Checking Account Reconciliation
Procedure

National Catholic Committee on Scouting

Purpose

The purpose of this procedure is to ensure the accurate and timely reconciliation of the
National Catholic Committee on Scouting checking account, safeguarding financial
integrity and supporting sound financial management practices.

Scope

This procedure applies to all responsible for financial recordkeeping and reconciliation of
the National Catholic Committee on Scouting

Responsibilities

e NCCS Administrator: Performs monthly reconciliation and reports discrepancies
within 28 days of the end of the previous calendar month.

e Vice Chair Finance: Approves final reconciliation and addresses unresolved issues.
Upon completion, forwards to the National Chair and NCCS Finance Advisor for

review and any questions.

Procedure Steps

1. Gather Documentation by downloading the NCCS checking account statement
from Morgan Stanley and compare it to the Quick books for that month including
downloads from Woo Commerce, Safe Serve and debit card transactions.

o Receipts for expenses over $25.00 must be included.
Obtain the latest bank statement for the checking account.
Collect the organization’s Quick Books ledger, for the reconciliation period.
Verify Opening Balances
Ensure the opening balance on the bank statement matches the closing balance
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from the previous reconciliation.



Reconcile Quick Books to the Checking account statement making sure all credits
and debits are properly recorded.

Reconciliation will be completed by the 28th'™ of the following month.

. Alldocumentation must adhere to the NCCS Record Detention and Destruction
policy.

. Anydiscrepancy must be reported immediately to the Vice Chair of Finance. If
necessary, follow the NCCS Whistle Blower Policy.



