Cash Reconciliation Process

Bank Statement vs. General Ledger vs. Raisers Edge

December 2005


Throughout the month (Branches and Association Office)

· All Bank deposits must be made daily.  Never hold deposits.  If the person responsible for making deposits is not available, backup arrangements must be made.

· Bank receipts for transactions entered into Y Metro (AS 400) must match.  

· Bank Receipts for all deposits made should be forwarded to accounting daily.  Include branch number and type of deposit (Y-Metro or RE).

· Transmittal forms submitted for entry into Raisers Edge must match bank receipt.  Include copy of deposit ticket, check stubs or copies, and supporting documentation with transmittal form. Include the actual date of deposit on the deposit ticket and transmittal form.

· Checks received for endowment should be forwarded to Accounting.

· Checks received for the sale of stocks, or vehicles should be on a separate deposit.  (They have a unique way of entry into Raisers Edge).

· Transmittals must be submitted daily.

· Each transmittal must equal the total of the deposit made.

Raisers Edge entry:

· All activity must be entered into Raisers Edge within a 48 hour turnaround.  Batch deposits with questions must be resolved immediately.

· Gift Dates are the date of the deposit.  (This assists in the actual cash reconciliation process)

· Gift types and payment types should be entered as indicated on the attached matrix. (Rule of thumb – if actual cash was not received, the gift type is NOT cash i.e. payroll deductions, etc.)

· Once a batch is entered it must be  “committed” within 24 hours.  (This is the RE  process that indicates that the entry is complete.)  Noncommitted batches will not show up on reports used to post to the general ledger.

· Once a batch is entered and committed it should NOT be modified.  Changing an entry after this time could result in duplicate journal entries.

· The end of the month should be coordinated with accounting and data entry to ensure that all activity has been entered.

· New funds set up must be forwarded to accounting for table file maintenance.

Accounting Activity:

· Accounting receives daily deposit receipts from all branches making deposits.

· Maintain file of receipts for future use

· Accounting receives daily composite report for operating bank account.

· Maintain spreadsheet – cash activity tool

· List all deposits from daily bank composite report

· List all misc transactions from daily bank composit report

· Identify transaction categories on spreadsheet

Misc journal entry

AS 400 transaction

Raisers Edge batch

· Deposit receipts are matched to bank report, Raisers Edge commit reports, AS 400 transactions.
· Upon receipt of commit report from financial development, check batch total against actual deposit and log on cash worksheet.  Any discrepancies must be immediately researched and resolved.

· Weekly, review AS 400 transactions, match with deposit receipts, log on cash worksheet.  Transactions without deposits should be researched and immediately resolved.

· Discrepancies in AS 400 totals should be researched and adjusted immediately

· Misc cash entries should be made throughout the month (Daily bank activity – PNC, transfers, etc.)

· Weekly review of cash log to determine deposits that have not yet been entered in Raisers Edge or AS 400.  Immediate follow-up with branches and/or development required.


	Gift Type


	Gift Subtype
	Personal check (can include money orders)


	Business Check (can include money orders)
	Cash
	Credit Card
	Other


	Notes


	Cash receipts report?

	Cash
	
	Yes
	Yes
	Yes
	No
	Yes
	“Other” payment type represents ACH, EFT, wire transfers, directly into operating bank account (NON Y-Metro EFT’S).  
	Yes

	Cash
	Credit Card
	No
	No
	No
	Yes
	No
	Does NOT include “recurring” credit card entries or Y-Metro EFT’s.
	Yes

	Cash
	Foundation
	No
	Yes
	Yes
	No
	Yes
	“Other” payment type represents ACH, EFT, wire transfers, directly into operating bank account.  
	Yes

	Cash
	Government
	No
	Yes
	Yes
	No
	Yes
	“Other” payment type represents ACH, EFT, wire transfers, directly into operating bank account.  
	Yes



	
	
	
	
	
	
	
	
	

	Pay-Cash
	
	Yes
	Yes
	Yes
	No
	Yes
	“Other” payment type represents ACH, EFT, wire transfers, directly into operating bank account.  
	Yes



	Pay-Cash
	Credit Card
	No
	No
	No
	Yes
	No
	Does NOT include “recurring” credit card entries.
	Yes



	Pay-Cash
	Foundation
	No
	Yes
	Yes
	No
	Yes
	“Other” payment type represents ACH, EFT, wire transfers, directly into operating bank account.  
	Yes



	Pay-Cash
	Government
	No
	Yes
	Yes
	No
	Yes
	“Other” payment type represents ACH, EFT, wire transfers, directly into operating bank account.  
	Yes



	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	MG-Pay Cash
	
	Yes
	Yes
	Yes
	No
	Yes
	“Other” payment type represents ACH, EFT, wire transfers, directly into operating bank account.  
	Yes



	MG-Pay Cash 
	Credit Card
	No
	No
	No
	Yes
	No
	Does NOT include “recurring credit card entries.
	Yes



	
	
	
	
	
	
	
	
	

	Other
	
	No
	No
	No
	No
	Yes
	No Money deposited into operating bank account. (Beacons) 
	No



	Other
	Credit Card
	No
	No
	No
	Yes
	No
	Recurring Credit Card entries
	No

	Other
	Payroll Deduction
	No
	No
	No
	No
	Yes
	Payroll Deductions only
	

	Pay-Other
	
	No
	No
	No
	No
	Yes
	No money deposited into operating bank account
	No

	Pay-Other


	Credit Card
	No
	No
	No
	Yes
	No
	Recurring Credit card entries
	No

	Pay-Other
	Payroll Deduction


	No
	No
	No
	No
	Yes
	Payroll Deductions only
	No



	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


      Payment Method





Determines G/L account














