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Note:
This draft will be updated as items are added.  In the meantime, agencies should use these procedures as guidance on what to do, how, and when. 

CAPITAL CONSTRUCTION/CAPITAL PROJECTS

MARS PROCEDURES
I. CHART OF ACCOUNTS AND PROJECT SET UP

A. Line-item Capital Project
Appropriation (AP), Allotment (AL), Posting Budget Unit (PBU) codes and Names are established through GOPM.  GOPM will forward them to the Division of Statewide Accounting Services within the Finance and Administration Cabinet.  Project, Sub-project, and phase codes and names are established directly by the Agency using a Project Master (PJ) document after the AP, AL and PBU codes have been established on the Program Reference Table (PRFT). The Project, Sub-project, and phase codes must follow the Finance and Administration Cabinet, Department for Facilities Management’s coding standards.

B. Non-Line-Item Capital Project Financed with Agency Appropriated Pool 

For non-line-item Capital Projects under $400,000, to be financed from an Agency’s line-item capital appropriation pool, an Agency first consults with the Finance and Administration Cabinet, Department for Facilities Management’s Division of Engineering on the proposed Project Estimate for the project.  An Agency then submits a letter of request to GOPM with a copy to the Department for Facilities Management to establish the project’s AP, AL, PBU and Project/Subproject/Phase codes and names, the project’s budget, and the transfer of cash to the project.   A template for an Agency’s letter of request will be provided.  An Agency’s letter of request must include the following information:

· Request to establish new project;
·  Appropriation (AP), Allotment (AL), and Posting Budget Unit (PBU) codes and PBU Name (30 character limit);
· Amount of the appropriation for the new project (representing the total estimated cost of the project) and the ADVANTAGE AP document number;
· Amount of initial project allotments by Object Class (proposed B-210 Excel spreadsheet attached) and the ADVANTAGE AL document number;
· Account number of pool appropriation that is financing the new project and the ADVANTAGE Journal Voucher Transfer (JVT) document number;
· The ADVANTAGE Revenue Budget (RB) document number;
· The ADVANTAGE Project Master (PJ) document number.
C. Non-Line Item Capital Project Financed through Other Authority

For non-line-item Capital Projects that are approved by the authority set forth in KRS Chapter 45A or by the enacted appropriations bill, follow the Line-Item Capital Project procedures if the project is greater than $400,000; follow the Non-Line-Item Capital Project procedures if the project is less than $400,000.  For projects that are financed by the Statewide Statutory pools, GOPM will initiate the budgetary transactions.  The Statewide Statutory pools are the Contingency Fund, the Emergency Account, and the Deferred Maintenance Fund.

CHART OF ACCOUNTS AND PROJECT SET UP - LINE-ITEM CAPITAL PROJECT

Step
Task
Responsible Entity
Notes

1
Identify account numbers for projects in  the Enacted Budget. 
Governor’s Office for Policy and Management (GOPM)
Consultation with Agency on code numbers and names.

2
Prepare additions to the Program Reference Table (PRFT) fields for new, enacted projects.
GOPM


3
Complete Program Reference Table (PRFT) fields for new, enacted projects.
Div. of Statewide Accounting Services (DSAS)


4
Create a Project Master record in the Project subsystem with the Project/Grant Master (PJ) document.
Agency
Codes must conform with the

Dept. for Facilities Management’s Project coding standards.  The county code for the Project must be entered on the SPDT table.

5
ADVANTAGE AP account numbers loaded into BRASS and associated with Enacted line-item capital projects.
GOPM


6
Line-item capital project appropriations (AP documents) and Budgeted Funding (RB documents) passed from BRASS to ADVANTAGE, verified and approved.
GOPM


7a
Transfer Cash into Line-item projects financed with General Fund, Investment Income, Capital Construction Surplus funds, Road Fund and Bond funds.
GOPM
GOPM will prepare JVT documents and exercise fourth level of approval.  DSAS will exercise final approval of JVT documents.  Timing of transfer of cash into line-item projects financed with these fund sources will be determined by GOPM.  Establishment of capital project receivables will be determined based on capital project policy.  

7b
Transfer Cash into Line-item projects financed with Restricted, Federal, and Other funds.  Agency initiates JVT, CR or CI document and exercises first three levels of approval.
Agency
Agency must exercise cash management stewardship in ensuring sufficient cash balances and must conform with any procedures established for providing cash sufficient to complete the project.  GOPM will exercise fourth level of approval for JVT. DSAS will exercise final approval of JVT documents.  In some cases, a Cash Receipts (CR) or a Wire Transfer Cash Receipt (CI) document will transfer cash into a capital project.  






