
From: Hawn, Sherry B.  
Sent: Monday, March 27, 2023 4:43 PM 
Subject: COST CENTER VERIFICATION - TRAINING PACKET 
Importance: High 
  
Dear Colleagues, 
  
DeAngel requested a training on Cost Center Verification. 
  
In response, we prepared the attached job aid that maps cost center verification steps and 
sample documents. Yes, there are many pages, but only select data points are needed. 
  
A live training session will be scheduled shortly. 
  
I am grateful to Alicia Gookin who was instrumental in preparing the packet. She will be available 
during the training since she has years of experience with this process, and can share her tips. 
  
I know that each of you may have developed your own way of doing this, so this is a 
recommendation, not a mandate. Also, this is not an account reconciliation in an accounting 
sense; it is a verification. 
  
We do this verification not only because it is required by UHS, but to ensure that UHCL financial 
statements, compiled from Peoplesoft data, are accurate and reflect current expenses. 
  
You should be keeping track of your department’s expenses; think of a running total like a check 
register. Hopefully, you have a spreadsheet with recurring cost categories and formulas built-in 
to quasi-automate the month-end totals. 
  
You are comparing what you know you have spent [your spreadsheet] against PS [various PS 
reports]– they SHOULD match unless there is a timing issue that prevents it. But if that is the case 
then the figures should tie out the following month. 
  
More on the training date soon. 
  
Thank you for collaborating. Let’s make a difference. 
  
Go Hawks! 
  
Dr. Sherry B. Hawn 
Associate Vice President Business Operations 
Accounting | Payables | Purchasing | Student Billing & Collections | Travel |Contracts | Auxiliary 
| General Services | Strategic Business Process Improvement |Functional Training 
North Office Annex II (NOA II) N1500.03 
  



University of Houston-Clear Lake 
2700 Bay Area Blvd. | Houston, TX 7058 
o: 281.283.2135 |eF: 281.226.7171 | c: 623-980-9666  | e: Hawn@UHCL.edu 
  
CONFIDENTIALITY NOTICE:The contents of this email message and any attachments are intended solely for the 
addressee(s) and may contain confidential and/or privileged information and may be legally protected from 
disclosure. If you are not the intended recipient of this message, or if this message has been addressed to you in error, 
please immediately alert the sender by reply email and then delete this message and any attachments. If you are not 
the intended recipient, you are hereby notified that disclosing, copying, distributing, or taking any action in reliance 
on the contents of this message or its attachments is strictly prohibited. 



 

 

  
 
  

 
  

 
  

  

 

 
  

 
  

 

 
  

 
   

 

 
    RPTS FROM PS; ALSO  

PRINT VERIFICATION WORKSHEET  

USE CC SPREADSHEET TO CAPTURE EXP DETAILS  
 

COMPARE 1074 EXPS TO M&O AND S&W  
 

     
 

COMPARE CC SPREADSHEET ENDING BALANCE TO  
BBA OF 1074 RPT TO ENSURE THEY MATCH  

COMPLETE SUMMARY TAB ON CC SPREADSHEET;  
 

MATCH UNBUDGETED FUND EQUITY FROM 1033 RPT  
TO SUMMARY PAGE OF 33A  

 
VERIFICATION WORKSHEET TO CC MANAGER FOR  
REVIEW/APPROVAL  

 
AND UPLOAD TO DEPT FOLDER  

 

COMMITMENT CONTROL   
O/C = OPEN COMMITMENT/ENCUMBRANCE  

 

 
  

 

IF NO MATCH, CONTACT CITIBANK TO  
 

IF NO MATCH, RESEARCH VARIANCE. FIND  
BACK-UP.  

IF NO MATCH, RESEARCH  

 
 

   



  



  



  



  



  



  



  



  



  



  



  



  



  



  



  



  



  



  



  



  



 



  



  



  



 



  



  



  



  



  



  



  



  



  



  



  



  



  



 



  



 


