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IN TODAY’S WEBINAR…

• Phones will be muted to eliminate 
background noise

• All questions can be typed in the Chat 
pod to the right, staff is available to 
answer your questions

• The PowerPoint can be downloaded 
from the Files pod



TODAY’S AGENDA

• What is Reconciliation

• Reconciliation Timeline

• 5 Easy Steps for Accurate 
Reconciliation

• Best Practices

• Resources
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WHAT IS RECONCILIATION?

• Verification that all Cal Grant 
funds have been disbursed to 
each student in the correct 
amounts

• Confirmation that all 
payments have been properly 
reported to the Commission



WHAT IS RECONCILIATION?

CSAC

Financial 
Aid Office

FISCAL 
(Inst. Business Office)

Communication



RECONCILIATION TIMELINE

Month Description

August 2015– June 2016 Payment Period

July 2016 – September 2016 Correction period

September 9, 2016 Final Reconciliation

Late September 2016 Invoicing for excess funds

October 2016 Beginning of penalty letters



5 EASY STEPS TO ACCURATE 
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5 EASY STEPS TO ACCURATE 
RECONCILIATION

1. Account for funds received by the institution

2. Verify accuracy of disbursement amounts for each 
student 

3. Ensure that payment transactions and student 
statuses are reported to the Commission correctly

4. Verify that actual disbursements match payments 
reported to the Commission

5. Ensure that any remaining funds are returned to the 
Commission after Final Reconciliation



STEP 1
ACCOUNT FOR FUNDS RECEIVED BY THE 

INSTITUTION



ACCOUNT FOR FUNDS 
RECEIVED

• Check with Business Office

• Check Monthly Payment 
Activity Report

• If any questions about 
Electronic Funds Transfer 
(EFT), contact the 
Commission



• Checks for reconciled payments or adjustments 
(RP/RA) on a weekly basis

• Deducts all RP/RA from running Cal Grant 
balance

• When all Cal Grant funds are exhausted:

• SCO contacted automatically

• Additional Funds sent via EFT or warrant to institution

• Supplemental payments appears on the next Monthly 
Payment Activity Report

SUPPLEMENTAL PAYMENTS



STEP 2
VERIFY ACCURACY OF DISBURSEMENT 

AMOUNTS FOR EACH STUDENT



• Report changes to Commission that would affect 
eligibility for New and Renewal Students

• Adjust payments for attendance status
• Half Time (HT)

• Three Quarter Time (TT)

• Adjust tuition awards for students who 

withdraw from the institution

• Watch for limited eligibility situations

VERIFY ACCURACY OF 
DISBURSEMENT AMOUNTS



STEP 3
ENSURE PAYMENT TXN’S AND STUDENT STATUSES 
ARE REPORTED TO THE COMMISSION CORRECTLY



• Reporting a transaction for a student who is not in 
attendance at your school

• Reporting a transaction or making a school change for 
a student when the record is set on the wrong award 
year
• Users must make sure the correct academic year is selected when using any 

WebGrants Screens

• Reporting wrong dollar amount for part time students

ENSURE PAYMENT TXNS & 
STATUSES ARE REPORTED



COMMON REPORTING ERRORS

• Using the incorrect adjustment reason code. 

• LA- Leave of Absence

• LD- Student in Default on Student Loan

• NP- Student not maintaining SAP

• NS- Used to ‘back out’ previously reported payment

• OF, OH, OT- Student’s T/F are being paid by outside 
source



STEP 4
VERIFY THAT ACTUAL DISBURSEMENTS MATCH 

PAYMENTS REPORTED TO THE COMMISSION



RECONCILIATION EXAMPLE

Jim Otto $775

Shane Lechler $4,416

Rich Gannon $775

Tim Brown $5,191

Marcus Allen $4,416

Total $15,573

Payments Reported to CSAC 
For month of February 2016

Payments Disbursed to 
Students
For month of February 2016

Jim Otto $775

Shane Lechler $4,416

Rich Gannon $775

Tim Brown $775

Marcus Allen $4,416

Gene Upshaw $4,416

Total $15,573
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CREATE A SUMMARY REPORT



RECONCILIATION REPORT 
(SUMMARY)



RECONCILIATION REPORT 
(SUMMARY)



Accounting Report
2014-15 Cal Grant B
Spring Disbursements

Tuition & Fees: $30,338

Access: $ 4,069

Total: $34,407

Accounting Report
2014-15 Cal Grant B

Disbursements

Fall: $29,553

Spring: $34,407

Total: $79,433

Accounting Report
2014-15 Cal Grant 

Disbursements

Cal Grant A: $ 6,979

Cal Grant B: $79,443

Total: $86,422



CREATE A DETAILED REPORT



RECONCILIATION REPORT 
(DETAIL)

Accounting Report
2014-15 Cal Grant B

Spring Disbursements

Pooh, W $388

Lightyear, B $581

McQueen, L $388

White, S $581

Mouse, M $775

Hood, R $388

Smith, J $775

Robin, C $775

POOH

DUCK

HOOD

SMITH

ROBIN

LIGHTYEAR

MCQUEEN

WHITE

MOUSE

WINNIE T.

BUZZ

LIGHTENING

SNOW

MICKEY

DONALD

ROBIN

JOHN

CHRISTOPHER



USING THE EXCEL TEMPLATE
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USING THE EXCEL TEMPLATE



USING THE EXCEL TEMPLATE

First… Then..



EXCEL RECONCILIATION 
TEMPLATE



EXCEL RECONCILIATION 
TEMPLATE



STEP 5
ENSURE THAT REMAINING FUNDS ARE RETURNED TO 

COMMISSION AFTER FINAL RECONCILIATION



• September following the award year

• All roster payment adjustments and corrections should be 
done prior to September 9th

• Excess funds must be returned to the Commission
• May not be applied to any other student
• May not be carried over to next award year

• Invoices sent to institutions in late September and are due 
within 30 days

• Any dispute regarding invoice will not be reviewed until 
invoice is paid in full

FINAL RECONCILIATION



BEST PRACTICES

Do’s
Make adjustments in WebGrants

Contact Institutional Support Services 

Send check upon receipt of invoice at close of academic year

Attach proper documentation with refunds

Train new staff

Don’ts
×DON’T send refund checks during open academic year

×Creates confusion

×Incurs extra costs



RESOURCES



WEBINARS



WEBINARS



ON DEMAND MODULES



THANK YOU!

California Student Aid Commission

Institutional Support Services

(888) 294-0153

schoolsupport@csac.ca.gov


