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1. The “Control Number” field is required.  If you do not know your control number, 

please reach out to Treasury. 
2. The “Date” field has a drop down calendar to choose the date.  Click in the blue field 

and you’ll see a drop down arrow.  Click on that arrow and it will bring up a calendar.  
Always choose the last day of the month for the month you are reconciling.  For 
example, if you are reconciling May 2025, click on May 31, 2025.  Do not click on the 
day you are completing the reconciliation. 

3. All fields have a helpful tip if you hover over the blue field. There will be a pop-up box 
that tells you what’s needed in each field. 

4. In the amount section, line D and line F are calculated fields.  Do not override the 
calculation.   

5. There is a new field on line B for the date replenished if it applies.  If you did not 
receive a replenishment, leave that field blank. 

6. There is a new field to request a replenishment.  If you need a replenishment, check 
“yes” and input the amount.  The replenishment amount plus what you currently 
have on line E cannot be more than you were originally approved for.  If you do not 
know what that approved amount is, please reach out to Treasury. 

7. There is also a new field for SSN waivers.  If you do not know if you have an SSN 
waiver on file, please reach out to Treasury. 

8. The debit/credit fields on the previous form are no longer needed.  Only input the 
fund, cost center, or grant that you want the disbursements in line C to be charged 
to. 

9. There must be two signatures.  The first is the custodian and the second is the 
witness.  The signers must also type their name in the field prior to signing.  The 
witness is verifying that the reconciliation is correct and that the amount on line D 
equals the amount on line E.   

 


