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Reconciliation Procedure Documentation
SOX-Aligned Reconciliation Control
Version: v1.0    |  Date: __________________    |  Prepared by: __________________

This document defines the procedure, evidence requirements, and escalation path for a TS&P reconciliation control. One document per reconciliation. Maintain in the SOX control library.
1. Reconciliation Identity
Reconciliation name:

Control ID (SOX reference):

Reconciliation type:
☐  System-to-GL   ☐  Sub-ledger-to-GL   ☐  Intercompany   ☐  Nostro   ☐  Other: ____
Financial statement line(s) covered:

2. Risk Addressed
Risk statement (what error would occur if this reconciliation failed?):


Financial statement assertions covered:
1. ☐  Completeness
1. ☐  Existence / Occurrence
1. ☐  Valuation / Accuracy
1. ☐  Cutoff
3. Reconciliation Procedure
Source 1 (system / ledger):

Source 2 (system / ledger):

Reconciliation steps:
1. Extract [Source 1] balance/data as of [date/time/cutoff]
1. Extract [Source 2] balance/data as of same period
1. Compare total amounts; compute difference
1. Identify and document each reconciling item
1. Classify each item: Timing difference / In-transit / Genuine break / Error
1. Clear all items above aging threshold or escalate per Section 5
1. Prepare evidence package and route for review
Materiality / tolerance threshold:
Individual item: $____________   Aggregate: $____________
4. Evidence Requirements
The following documents must be retained as evidence that the control was performed:
1. Reconciliation workpaper (system extract / comparison / break schedule)
1. Sign-off by Preparer confirming all items reviewed
1. Sign-off by Reviewer confirming independent review of breaks
1. Evidence that breaks above threshold were escalated (if applicable)
Retention period:
7 years (per SOX records retention policy)
Document storage location:

	
	CONTROLLER'S NOTE
Reviewer sign-off is not confirmation that the reconciliation was prepared. It is confirmation that the reviewer independently assessed the breaks and the aging of unresolved items. A signature on a reconciliation with 30-day-old unresolved breaks without documented disposition is a control failure, even if the amounts are small.



5. Frequency and Timing
	Frequency
	Prepared by (Role)
	Reviewed by (Role)
	Due date

	☐ Daily  ☐ Weekly  ☐ Monthly
	
	
	



6. Aging Limits and Escalation
	Break Age
	Required Action
	Escalation Path

	0–5 days
	Document item in break schedule; monitor
	Preparer

	6–15 days
	Written root-cause analysis required
	Preparer + Manager

	15+ days
	Formal escalation memo; VP approval required
	Controller + CFO notification



7. Approval
	Name
	Title
	Date / Signature

	
	Preparer / Control Owner
	

	
	Controller (Control Reviewer)
	


Template from liquiditycontroller.com. Adapt to your organization's policies and review requirements. Not legal or accounting advice.
