
 
 
 

CHSS Reconciliation Guide for the Reconciler (Grants) 
 
 

The College of Humanities and Social Sciences is providing this document to assist departments in maintaining 
compliance with the University Reconciliation Policy 2114 and providing the College’s guidance to assist 
departments in standardizing the systems used to complete reconciliation on sponsored project funds. 

 
Reconciliation, as required by the University, is a systematic review of financial activity to verify charges 
and credits are accurate and appropriate. When verifying financial data for accuracy, source documents 
must be compared against posted and outstanding transactions. This ensures proper stewardship of 
financial resources and helps identify any errors in a timely manner. 

 
Monthly reconciliations on grants are strongly encouraged, especially towards the end of a Fiscal Year. Bi‐ 
monthly reconciliations are mandatory. 

 

Definitions 
 Reconciler: The individual who performs the reconciliation and prepares documentation for the 

Approver/PI to certify. Reconcilers must verify that all charges and credits (and outstanding/pending 
transactions) on the fund have been reviewed and are supported with appropriate documentation. 

 Approver: An individual who is responsible for approving the work of the reconciler and is responsible 
for the fund. Since PIs have responsibility for funds, the PI CAN and SHOULD sign as the Approver. 

 PI Certification: For sponsored research funds, the PI is required to ensure that expenditures are 
made for the intended purpose of the grant or contract in accordance with sponsor requirements as 
well as university policies and procedures. In all situations, the PI must review the reconciliation and 
approve that all charges and credits are allowable, allocable and reasonable and ensure that 
reconciliations are accurate and timely. If the unit has someone else who signs as the approver (for 
example, a research faculty working on the grant) then the PI MUST also sign in the PI certification 
block. Please note, all PIs are Approvers, but not all Approvers are PIs. 

 
Reconciliation Certifications: 
Completed Certifications must be submitted to the CHSS shared drive folders of each specific department 
within 60 days of the last day of the month that is being reconciled (i.e.: month ending July 31st must be 
reconciled, approved, and submitted in the shared drive folder by September 30th). 

• Certifications submitted to the dean’s office shared drive folders will be reviewed on a regular basis for 
completion and compliance. 

• When a certification meets the requirements listed below, it will be recorded in the college’s 
reconciliation log as completed. 

• The finance team will reach out to reconcilers to provide feedback on certifications that do not meet 
the requirements. This will be done via the Reconciliation Certification form. 

• Reconcilers should keep copies of certifications and source documents on their department shared drive 
(preferably not the dean’s office shared drive folders) which should also be visible and accessible to 
other staff members in the department and readily accessible for auditor review. 

https://universitypolicy.gmu.edu/policies/reconciling-departmental-and-sponsored-fund-accounting-records/


 
 
 

Reconciliation Certification Requirements: 

□ Signed/approved and dated by the reconciler and approver/PI (completed within the 60-day timeline) 
□ Reconciliation Certification must be exported from MicroStrategy after the month closed (per 

Controller’s and dean’s office email) in the standard template 
□ Individual PDF per fund for each month/bi-monthly period 
□ PDF is fully legible 
□ PDF submitted for CHSS Dean’s office review does not contain source documents 
□ PDF submitted for CHSS Dean’s office review has all pages and approvals combined into one PDF file 

(multiple documents/files for one reconciliation record will not be acceptable – Adobe Pro is easily 
accessible to all staff to combine multiple documents into one file) 

□ All documents must be in PDF, Excel files should not be uploaded due to compliance 
□ PDFs uploaded to the dean’s office shared drive folder must contain the following naming conventions: 

 
202222_Cohen_January 2020_Recon (for single month reconciliations) 
202222_Cohen_January ‐ February 2020_Recon (for bimonthly/multiple month 
reconciliations) 



Certification approval options: 
1. Original Signature: Reconciler and Approver (PI) physically sign and date the reconciliation form. 
2. Electronic Signature: Reconciler and Approver (PI) certify and date the form with an e-signature 
program (i.e. Adobe’s eSign service). 
3. E‐mail Certification: Reconciler emails the Approver the Reconciliation Certification record including the 
reconciler statement (‘I, the reconciler,…’) provided below in the body of the email. The Approver (PI) reviews 
and responds to the email with their approval certification. A reconciler may use a screen shot of the summary 
page in the email for electronic certification, but it it’s not required. However a copy of the full reconciliation 
report (with all 5 tabs) should be attached and sent to the PI for further review. 

 
Email Certification Template: 
Fund/ORG: 

Title: Month(s) of: 

Total Expenditures during this period: 

I, as reconciler, certify that I have reviewed all charges and credits on the fund/ORG and have confirmed those 
transactions with source documents as appropriate. After your review of the attached reconciliation, please 
respond to this email that you have reviewed the reconciliation and certify all charges and credits to the 
fund/ORG are appropriate and necessary. 

‘Reconciler Signature Block’ 
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