

General Journal Entry/Proof [COMMONWEALTH NORTHERN MARIANA ISLANDS] = User Defined Data [COMMONWEALTH NORTHERN MARIANA ISLANDS]

Field Name Required Field Value Code Desc

TYPE

6. Click on the three dots under Field Value.

'-':E-. User Defined Data [COMMONWEALTH NORTHERN MARIANA ISLANDS]

€« v 9 Q (4]

General Journal Entry/Proof [COMMONWEALTH NORTHERN MARIANA ISLANDS] er Defined Data [COMMONWEALTH NORTHERN MARIANA ISLANDS] > /

Field Name Required Field Value Code Desc

TYPE {1

7. Select “Finance” and click “Accept” twice.
8. Click “Back”.

« | v & | 8 & © 8 B | * B

Back Accept Cance Output Print Displa:

General Journal Entry/Proof [COMMONWEALTH NORTHERN MARIANA ISLANDS] > User Defined Data [COMMONWEALTH NORTHERN MARIANA ISLANDS] > Code Value Help

Code Value Description
FINANCE FINANCE

TREASURY TREASURY

9. Fill out required fields.
Line 1:
e Org: 9999
e Object: 11520
e Line Description: SWEEP TO 5301 BK STMT APR'25

e D/C:C
e Amount: 7,286,274.85
Line 2:

e Org: 9999
e Object: 10000
e Line Description: SWEEP FROM 5301 BK STMT APR'25
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e D/C:D
e Amount: 7,286,274.85

General Journal Entry/Proof [COMMONWEALTH NORTHERN MARIANA ISLANDS]

sournal Informatio
CLERK: Michele §. Camacho
Effactive gate * 05/01/2025 Snort gescription = SWEEP WO numbar
Fiscal year * 2025 Journal reference MSC Task number 0
Pesiod * 08 way Journal type vendor
Journal 519 Bucget year coce
Sowcs joumnl* | GEN Dueto/Due rom tuna 9999
Entity code * 1 Reterence 2 SCH 10 —
Auto reversa journal * No - Retorance 3 SWEEP TO 5301
Agproval status Held
Journal Lines
e T Project tring Project Descrip 1 Org Object Project Account Description Line Description net
9909 11520 CRI ARD ACCOUNT - 3001 SWEEP TO 5301 BK STMT APR'25 MSC
2 9999 10000 CHECKING - 5301 SWEEP FROM 5301 BK STMT APR25 MSC I
Journal Totals. Workflow
Deaits
Creaits
Line description
Tet 1<

10. Click” Accept” when done entering information.
11. Click on “PDF”

'(3. General Journal Entry/Proof [COMMONWEALTH NORTHERN MARIANA ISLANDS]

x|a @|+ 2|2 & o 8|t =m 0 |™H _ |0 © 6 6 6 6 o0 60 6 0o o

sweep w0 sumber
wsc Tauk momber
ar vanse:
! trasscen e
SWEEP T0 5301
Asereal st Held
Prepe g PER— Cbjost Proge U — R — -t [ra—— Aot
1 9999 1520 CREDIT CARD ACCOUNT - 3901 SWEEP T0 5301 BK STMT APR2S msc 08/01/2028 c 728827485
5999 10000 CASH - CHECKING - 530 SWEEP FROM 5301 BK STMTAPR2S  MSC 05/01/2025 3 728627485
[, .
reds 24827488 My Approvale Approvers

e gescrgnion
Fecorals) addec

12. Select “The current journal only” and click “Accept”
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Options

General Journal Entry/Proof [COMMONWEALTH NORTHERN MARIANA ISLANDS] > Options > /'
Choose an option

@ The current journal only

O All of your own journals

COMMONWEALTH NORTHERN MARIANA ISLANDS I SN s
GENERAL JOURNAL ENTRY PROOF

Journal Summary
Yoar Period  Journal Journal Desc Ref 2 Ref 3

2025 08 7519 SWEEP SCH 10 SWEEP TO 5301
Src EfDate  Account Ref1  Account Description T 0B Debit Credit
Project String Line Description
GEN 050172025 9999-11520- MmsC CREDIT CARD ACCOUNT - 3201 7.286,27485
SWEEP TO 5301 BK STMT APR'25
GEN 05/01/2025 9999-10000- Mmsc CASH - CHECKING - 5301 7.286,27485
SWEEP FROM 5301 BK STMT APR'25
Totals 7.286,274.85 7.286.274.85
Fund Summary
Year Period Journal Ef Date
2025 08 7519 05/012025
Fund  Fund Description Account Account Description Debit Creait
9999 TREASURY FUND 9959-10000- CASH - CHECKING - 5301 7.286,27485
9999 TREASURY FUND 9999-11520- CREDIT CARD ACCOUNT - 3901 7.286,274 85
Funad Totais 7,286.274.85 7,286,274.85
Due ToDue mmary
Fund  Fund ption DUE TO DUE FROM
0.00 0.00
0.00 0.00
** End of Report - Generated by Michele S. Camacho ™
D T i 8. G g comacha) P

Program © epmart

14. Click “Attach”
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General Journal Entry/Proof [COMMONWEALTH NORTHERN MARIANA ISLANDS]

x | a m|+ »+2 |32 & © @ 8| =@ O |%,. 0 ®© 06 6 © 6 © 0 0 O ©O

Journal Information

CLERK: Michele . Camacno

Effective date * Shoc description * SWEEP WO number
Fiscal year * Journal reterence MsC Task numer [}
Period * Journal type Vendar [}
Journal 7519 Budget year code 1
Source journal * GEN Dueta/Oue fromfund 9999
Entity code * 1 Reterence 2 SCH10 [
Auta reverse journal © No - Reference 3 SWEEP T0 5301
Rpproval status Held
Journai L
ine T Project String Project Descrip T Ong Object Project Accoant Description ine Description et 1 £
1 9999 11520 CREDIT CARD ACCOUNT - 3901 SWEEP TO 5301 BK STMT APR'2S MSC [
2 9999 10000 CASH - CHECKING - 5301 SWEEP FROM 5301 BK STMT APR25  MSC 0
Journal Totals Workflow
Devits 7,286274.85
Credits 7,286,274.85 My Approvals | Approvers

