HOW TO RECONCILE YOUR MONTHLY STATEMENT OF ACCOUNT
The Program Coordinator will download the transaction files from Bank of America monthly on or about the 25th or 26th of the month.  Cardholders will be notified via email that statements are available and that transactions need to be reconciled.  Reconciliation will be done on-line using the P-Card software.  Statements must be reconciled by the cardholder and approved by the Approving Official by COB on the due date provided by the Program Coordinator in the email. NOTE:  Failure to reconcile your statement by COB on the date due will result in the loss of your credit card privileges for a period not to exceed 60 days as determined by the Program Coordinator.


1.  After logging into the program, you want to go to the “P-Card” drop down menu and select “Reconcile.”  This will bring up all charges on your statement for the month.  


2.  NOTE:  You can modify your Order Log up to the time of reconciliation.  So if you know after looking at the charges on your statement that a particular Order Log needs to be fixed prior to reconciliation, you need to then go into that Order Log and “modify” it at that time.

3.  To reconcile you will need to go into each charge individually by clicking the “Unmatched” area next to the charge.  Once the charge is open you will then click the “Find” button which will bring in a listing of all your unreconciled or partially reconciled order logs. After identifying which order the charge goes with you will then click the “Load” button.  This will then bring all the Order Log information into the charge window.  


4.  Then you will need to reconcile the statement accordingly.  If all items were received you will need to fill in the “Qty. Received” area to the right of each line item with the number of items received if you had not previously done so.    Then at the bottom of the window you will need to answer the following questions by using the mouse to mark the correct box:  All Items Received:  Yes or No (if you answer “No” it will leave the Order Log open for future reconciliation); Disputed:   Yes or No (if disputing an item or item(s) you should notate that information in the “Comments” area); Reconciled:  Yes.  If all items were not received then you need to modify the “Qty” area to match the “Qty Received”.  Items not reconciled, as a part of the transaction, must be deleted from the bottom of the order log item listing to the top.  Items deleted in the transaction detail window are deleted only from the transaction and not from the order log.  The quantity and line item information in the transaction detail window should include only those items and quantities reconciled or disputed as a part of the transaction


5.  Once you have matched each charge on the statement to it’s respective Order Log you should click the “DONE” button.  This button will not be available until all charges on the statement have been reconciled to their respective Order Logs.  After clicking the “DONE” button you will get a message regarding the printing of an “Audit Report.”  Please make sure to print this report as it’s the copy of your statement that you will need for your records.  It is recommended that you have your Approving Official sign this copy for your records.  Once you have clicked the “DONE” button the system will automatically forward the statement to your Approving Official; and he/she will receive an email from the system letting him/her know that they have a statement to approve in the system.

Credits -- identified by a dollar amount in red in your reconciliation window.   A Credit may be the result of your submission of a Dispute Form to Bank of America GCSU or of a voluntary credit by the vendor.    

You will need to reconcile the credit to the appropriate line(s) on the order log that it originally applied to.  If the credit is for a different amount than what was on the original order log you will need to create a new order log and link the credit to it.   You will want to reference the original order log number in the “Item Description” area.  If you know you are going to be receiving a credit from the vendor always try and find out the exact amount the credit will be for so that your order log can be modified to include a line or lines that will total the amount of the credit to be received.   Otherwise you will not be able to link it to the original order log.    Remember that once a line on an order log has been reconciled to a charge you cannot modify that particular line item on the order log, unless you are reducing the quantity (Example: you originally order 2 each of an item, but only received one and was charged for only one on your statement.   If at that time you decided to cancel the second one, you would be able to modify that line item to reduce the quantity to 1 each in lieu of 2 each.

DISPUTES -- HOW TO HANDLE  DISCREPANCIES ON YOUR MONTHLY STATEMENT 

Taxes or Transportation costs cannot be formally disputed, but you can ask the Vendor to credit your credit card.  


1. If you find a discrepancy on your Monthly Statement, call the vendor for information and make every attempt to resolve the problem informally and/or directly with the merchant.  This approach has the most potential for quick, efficient resolution of the issue. 

2. If you cannot resolve an issue with the Vendor you will want to make a note on the order log and then submit a form dispute form to the Bank for processing.

· FAX a Bank of America Dispute Form for each disputed charge within 60 days from the Monthly Statement date to:

Bank of America GCSU, Toll-free FAX number 1-888-678-6046

Unresolved Disputes:  If the issue cannot be reasonably resolved with the merchant or the problem is an unresolved transaction or “billing error,” the cardholder should fax the Dispute Form to the Bank of American GCSU at (toll-free) 888-678-6046.   Upon receipt of the Dispute Form, the cardholder will receive a provisional credit.  Bank of America will acknowledge the billing error assertion in writing within 30 days of receiving the assertion.  Additionally, Bank of America will resolve the billing error assertion within two full billing cycles after the assertion, not to exceed 90 days.

If Bank of America determines that a billing error did not occur, the transaction amount will be billed on the next statement after the dispute investigation is complete, and a letter will be mailed with an explanation.  If Bank of America determines that a billing error did occur, the cardholder will receive a letter advising them that the error has been corrected, and the credit will remain on the cardholder’s account.
