Bank reconciliations
There are different ways of doing bank reconciliations – some bookkeeping systems are linked up with the bank and can do it automatically. If the bookkeeping system is not linked with the bank, it must be done manually. 
Reconciliation must always, as a minimum, be done monthly and must be approved by someone else than the one who prepared the reconciliation.
If your organisation uses a cash box, it must also be reconciled monthly.
All project-related documents must be stored for at least 10 years after the grant has been finalized and approved.
Manual reconciliation
If the bookkeeping system is not linked with the bank, reconciliation must be done manually. You can e.g. follow this procedure:
1. Print all posts from the bookkeeping system.
2. Make a transcript from the bank of the last month. If you use online banking, print it directly from there. If not, have the bank prepare a transcript for you.
3. Compare the two documents. Are all posts in the bookkeeping system identical with the bank transcript? If not, find out why, and correct it.
4. Sign the reconciliation either digitally or physically and send it for approval to someone else.
5. Another person than the one preparing it goes through the reconciliation and approves it.
6. Store it in a way it can easily be located.

Bookkeeping system linked with bank
If the bookkeeping system is linked with the bank, the process can be as follows:
1. There is a function in the system where it reconciles automatically. Some systems allow multiple users, so you can see who prepared it and who approved it. The important thing is that it is possible to track who has prepared the reconciliation and who has approved it.
2. If it is not possible to track the different users, the reconciliation must be approved manually by someone else than the one who prepared it. It can be done by:
a. Printing out the reconciliation and signing it in hand.
b. Approving the reconciliation via email. Make sure that the reconciliation is attached to the email, and that it is stored in a way it can easily be located upon request.
