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Activity 1: Fiscal Year End Reconciliation Worksheet
Reconciliation Instructions

Reconciliation is the process by which the institution confirms the amount of Title IV funds disbursed by the institution to ensure that institutional records—both in the financial aid and the business office—reflect the same data. This data is then reconciled to the information in G5 System (Formerly GAPS). The business office should reconcile its bank account information (Federal account and operating account) prior to reconciling with the financial aid office.  The bank account reconciliation should reconcile funds received by the institution into its depository account from the Treasury with the funds transferred to the operating account.

The Fiscal Year-End Reconciliation Worksheet  provides a format in which the institutional data may be easily compared. If the net expended amounts differ, those discrepancies must be noted and resolved. Differences may be due to timing issues related to the reporting of disbursements by the financial aid office and the actual draw of cash by the business office (similar to reconciling outstanding checks in a personal bank account).

The amounts listed for the financial aid office should be the monthly totals reported as disbursed to and adjusted from students by the financial aid office. The business office totals should be the monthly totals disbursed to and refunded from student accounts. The G5 amounts should be the monthly totals advanced from and refunded to the institution from G5. The following offices should be involved in this process: Financial Aid Office, Business Office, Financial Aid Systems, and/or Direct Loan Systems.

Refer to the next page for column descriptions for this worksheet.
File Review Exercise/Fiscal Section Column Descriptions
· Financial Aid Office Columns: Calculate the totals for the amounts disbursed for each program (according to Financial Aid Office records).

· Business Office Columns: Determine the amounts disbursed from each program (according to Business Office records, ledger, bank statements, etc). Calculate the totals for each program. Identify if you maintain separate ledgers for each Title IV Account.

· G5: Record the amounts in each column as reported in G5. 

· COD: Record the amounts for Federal Pell Grant, ACG, National SMART, Direct Loans, and TEACH Grant as reported in COD. The COD website provides a number of reconciliation tools, including several reports such as the Pell Electronic Statement of Account (ESOA), Pell Year To-Date (YTD), ACG ESOA, National SMART ESOA, ACG YTD, National SMART YTD, TEACH Grant ESOA and TEACH Grant YTD. For Direct Loan Schools, the School Account Statement (SAS) is also available. Use these reports and record the totals in the columns indicated. Please refer to the COD Website to request these reports (and a variety of other reports to assist with the reconciliation process).

· FISAP Totals Column: For schools participating in the Campus-Based Programs, complete the FISAP Totals to ensure that the amounts reported on the FISAP for the applicable year match with the school’s reconciled fiscal records for each applicable program.

Note: Since FFEL funds are not drawn from G-5, the Financial Aid Office and Business Office should work together to ensure all FFEL funds disbursed to students can be accounted for.  In order to do this, it is recommended to complete the FFEL monthly reconciliation worksheets.  There are monthly worksheets for schools receiving funds via EFT or Master Check and for schools receiving individual checks for students.

Click here to review the Fiscal Year End Excel worksheets for 4 most recent academic years.  

If any amounts do not match for any program, the school should take appropriate action to resolve the discrepancy to ensure all accounts are in balance and complete an Action Plan if necessary.
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