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Budget Tracking Worksheet and Reconciliation

Purpose: Regular reconciliation should be dongour department to provide
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5. Investigate and resolve any discrepancies, as necesBaryguestions on
o Personal ServiceBudget 2293335710
o EncumbrancesPurchasing 223335708
o PaymentAccounts Payable 228835708

Continue to file and save each source document to review.

7. When finished, document for your records that reconciliation for each
budget was completed for that month.

8. Communicate with department members regarding budget priorities and
progress

9. Communicate with Dean and/or Vice President to keep them current
regarding the changes in needs and the impact for the school’s or division’s
goals

10.Meet yearend deadlines for purchases, etc.
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