CHART OF ACCOUNTS AND PROJECT SET UP - NON-LINE-ITEM CAPITAL PROJECT 

Step
Task
Responsible Entity
Notes

1
Agency identifies need for a new project financed by an appropriated pool.
Agency


2
Agency requests initiation of a new capital project to the Department for Facilities Management.
Agency
Agency provides draft Project Estimate (B-210 Excel spreadsheet) and requests services or requests Force Account approval.

3
The project request and draft Project Estimate is reviewed.
Department for Fac Mgt
Facilities Management notifies Agency with any recommended changes.  

4
The following documents are created and placed in HELD status in ADVANTAGE on the Document Listing (SUSF):

· AP document that decreases Pool appropriation and increases new project to project estimate

· AL document with amounts by Object Class based on components of project estimate

· RB document that decreases Pool appropriation’s Budgeted Funding and increases new project’s Budgeted Funding

· JVT document that transfers cash in the amount of the new project’s appropriation from the Agency’s appropriated pool to the new project (where appropriate)


Agency
All ADVANTAGE documents must follow these document numbering standards for capital projects:

First 2 characters = document type

Next 4 characters = the PBU code

Remaining 5 (or 4 for JVT) characters = Agency assigned.  Please note that the MARS standard for all document numbers is to complete all 11 characters of a document number.

Examples for new project PBU 0321:

AP032100001

AL032100001

RB032100001

JVT03210001

If the documents affect more than one new project financed by the same Agency pool appropriation, then use the PBU of the Agency pool after the document type.

Examples for Pool Approp. PBU 3000:

AP300000001

AL300000001

RB300000001

JVT30000001

5
Letter to GOPM with copy to Facilities Management requesting establishment of new non-line-item project, financed by Agency pool appropriation.
Agency
Letter includes:

· Request to establish new project.

· AP, AL, PBU codes and PBU name.  Agency must refer to the Program Reference Table (PRFT or PRFA) to prevent duplicating codes.

· Amount of new project appropriation (representing the estimated total cost of the project) and AP document number

· Amount of initial project allotments by Object Class based on proposed project estimate and AL document number

· Source account (appropriated pool account number)

· JVT document number

· RB document number


Initial AL document SPECIAL Procedure
Agency
For the initial AL document for every capital project:

· The agency goes to the SUSF table in ADVANTAGE and locates an AL document in HELD status.  The document ID will be AL0000SHELL.  This “shell” document will have 20 lines for the 20 most commonly used capital project Object class codes.  Each of the 20 lines will have a $0 dollar amount.  

· DO NOT USE THIS DOCUMENT. Copy this document, name it, change those lines that need allotment actions from $0 to the value desired.  Leave all other lines as they are – with $0’s.  If the document does not have 20 lines then you inadvertently deleted one; re-create any lines needed with $0 amount.  If the shell document is used rather then copied then used, the document will be purged from SUSF and won’t be available for further use.

· Approve the AL document.

6
Review the proposed AP, AL, and PBU codes and name.
GOPM


7
Prepare additions to the Program Reference Table (PRFT) fields for new project.
GOPM
GOPM prepares, then forwards to DSAS for completion.

8
Complete Program Reference Table (PRFT) fields for new project.
DSAS


9
Review PRFT for posting of project AP, AL, and PBU codes.
Agency
Once the AP, AL, and PBU codes have been added to PRFT by DSAS, the AP document can be approved by Agency and made available to GOPM for approval.

10
Edit and approve the AP document.
Agency
AP document Pending 4th level (GOPM) approval.

11
Central approval of AP document.
GOPM
GOPM exercises 4th level approval, and on behalf of Secretary of Finance and Administration, exercises 5th level approval.

12
Create and approve a Project Master record in the Project subsystem with the Project/Grant Master (PJ) document.
Agency
Codes must conform to the Dept. for Facilities Management’s Project coding standards.  The county code for the capital project must be entered on the SPDT table.  The cash transfer via the JVT is dependent upon the PJ document having posted in ADVANTAGE.

13
Review Appropriation Inquiry table (EAP2) for posting of AP document.
Agency
Once AP and PJ documents have posted, Agency edits and approves AL, RB and JVT documents.

