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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: 

• Standardize reconciliation procedures to support timely and reliable financial reporting. 

• Reduce dependency on manual processes by maximizing the capabilities of the Munis Bank 

Reconciliation Module. 

• Strengthen internal controls and support audit readiness by ensuring all discrepancies are reviewed, 

documented, and resolved. 

• 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: 

• Validation of Ending and Adjusted Bank Balances 

• Identification of Outstanding Checks 

• Reconciliation of ACH Reject Reports 

• Verification of Unadjusted Book Balances 

• Classification and resolution of Reconciling Items 

• 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 

• 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. 

• Account Inquiry Report – known as the “General Ledger Report” before using the Munis. This report can 

be exported to Excel. 

• 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”. 

• BAI Files – Bank Administration Institute Files 

• 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. 

• 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. 

•  Bank Statement – Gives a clear view of all account activity, including deposits, withdrawals, fees and 

interest. 

• BOG – Bank of Guam 

• 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. 

• Credit Card Depository – The process of transferred funds from a credit card to a bank account. 
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• 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. 

• CNMI – Commonwealth of the Northern Mariana Islands 

• 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. 

• 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. 

• Discrepancy – A difference between the CNMI financial records and the bank statement that requires 

investigation and resolution which are further categorized as “Reconciling Items”. 

• EFT – Electronic Fund Transfer 

• JDE – J.D. Edwards Financial Management System 

• Munis – A centralized portal or dashboard related to the Tyler financial systems. 

• NAP – Nutrition Assistance Program 

• NMTIT – Northern Marianas Territorial Income Tax 

• 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. 

• 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). 

• 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. 

• PUA – Pandemic Unemployment Assistance or the Federal Pandemic Unemployment Compensation 

(FPUC) 

• 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. 

• 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.  

• RMIS (Revenue Management Information System) – New tax system. 
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• SOF – Secretary of Finance 

• 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. 

• 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). 

• 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. 
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Section 1.4 Flowchart 
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SECTION 2: PROCEDURES AND CONTROLS 

Section 2.1 Reconciliation Timeline 

Section 2.1.1 Documents Timeline 

• BAI File is sent by the bank to FS Recon staff every end of business day and imported daily the following 

working day. 

• Bank Statements are ready for viewing and downloading after the month end. 

• Bank reconciliations for all accounts must be completed within a reasonable timeframe upon receipt of 

the bank statements. 

• If no issues are identified, reconciliation should be completed within 2 to 3 days. 

• If issues are present, the process may take 1 to 2 weeks. 

• The timeline may also vary depending on the volume of Journal Entries VS. Bank Entries. 

• 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. 

I. Monthly (Period 1 to 12) 

• 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 

• 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. 

 

II. 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. 

3. 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: 

• BAI Uploaded (Daily process, Every morning) 

• Not Started 

• Started 

• Matched 

• Researched 

• Adjusted 

See sample report: Appendix A. DOF FY 22 Audit Preparations Report 

 



BANK RECONCILIATION POLICIES AND PROCEDURES 
 

 

                                                                                                 
 

Bank Reconciliation SOP – Version 1.0                                                                                                                                         Page  < 11 > 

Section 2.2 Preparing for Reconciliation 

Section 2.2.1 Accounts to be Reconciled 

I. 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. 

• 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. 

• IRS USA (SS and Medicare) tax payments automatically get deducted from the general fund. 

 

II. 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. 

III. Federal Grant 

Federal Grant are grant drawdowns received through EFT from federal grantors. These funds are used to 

finance federally funded operations and services. 

IV. 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. 

VI. 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. 

VII. 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.  

VIII. Imprest Fund 

https://cnmilaw.org/pdf/cmc_section/T4/1714.pdf


BANK RECONCILIATION POLICIES AND PROCEDURES 
 

 

                                                                                                 
 

Bank Reconciliation SOP – Version 1.0                                                                                                                                         Page  < 13 > 

Imprest funds are essentially petty‐cash or revolving cash accounts used for designated, and often minor, 

expenditures. 

