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Local School Bookkeepers……..
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End of Month Checklist
School: _______________________________________

For the Month of:  _______________________________

Month End Reports

*** All items are due to Keri by the 3rd of the month***

1 Clear Interfund Payables

2 Bank Statement 

3 Missing Check Report

4 Verification Report

5 Trial Balance by Class 4 & Class 5 (One report)

6 Principal's Report (MUST BE SIGNED)

7 Encumbrance Report

8 Reconciliation Report (MUST BE SIGNED)

9 Receipts Report

10 Cash Receipts Journal

11 Cash Disbursement Audit Trail

12 Purchase Orders by PO Prefix

13 PO as of Date Selected 7101 & 7501 (One report)

14 Budget Analysis 7101 & 7501 (One report)

15 Account Number Detail Report

16 Explanations of each JE - including JE approval (except interest JE)

17 Export Report

18 Reports of Fundraising Activities 
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Bank Reconciliation

First step to closing out the month –
Download your Bank Statement
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Bank Reconciliation

Post Bank Interest



Reconciliation Report
a. Select Accounts Payable menu

b. Select Bank Statement Reconciliation

c. Select Check Reconciliation

d. Check the statement ending date to make sure it is correct. If the statement date is incorrect,

you will need to reconcile the bank code from the previous month.

e. Enter the ending bank balance (from bank statement) in the box titled End Balance

f. Place a check mark in the box beside each check cleared (including reconcilable items)

g. If there are new reconcilable items, click add; and add each item that appears on the bank

statement.

i. NSF Checks – describe as NSF, last name and check number (Ex: NSF Jones Ck 1234).

Enter as a receipt.

ii. Bank Charges – use clear descriptions (example: bank charge – deposit slips)

• After all checks are cleared and reconcilable items are cleared or added, click save 

• Click Run Summary Report; Make sure you are in balance 

• If you are in balance, check the box titled print report 

• A new box will appear titled print journal entries, place a check next to this box 

• Click enter 

• Print report 

• Have Principal sign in designated spot 

Always hit RECON each month after finish reconciling



Reconciliation tips when you don’t balance

*Make sure you tie your cleared amount on your bank reconciliation to 
the bank accounts debits.  

*On your payroll account, if you have a direct deposit payment to the 
bank, that amount will not show up on the cleared report so you have to 
remove that amount from the bank statement debits in order to tie.  There 
may be some additional items that you have to reconcile to tie to that 
amount.

*Always make sure your debits and credits that show on your bank 
statement agree to your general ledger debits and credits for cash 
(function 0111).  Sometimes you pull a report then make changes because 
the phone rings, someone comes in, etc.  



Verify Statement and Book are in Balance 
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Bank Reconciliation

Print Report



Verification Report
a. Go to Local School Accounting menu

b. Select End of Month Reports

c. Select Verification Report

i. Place a check next to Include Account Detail

ii. Make sure period shows the correct month

iii. Place a check next to Run Report

iv. Select Enter



Verification Report



Verification Report



Trial Balance by Class 4 & 5 (One Report )
a. Go to Local School Accounting menu

b. Select End of Month Reports

c. Select Trial Balance Report

i. Select by GL Component

ii. Ending fiscal period = month end

iii. Component name = Class

iv. Beginning value = 4

v. Ending value = 4

vi. Select Add Item

vii. Beginning value = 5

viii. Ending value = 5

ix. Select Add Item

x. Accept Selection Criteria

xi. Select Enter



Principal’s Report
i. Make sure the period shows the correct month

ii. Check “suppress zero balance inactive activities”

iii. Select Enter

iv. Have the principal to sign this report at the bottom of the report

v. Include explanations for any over-encumbered activities

Run this 
Report weekly 
for school 
balances



Purchase Order As Of Date Report

Verify open POs 
are valid

The encumbrance 
amount should 
agree to the Trial 
Balance 
encumbrance 
balance



Budget Analysis Report

Run monthly for

all budgets

Review Coding

Have Principal

review and sign



Receipts Report (from Receipt Module)
• Go to Receipt Module menu

• Select RM Reports

• Select Receipt Report

1. Station id = All

2. Rev type = All

3. Place a check beside “use date range”

4. Change the date to reflect the month you are closing

5. Receipt Order = select receipt number

6. Receipt Status= open/voided

7. GL Posted Status = Posted/Not Posted

8. Check “print receipt detail”

9. Select Enter



Cash Receipt Journal
a. Go to Local School Accounting menu

b. Select End of Month Reports

c. Select Cash Receipts Journal

i. Select Search by Posting Date

ii. Enter the month range

iii. Click Enter



Cash Disbursement Audit Trail
a. Go to Local School Accounting menu

b. Select End of Month Reports

c. Select Cash Disbursement Audit Trail

i. Change the check dates to show the

correct month Click Enter



Activity Listing - The Activity Listing will show all activities for your school. This report is also helpful to

determine if an activity is public or nonpublic.

● General Ledger

● GL Reports & Queries

● GL Master Reports

● Activity Listing

● This report will show up at the bottom of the screen with an Excel icon.

Available GL Accounts Listing - The General Ledger Account Listing will show all active accounts.

● General Ledger

● GL Reports & Queries

● GL Master Report

● Account Number Report

● Enter (traffic light)

LSA Activity Detail Report - The activity detail report will show the balance of an activity and all the debits

and credits for a specific activity for a specified date range.

● Local School Accounting

● LSA Reports

● Activity Report (Detail)

● Enter the Activity Number

● Change the period to the range you are wanting to view

● Enter (traffic light)

Accounts Payable Register - The Accounts Payable Register report will show any open invoices.

● Accounts Payable

● Invoice Reports

● Accounts Payable Register

● This should tie to your Accounts Payable account on the Trial Balance

Other Helpful NexGen Reports



File Submission

CSFO Submits a data file to the State Department of
Education (SDE)

The coding database checks the data for errors and
generates an edit report

Edits are communicated to you or corrected by your
CSFO

Once the correction is made the file can be resubmitted

Any account numbers that result in a critical error
should be inactivated



Critical errors

Must be corrected prior to
year end

The final file will not be
approved until the critical
errors are cleared up

Warnings

Potential error

Review to verify correct
coding

Will need to be explained in
the year end desk review

File Submission Edits



▪ Invalid components – Not listed in the
Accounting Manual

▪ Account Code is invalid

▪ Invalid Object of Expenditure Code

▪ Invalid Program Code

▪ Invalid combinations

▪ Object Code is not valid with Function Code

▪ Program Code is not valid with Function
Code

File Submission – Types of Coding Edits



Invalid Coding Combinations
Instructional vs Non - Instructional 

Function 1100 cannot be used with Object Codes:
• 341-349 Property Services
• 412 Staff Training Supplies
• 441 Custodial Supplies
• 471 Office Supplies
• 478 Items for Resale
• 479 Other General Supplies

Function 2300-2399 School Admin Services &
Function 3000-3999 Operation & Maintenance Services
cannot be used with Instructional Object Codes:

• 411 Student Classroom Supplies
• 414 Instructional Software
• 491 Instructional Equipment
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End of Month Checklist

Fixed Asset Reports

*** All items are due to Carolyn by the 3rd of the month***

1 Inventory change/disposal request

2 Equipment Log (purchases with local school money)

3 No equipment purchased during the month; send an email

4

Inventory worksheet & invoices for purchases during the 
month

5 General Ledger Report (Must agree to inventory worksheet)



Questions