Line description

1ot Mo errors detected

. . . 1+ .
15. Click on “+” to add attachment, click on “import attachment” = to attach supporting documents
for the journal entry. Attach PDF, schedule and supporting documents.

nient Manager

o -
+8 A% t =28 @ e = ) e v x
Documents v A ~ Document Information v A
Filter by:
Attachment Filename
Dste  Joumal  Descronon DocType
JOURNAL AUDIT
Public
Description
SWEEP
Journal Number Prefix
Journat
7519
Journa: Period
Related Documents v oA 08
Filter by:
Journas vear
Date: eyl Key2 DocType 2025
Reterence
MSC

Project Code/Source.

GEN

16. Click “Choose File”. Locate documents to attach and click “Import”.
Import Document

CHOOSE FILE

or

Drop files here

Creating single document

Report-FMIS-MA-141764-08-01-13-09-2..  (z7aske) X

CANCEL IMPORT
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17. Click on save to save document to content manager. Close Content Manger when done.

1t Manager

+ B 8 t 2’8 @ © Ls=1D3 9 vewy o x

Filter by @QQEQ HOE ' 1 & I i

Attachment Filename

Attachment Title

COMMONWEALTH NORTHERN MARIANA ISLANDS | St
GENERAL JOURNAL ENTRY PROOF JOURNAL AUDIT

ournai Summary
Jourral Jourmal Desc_ Ref 2 Rt 3
2025 08 7519 SWEEP SCH 10 SWEEP TO 5301 Public
Src EMDate  Account Ref1  Account Description T o8 Debit Crean
Project String Line Description
GEN 08012025 9996-11520- MSC  CREDIT CARD ACCOUNT . 3801 720827485 Descriotion
SWEEP TO 5301 BK STMT APR2S
GEN 0501/2025 9996-10000- MSC  CASH - CHECKING - 5301 7.286.274.85 SWEEP
SWEEP FROM 5301 BK STMT APR2S
Totals TN 728621485
Journal Number Prefix
‘und Summary
fowr_ Pariod _Journal Eff Date
25 % 7519 050112025 Jognal
Fung  Fund Description Account Dbt Croa 7519
909 TREASURY FUND 9999-10000- CASH - CHECKING - 5301 720627485
969 TREASURY FUND %999-11520- CREDIT CARD ACCOUNT - 3501 7.286.274 85
Fund Totals T28627485 728627408
Jounal Period
Related Documents v A o
Filter by.
Jourmai Year
Date Keyl Key2 DocType 2025
** End of Report - Generated by Michwle 5. Camacho ** Reterence
MSC

18. Click “Release” to release journal for Approval. Print PDF, schedules and supporting documents to
route to the Director of Financial Services.

General Journal Entry/Proof [COMMONWEALTH NORTHERN MARIANA ISLANDS]

x|a m|+ /|39 &8 e @ B = 0" _|0 © 6 6 @26 © 06 0 O ©O

Journal Information

CLERK: Michele S Camacho

Effective cate * 05/01/2025 Short gescription * SWEEP WO number
Fiscal yoar * MSC Task number
Peod o8 may vendo
Journal 7519 Budget year coce 1
Source journai * GEN Due to/Due from tung
Eatity coge * 1 Reference 2 CH 10 T
Auto reverse journal * | N¢ - Reference 3 SWEEP T0 5301
Approval status Held
o T Propect string Project Descris 4 Org Otjeet propect Aceount Deseription Line Description ot €
1 9999 11520 CREDIT CARD ACCOUNT - 3901 SWEEP TO 5301 BK STMT APR25 MsC (]
9999 10000 CASH - CHECKING - 5301 SWEEP FROM 5301 BK STMT APR25  MSC 0
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Appendix I. Check Verification Receipt Sample

DEPARTMENT OF FINANCE
DIVISION OF FINANCIAL SERVICES - RECONCILIATION SECTION

CHECK VERIFICATION RECEIPT

TODAY'S DATE: TIME:
REQUEST RECEIVED FROM:
MEMO/LETTER/ [ | STOP PAYMENT REQUEST [ |INTER - DIVISION / SECTION
EMAIL REQUEST REQUEST
y GENERAL FUND
g::ﬁ: ::'nz: - FEDERAL GRANT
CHECK AMOUNT: CNMI PAYROLL
PAYEE: FEDERAL PAYROLL
REBATE
E IMPREST FUND:
STATUS OF CHECK: ] OUTSTANDING AS OF:
STALE DATED:,
CHECK CANCELED (CLEARED IN BANK)
ADDITIONAL REMARKS:
RELEASED BY: SIGN:
(Reconcillation Section Personnel) PRINT:
DATE:
(Acknowledged Receipr)
Appendix J. Period
MONTH PERIOD
OCTOBER 1
NOVEMBER 2
DECEMBER 3
JANUARY 4
FEBRUARY 5
MARCH 6
APRIL 7
MAY 8
JUNE 9
JULY 10
AUGUST 11
SEPTEMBER 12
ANNUAL FINALIZED 13
(FOR THE ENTIRE FISCAL YEAR)
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