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Journal Entry Policy Overview 
_____________________________________________________________ 

 
Policy: 
 
This document defines the policy to ensure all general ledger journal entries are 
properly prepared, reviewed, approved, and recorded in accordance with generally 
accepted accounting principles and stored in a uniform and consistent manner for 
easy accessibility. 
 
Policy Scope: 
 
This policy applies to all City employees involved in the creation, processing, approval, 
and recording of general ledger journal entries. This policy excludes journal entries 
that are sub-ledger generated and posted automatically to the general ledger. 
 
Purpose: 
  
To describe the process and requirements for preparing journal entries and to assure 
that the following requirements are achieved: 
 
1. All journal entries are to be signed by both the preparer and reviewer prior to 
posting.  
 
2. Person(s) preparing a journal entry cannot approve the same journal entry.  
 
3. All journal entries should have supporting documentation and a description that 
fully explains the nature of the entry and amounts being recorded.  
 
4. All journal entries must be properly processed prior to closing the accounting 
period.  
 
5. All posted journal entries and related documentation should be maintained in an 
accessible file for review by management and external sources, if necessary. 
 

Journal Entry Preparation, Review, and Processing Procedures 
_____________________________________________________________ 

 
Journal Entry Preparation 

 
1.1 The person preparing a journal entry is responsible for providing all detailed 

supporting documents for submission and auditing of documentation to ensure 
accuracy of journal entry.  
 

1.2 The person preparing a journal entry is responsible for explaining the reason 
to justify and the basis used in preparing the journal entry to supervisor and/or 
management. This includes ensuring that the debits and credits on the journal 
entry are in balance. The system will not allow one sided entry. 
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1.3 Before any journal entry is processed in the accounting system, a Journal Entry 
Form must be filled out completely:  

 
SEE JOURNAL ENTRY TEMPLATE ATTACHMENT 

 
1.4 Once the Journal Entry Form has been completed and supporting documents 
attached, the preparer will record the journal entry in the accounting system.  
 
The Unposted General Ledger Transaction Report will be printed and attached to the 
journal entry.  
 
1.5 The journal entry will be submitted to management for review and approval.  

 
Journal Entry Review and Approval 
 
2.1 Approval of journal entries is limited to an accounting department staff that is at 
least one level higher in the organization than the preparer. Occasionally, a member 
of the Management team will authorize the journal entry.  
 
2.2 Individuals who approve journal entries are required to review the detail 
accompanying the journal entry and ensure that the detail fully explains and 
supports the journal entry they are authorizing.  
 
2.3 The preparer of a journal entry cannot post the journal entry to the general ledger 
until proper review and approval has been given.  
 
2.4 Once a journal entry has been reviewed and approved, it is posted by the approver.  
 
2.5 The journal entry is filed by the preparer and maintained for future 
reference/review, if necessary. 
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