Below are all the current accounts: 

• Supreme Court 

• Superior Court 

• Special Disability (Workers Compensation) 

• Law Revision 

• CNMI Lottery  

• 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. 

I. Download BAI File 

a. In the 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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• If file is not received in text document, rename the file, and add “.TXT” then upload. 

• Make sure to save the BAI file on shared folder with a note of “Imported”. This is the final 

step in downloading BAI file from Bank of Guam. 

 

II. 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 

c. Import Options: 

• Import Path – click on the small magnifying glass (side note of “choose a file to import”) 

• 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 

I. 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: 

• Credit and Debit memo’s 

• Checks that have cleared the bank 

• Deposits and WEB transfers (incoming and outgoing) 

• 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 

• General Fund  

• Federal Grants  

• CNMI Payroll  

• Rebate Trust Fund  

MONTHLY 

• American Rescue Plan Act (ARPA) 

• CNMI Lottery  

• Credit Card  

• Collection Clearing  

• Superior Court  

• Special Disability / Workers’ Compensation Commission (WCC)  

• PUA FPUC Trust Fund  

• Law Revision Commission 

• Capital Improvement Project (CIP) 

• Supreme Court  

• Rota Imprest 

• Tinian Imprest LAST ACTIVITY 07/30/2024 

• Joeten Kiyu Public Library LAST ACTIVITY 03/11/2024 

• Animal Health LAST ACTIVITY 03/22/2024 

• 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. 

 

II. 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: 

• Current Month 

• Fiscal Year 

(2) Once data is available, export the reports to Excel. 

 

III. Schedules and Other Documents 

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

• 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) 

• 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: 

• Schedule of Unrecorded/Unposted Check Disbursements 

• Stale and Outstand Check Listing Schedule 

• Stale and Outstanding Check Guideline Dates 

• 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: 

• Light Yellow – Matching transactions 

• Light Pink – Voided transactions 

• Light Green – ACH reject items 

• Orange – Bank In/Out transactions and corresponding journal entries 

• 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: 

• Bank fees 

• Interest earned (savings account only) 

• Unposted deposits (discrepancy on unidentified revenues) 

• 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: 

• 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: 
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• Un-Adjusted Beginning Book Balance – this amount is before the reconciliation items 

• 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: 

• 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: 

1. Click My Searches 

2. Add new search 

3. Enter Check Number 

4. Click on the check run batch 

5. Lists of check numbers will appear 

Common Types of Discrepancies Include: 

• Errors in data entry (e.g., transposed numbers, duplicate entries, over/under amount) 

• Transactions recorded in the wrong accounting period 

• Bank errors, such as incorrect transaction amounts or missing transactions 

• Unrecorded transactions such as fees 

• Void checks cashed in bank 

• Stale checks cashed in bank 

• Duplicate disbursements 

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

Reconciling Items: 

• 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. 

• 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: 

• Stale and Outstand Check Listing Schedule 

• 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: 

• Responsible party is advised about the discrepancy and if the finding is acknowledged, and properly 

enters/posts the adjustment, the discrepancy is considered resolved. 

• 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 

• Ending balance of the bank statement 
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• Bank reconciliation items 

• Adjusted ending bank balance 

▪ Book Balance 

• Adjusted beginning book balance (previous period adjusted balance) 

• Debit/Credit Memo 

• Book reconciling items 

• 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: 

• Ending Bank Balance 

• Outstanding Check Listing 

• 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 

• 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 

• 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. 

• Ensure sufficient staffing and resources to meet reconciliation deadlines and reduce reliance on 

manual processes. 

• Updates Recon Staff with emails and/or meetings from the upper management and upcoming 

trainings 

b. Staff 

• 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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• All staff involved in reconciliations must undergo comprehensive training on the module during 

onboarding and as needed. 

• Regular training sessions must be provided to ensure staff proficiency in using the Bank 

Reconciliation Module and understanding the reconciliation process. 

