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UC Riverside Policy requires departments to perform a monthly review of the ledger to determine the validity of charges and credits to the fund sources within their accountability structure. This review should also include analytical review procedures sufficient to provide assurance that each fund source will be expended in accordance with the terms and conditions of the award and any other restrictions that may apply. 
The new Ledger Reconciliation and Storage System (LRSS) provides a systematic way to satisfy the monthly ledger transactional/analytical review requirements contained in the UC Riverside Policy and Procedure Manual Section 200-97.  The System was developed to provide departments with an electronic means of documenting and storing evidence of the transactional/analytical review and to demonstrate that timely reviews are being performed. Additionally, the system has features which enable oversight by the Dean’s Office, as well as central campus offices such as Accounting and Audit & Advisory Services.
The campus has charged Control Units (offices of the deans and vice chancellors) with developing unit specific requirements regarding the implementation of the LRSS and guidance concerning control procedures in response to SAS 112 key control parameters. The guidance for CNAS is expressed below and in the more detailed CNAS Key Financial Controls Matrix (Matrix) documents. It is understood that one size will not necessarily fit all of CNAS; consequently, each department is required to confirm its procedures, if different from that expressed below and in the Matrix documents, in writing with the College’s Chief Financial and Administrative Officer on an annual basis. Additionally, at a minimum of once per year, each department should review the reconciliation process based upon the unit’s current environment, in concert with a risk assessment.

Ledger Reconciliation Matrix – Assigning Certifier and Reviewer Roles
Only FAO/MSO and director level personnel should be assigned the role of “Certifier”. FAOs having Financial Operations Managers (FOMs) on staff, may consider delegating this role to the FOM, provided the FOM is not also the assigned “Reconciler”.

“Reconcilers” should not hold positions having authority to approve expenditures or transact on accounts for which they have the responsibility for reconciling. It is recommended that this responsibility be delegated to analyst level staff, whenever possible. 
Campus guidance suggests using as few matrix rows as possible in the LRSS; however, large CNAS departments, in particular, may require more rows to accommodate the distribution of reconciliation efforts across multiple staff. 

Evidence of Review Activities
The LRSS storage function allows reconciled ledgers (Financial Transaction Detail Reports – FTDR) to be electronically stored on secure campus servers. Additionally,  the Adobe Acrobat annotator tool allows the reconciler to electronically document  the review process, note transactions for follow up, , etc. The on-line storage functionality of the LRSS system is a valuable tool to enable a systemic approach to demonstrating evidence of review activities, gain efficiencies through paperless review processes, and reduce paper use and filing space.  Effective January 2009, CNAS required all departments to upload the evidence of monthly ledger review into the LRSS system.  Departments may use the Enterprise Reporting System (ERS) reports for analytical reviews for PI and cost centered funds, provided that procedures are in place to ensure that the ERS agrees with the FTDR. If the ERS is used as the mechanism for reconciliation and/or analytical review, an annotated copy should preferably be uploaded into the LRSS, as evidence of the review/reconciliation process. If the department chooses not to upload ERS reports, they should retain annotated ERS summary pages, signed and dated by the analyst who performed the reconciliation, along with other backup documentation as evidence of the reconciliation.  
A critical part of the reconciliation process is resolving differences/invalid entries identified in the ledger. It does no good to note problems and do nothing about them. Reconciling items should be identified, investigated and explained with appropriate annotations made on the FTDR, the ERS or the DOPE/SuperDOPE extract. The reconciler should take follow-up action to ensure that correcting entries are processed in a timely fashion. 
See below for specific guidance concerning reviews of payroll transactions.

