MONTRLY LOG REPORT:

This document is used to provide evidence that all account sponsors are given a monthly general ledger
report of their account to review for accuracy and completeness. This document should be available for
audit.

TO CREATE:
Using Excel, create columns using the following as titles across the top of the spreadsheet:

Account Number/Description
Teacher/Sponsor Name
Twelve calendar months in separate columns

Using your Chart of Accounts, fill in the first two columns with the appropriate data. Include all accounts
with a balance.

Format each column and row with border lines to create a grid. '

ACTION;
Each month, print and distribute a general ledger report (Account Ledger Report out of Skyward) for all
accounts with a balance {including those with no activity).

Each box should be initialed by the account sponsor/teacher indicating they have reviewed their
account activity for accuracy and completeness. -

Indicate on the Monthly Log Report any inactive accounts (those with zero balances) by writing
“inactive” across the row.

Update/edit the document as needed - add new account(s) to or delete closed account(s) from the
Monthly Log Report when making changes to the Chart of Accounts and as account sponsors change.

See EXAMPLE
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