• Cross-training must be conducted to mitigate risks associated with staff turnover and ensure 

coverage during absences. 

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

• Check Verification Receipt (See Appendix I) 

 

Other Division 

• Director of Financial Service review, approve and signs the Report after the Recon Manager 

• Secretary of Finance shall be responsible for final approval of the Bank Reconciliation monthly and 
fiscal. 
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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. 

 

2. Double click on the file to download. 

 

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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4. Verify that all three items above are selected. 

 
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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Appendix B. Bank Statement 

Sample Bank Statement from the Supreme Court Account (Bank Reconciliation Process) for the month of April 

2025. 

 

Appendix B.1 Downloading Bank Statement 

Access is authorized by SOF or Treasury. 

1. Login to the bank   

 
2. On the left-hand side, click Services > Statements 
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3. After clicking statements, it will bring you to a drop-down menu. 

• In the “Select an Account” type in the last 4-digit bank acct # > select  

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

 
4. Click “Download document” 

5. Download should pop up on your top right-hand corner, open the document. 

6. Go over to ensure if check images are shown. 

7. Once the document is open and looked over, click the download within the image. 
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8. Once clicked, open the shared folder > Recon Section > Bank Statements > Select respective Fiscal 

Year > Select respective bank account. 

 
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). 

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

 

Appendix C.1 Stale and Outstand Check Listing 
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Appendix C.2 Stale and Outstand Check Guideline Dates 
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Appendix D. Bank Reconciliation Report
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Appendix E. Annual Finalized Reconciliation Report 

 



BANK RECONCILIATION POLICIES AND PROCEDURES 
 

 

                                                                                                 
 

Bank Reconciliation SOP – Version 1.0                                                                                                                                         Page  < 38 > 

 



BANK RECONCILIATION POLICIES AND PROCEDURES 
 

 

                                                                                                 
 

Bank Reconciliation SOP – Version 1.0                                                                                                                                         Page  < 39 > 

 



BANK RECONCILIATION POLICIES AND PROCEDURES 
 

 

                                                                                                 
 

Bank Reconciliation SOP – Version 1.0                                                                                                                                         Page  < 40 > 



BANK RECONCILIATION POLICIES AND PROCEDURES 
 

 

                                                                                                 
 

Bank Reconciliation SOP – Version 1.0                                                                                                                                         Page  < 41 > 

 

Appendix F. Match transactions (Color coding) 

 

Appendix G. DOF FY 22 Audit Preparations Report 
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Appendix H. General Journal Entry/Proof 

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

 

2. Click + Add 

 

3. Fill out required fields. 

a. Effective date: GL Date/Bank Date 

b. Source journal: GEN 

c. Short description: Description of schedule (ex: OCTBANKFEE) 

d. Journal reference: Reconciliation section employee’s initial  

e. Reference 2: Respective schedule number 

f. Reference 3: Name of schedule 
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4. Click Accept. 

5. Click “Update”. 

 
6. Click on the three dots under Field Value. 

 
7. Select “Finance” and click “Accept” twice. 

8. Click “Back”. 

 

9. Fill out required fields. 

Line 1:  

• Org: 9999 

• Object: 11520 

• Line Description: SWEEP TO 5301 BK STMT APR'25  

• D/C: C  

• Amount: 7,286,274.85 

Line 2: 

• Org: 9999 

• Object: 10000 

• Line Description: SWEEP FROM 5301 BK STMT APR'25 
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• D/C: D 

• Amount: 7,286,274.85 

 

 

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

 
12. Select “The current journal only” and click “Accept” 
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13. Adobe Acrobat window should open with the PDF. Print PDF. Save PDF. 

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

 
16. Click “Choose File”. Locate documents to attach and click “Import”. 
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17. Click on save to save document to content manager. Close Content Manger when done. 

 
18. Click “Release” to release journal for Approval. Print PDF, schedules and supporting documents to 

route to the Director of Financial Services. 
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Appendix I. Check Verification Receipt Sample 

 

Appendix J. Period 

 