DOPE Review
Review of payroll activity and reconciliation to timesheets is a mandatory part of the monthly ledger reconciliation process. Departments may utilize SuperDOPE extracts, in lieu of hard copy DOPE reports, provided that query controls are in place to ensure that the data is an accurate representation of the DOPEs. Hard copy DOPEs do not need to be retained; however, the reviewed/annotated SuperDOPE extract should be signed and dated by the reconciler and retained with departmental records per University payroll records retention policy, as evidence of the reconciliation process. Use of the SuperDOPE extract is recommended; however, if hard copy DOPEs are used, they should be annotated, signed and dated by the reconciler, and retained with departmental records per University payroll records retention policy. 
Large departments/units may consider reviewing the DOPEs on a sample basis e.g., ~10% of the timesheets/transactions in each department reconciled each month. Departments should establish criteria concerning sample selection e.g., reconcile all transactions over a certain dollar amount, or review the entire DOPE for some funds, but do not review the same funds each month. Smaller departments should consider the practicality and benefit of 100% reconciliations.
Review of PPS PANs
The mandatory review of PPS PANs is a key internal control over payroll expenditures. Mandatory PPS PAN reviewers should reconcile PPS information to the appointment letter or other HR documentation which confirms that the appointment or adjustment has been appropriately authorized. They should also confirm effective dates of appointment, pay rate, completed I-9, FAU distribution is appropriate, availability of funding has been confirmed. PPS transactors should make notes in the “comments” section regarding authorization to establish an employee in PPS. Comments will appear on the PAN, thus enabling the mandatory review of the action.

Reviews of Non-Payroll Expenditures
Departments should rely heavily on front-end controls and the PAN review processes, to minimize the need for detailed reconciliations of actual expenditures to supporting source documents at the back-end during the monthly ledger review/reconciliation process. At a minimum, the PAN reviewer should examine each UCRFS transaction that triggers a PAN for: appropriateness of FAU distribution, accuracy/completeness, compliance with policies, regulations and other requirements and overall appropriateness e.g., associated with a budget and appropriate for the departmental operations, fund source, etc.
PAN transactions should be reviewed within two days of receipt of the PAN notice. Reviewers should refer to applicable source documentation, including evidence of authorization to expend the funds, if the transaction is not generated through a system with a “Requestor” role. The FAU distribution should be verified at the time of the PAN review. As part of their ledger reconciliation records, departments should retain evidence of follow-up actions triggered by the PAN review e.g., resulting NCT or FCT, including a clear explanation of the action, may be sufficient.
The review process for iTravel should include the same considerations as indicated above, including verification of the FAU distribution by the iTravel pre-approver or the final approver. If this is done, there is no need to review the transaction again during the ledger review process.

It is recommended that transactions exceeding $2,500 be reconciled to supporting source documentation, if they have not been validated during the month via mandatory PAN review. Low value transactions, less than $2,500, should be reconciled to supporting source documentation on a test/sample basis. Departments should pay special attention to areas that are at higher risk for errors e.g., recharges for catering or printing and reprographic services. Robust PAN review processes at the front-end during the month minimize the need for detailed reviews to supporting source documents at the back-end.
Review of Actual Activity to Operating Plans (Budgets)

Meaningful budgets should be developed/maintained and referenced as a control point in the analysis of actual financial activity. All funds must be reconciled on a monthly basis, with additional analysis of trends and fluctuations in income/expenditures and deviations from operational plans, expected burn rates, etc.,  performed with frequency sufficient to ensure sound financial management.  For any fund with a bottom line deficit, the documentation uploaded into the LRSS must reference the corrective action to be taken to clear the deficit.
Academic Planning and Budget’s website provides additional information concerning financial management, which can be found by clicking on the following hyperlink “Principles of Resource Planning and Resource Management” or visiting the website at http://apbtest.ucr.edu/bud_res_analysis/allocation/.

FAU Management
CNAS departments will be required to utilize the CNAS "FAU Management System", when it is deployed during the Spring/Summer 2009 quarter. The system will contain FAU elements, attributes about these elements, and how the elements may be used in valid combinations. Metadata may be entered into the system, to describe restrictions and other key information about the fund. All department personnel with transactional authority/access must be trained on and have access to this system. 
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