
STANDARD PRACTICE BULLETIN 
The School Board of Broward County, Florida 

 
SUBJECT: MONTH END CLOSING, BANK 
RECONCILIATION AND PRINCIPAL'S MONTHLY 
REPORT 
 

BULLETIN NO.: I-306 

PAGE: 1 of 2 
 

 

TOPICS IN BULLETIN: 
I. MONTH END CLOSING 
II. BANK RECONCILIATION 
III. PRINCIPAL'S MONTHLY REPORTS 
EXHIBITS REFERENCED: 
1 Principal’s Monthly Report  
2 Reconciliation Posting Journal 
3 Bank Adjustments Posting Journal 
4 Cleared Transactions Journal 
5 General Posting Journal 
6 Outstanding Transaction Report 
7 Copy of Bank Statement 
8a BSC Principal’s Monthly Financial Letter 
8b BSC Principal’s Monthly Trial Balance Summary 

 
 
 

I. MONTH END CLOSING 
 

On the last working day of the month, the bookkeeper or BSS should do the 
following on the computer: 

 
A. Go to Transactions>Financial>Series Post.   If there are any transactions 

listed, they must be posted. 
 
B. Go to Transactions>Purchases>Series Post.  If there are any transactions 

listed, they must be posted. 
 
C. Go to Transactions>Purchases>Post Checks.   Use the batch ID look up. 

Verify there is no check batch listed.  If there is a batch, it must be posted. 
 
D. Continue to do the current month’s work and wait for the bank statement or 

obtain it online. 
 

II. BANK RECONCILIATION 
 

After the bank statement has been received, a monthly bank reconciliation 
must be completed. Refer to Internal Accounts User’s Guide Section IV-C 
for bank reconciliation instructions. 
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III. PRINCIPAL'S MONTHLY REPORTS 
 

A Principal’s Monthly Report must be generated each month on the 
computer. Refer to Internal Accounts User’s Guide Section IV-B for 
instructions to print the Principal’s Monthly Report. 

 
NON-BSC SCHOOLS 

 
Once the Principal’s Monthly report and the bank reconciliation reports are 
completed and signed by the Bookkeeper and the Principal, the original reports 
must be placed in the order shown below, stapled together and ponied to the 
Business Support Center by the 15th of the month. This due date is not optional. 
Internal Audit Department is notified of reports not received by the established 
due date. 

 
1. Principal's Monthly Report (Exhibit 1) 
2. Reconciliation Posting Journal (Exhibit 2) 
3. Bank Adjustment Posting Journal (Exhibit 3) 
4. Cleared Transactions Journal (Exhibit 4) 
5. Transfer Posting Journal (Exhibit 5) 
6. Outstanding Transactions Report (Exhibit 6) 
7. Copy of Bank Statement (Exhibit 7) 

 
BSC SCHOOLS 

 
PRINCIPAL’S MONTHLY REPORTS ARE PREPARED BY BSC STAFF. 
 
The BSS will complete the bank reconciliation and the Principal’s Monthly 
Report by the 15th of the month.  These reports are verified and signed by a BSC 
supervisor and filed for audit purposes. 
 
Each month, a Principals Monthly Financial Letter (Exhibit 8a) will be delivered 
to the Principal at each BSC school.  The Principals Monthly Financial Letter will 
include the following attachments: 
 

1. A Principals Monthly Trial Balance Summary which, must be reviewed and 
signed by the Principal and be kept on file for audit purposes (Exhibit 8b) 

 

2. The school's bank statement (Exhibit 7) 
 

3. The bank reconciliation posting journal (Exhibit 2) 
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