14
AL, RB and JVT documents receive Agency level approvals.
Agency
AL document is now pending Dept. for Facilities Management approval.

RB and JVT documents are now pending GOPM approval.

15
AL document –  Dept. for Facilities Management
Dept for Fac. Mgt.
Upon review Dept. for Facilities Management exercises 3rd level approval.  If changes are needed, the Dept. for Facilities Management notifies agency with necessary changes. After Facilities Management’s approval, the AL document is then pending GOPM approval.  Upon review GOPM exercises 4th level approval and on behalf of Secretary of Finance and Administration, exercises 5th level approval.

16
RB and JVT documents – central approvals.
GOPM & DSAS
Concurrent with GOPM actions on AL document, RB and JVT documents are reviewed and approved.

CAPITAL PROJECT ALLOTMENT ACTIONS AFTER INITIAL PROJECT SET UP

Step
Task
Responsible Entity
Notes


Allotment transactions initiated by Fac. Mgt.



1
Prepare allotment transaction for a phase or group of phases of a capital project.
Dept. for Fac. Mgt.
Allotment action for a phase or set of phases for a capital project.  Facilities Management approves . AL document pending 1st level of approval.

2
Agency reviews and approves AL document.
Agency
AL document now pending 4th level of approval.

3
GOPM reviews and approves AL document.
GOPM
Upon review GOPM exercises 4th level approval and on behalf of Secretary of Finance and Administration, exercises 5th level approval.  If changes to AL document are necessary, GOPM notifies Facilities Management regarding needed changes.  Facilities Management  unapproves document, makes needed changes, and approves document.  Document is pending GOPM approval.


Allotment transactions initiated by Agency



1
Prepare allotment transaction for a Force Account or for equipment or information technology system related aspects of a capital project.
Agency
Agency approves and AL document pending 3rd level of approval.

2
Facilities Management reviews and approves AL document.
Dept. for Fac. Mgt.
AL document now pending 4th level of approval.

3
GOPM reviews and approves AL document.
GOPM
Upon review GOPM exercises 4th level approval and on behalf of Secretary of Finance and Administration, exercises 5th level approval.  If changes to AL document are necessary, GOPM notifies Facilities Management regarding needed changes.  Facilities Management  unapproves document, makes needed changes, and approves document.  Document is pending GOPM approval.


Allotment transactions from Statewide Statutory Pools initiated by GOPM



1
GOPM prepares allotment transactions from the Statewide Statutory Pools.
GOPM
Internal review and exercise 4th level of approval.

2
GOPM final approval.
GOPM
Internal review and exercise 5th level of approval, separate from action on 4th level of approval.


Liens and Allotment transactions



1
Finance and Administration General Counsel communicates liens to Dept. for Facilities Management
Finance General Counsel


2
Facilities Management reduces payments to contractor based on lien information
Dept. for Facilities Mgt.


3
Facilities Management initiates an AL transaction to move 703 Object Class allotments to 704 in the amount of the lien.
Dept. for Facilities Mgt.
Facilities Management exercises 3rd level of approval and notifies Agency of AL transaction.  AL pending 4th level of approval.

4
Agency approves AL transaction
Agency
AL pending 5th level of approval.

5
GOPM approves AL transaction
GOPM
Upon review GOPM exercises 4th level approval and on behalf of Secretary of Finance and Administration, exercises 5th level approval.  If changes to AL document are necessary, GOPM notifies Facilities Management regarding needed changes.  Facilities Management  unapproves document, makes needed changes, and approves document.

II. CAPITAL PROJECT APPROPRIATIONS

A. Line-Item Capital Projects

Line-item capital project appropriations (AP documents) will be loaded from BRASS and passed to ADVANTAGE by GOPM.  All line-item capital project appropriations will be loaded as “Original” appropriations, except for line-item appropriation amounts added to an existing capital project; these will be loaded as “Current.”  Appropriation documents created in ADVANTAGE from BRASS will be reviewed and approved by GOPM.

B. Non-Line-Item Capital Projects under $400,000

Non-line item capital project appropriations are created in ADVANTAGE.  Non-line item capital project appropriations under $400,000, to be financed from an Agency’s line-item capital appropriation pool or other sources, are requested by letter from the Agency to GOPM. 
C. Appropriations to Projects from Statewide, Central Pools 

Other non-line-item capital project appropriation actions financed by government-wide appropriated pools will be initiated by GOPM. (Government-wide pools: Deferred Maintenance Pool, Emergency Repair, Maintenance and Replacement Fund, Capital Construction and Equipment Purchase Contingency Fund.)

D. Non-Line-Item Capital Projects greater than $400,000

Other non-line-item capital project appropriations or appropriation modifications financed through the approval of the Secretary of the Finance and Administration Cabinet through authority granted in KRS Chapter 45.750-45.800, are initiated by the Agency. (New federal grant).

E. ADVANTAGE Approvals for Capital Project Appropriation (AP) Document

The ADVANTAGE Appropriation (AP) document will require four approvals. These include the first, second, fourth and fifth level approvals; displayed as: AA0AA.  The approvals for the ADVANTAGE Appropriation document are:

Approval Level 1 (PEND 1 on SUSF) State Agency 

Approval Level 2 (PEND 2 on SUSF) State Agency

Approval Level 3 - Reserved 

Approval Level 4 (PEND 4 on SUSF) Governor’s Office for Policy and Management (GOPM)

Approval Level 5 (PEND 5 on SUSF) GOPM by delegation of the Secretary of the Finance and Administration Cabinet and Secretary of the Finance and Administration Cabinet.

III. CAPITAL PROJECT ALLOTMENTS

Capital Project allotments (AL documents) can be initiated by an Agency, by the Department for Facilities Management or by GOPM depending on the circumstances of the situation.

A.  ADVANTAGE ALLOTMENT DOCUMENT

The Allotment (AL) document will provide the Commonwealth’s budget control for capital projects through allotments by Object Class and for a number of system authorizations and approvals for capital project administration.  Among them are:

1.  Use of the Allotment (AL) document as the transaction that authorizes various steps in the administration of a capital project; the authorization to proceed through selected phases of a capital construction project – either from one Phase to another or by group of Phases. Examples: Approval of an AL document will represent approval to finalize Architect/Engineering contract, other pre-construction work contracts, Price contract for Architectural/Engineering services orders, movement from Phase A to Final Plans and Advertisement, movement from Design to Construction.

2.  The approvals on AL documents will provide the authorization for the initial and subsequent obligation, encumbrance and expenditures against a capital project. 

3. The authorization by the Finance and Administration Cabinet of state agency Force account projects under KRS Chapter 56. 

For allotment transactions for a capital item of equipment or a capital computer or telecommunications system, the approval by the Dept. for Facilities Management is necessary to move the AL document from the Agency to GOPM.

B.  INITIAL ALLOTMENT FOR A CAPITAL PROJECT

· For line-item capital projects affecting programming, design, construction, land acquisition, and equipment installation associated with a construction project, the Department for Facilities Management will initiate capital project allotment transactions.

· For line-item capital projects that are capital items of equipment or a capital computer or telecommunications system, the Agency will initiate capital project allotment transactions.

· For non-line- item capital projects under $400,000, the Agency creates the initial allotment transaction.

· For non-line-item capital projects administered by the Department for Facilities Management, the Department for Facilities Management creates the allotment transaction after the initial allotments for the project.

C.  OTHER ALLOTMENTS FOR A CAPITAL PROJECT

1. After the initial allotments for a capital projects, subsequent allotment actions will be initiated by the Department for Facilities Management, or an Agency, or by GOPM, based on the circumstances listed below.  Every allotment transaction created by Facilities Management will go to the Agency for next approval.  Every allotment transaction created by an Agency will go to Facilities Management for approval.  Both will come to GOPM for approval after the Agency and Facilities Management have approved.  Allotment transactions initiated by GOPM will not go through the Agency or Facilities Management for approval.  The following capital projects and circumstances represent the situations where an Agency would initiate an allotment transaction after the initial allotment for a capital project:

· For major items of equipment and capital computer or telecommunications systems -  the allotment transactions are initiated by the Agency

· For Force account projects – the allotment transactions are initiated by the Agency

· For subsequent allotments for equipment within a project administered by the Dept. for Facilities Management – the allotment transactions are initiated by the Agency

· For allotments related to the closing of a project or related to the reduction of a project appropriation – the allotment transaction is initiated by the Agency.

D. ADVANTAGE APPROVALS for ALLOTMENT DOCUMENTS

The approvals for the ADVANTAGE Allotment document:

Approval Level 1 (PEND 1 on SUSF) State Agency 

Approval Level 2 (PEND 2 on SUSF) State Agency

Approval Level 3 (PEND 3 on SUSF) Department for Facilities Management

Approval Level 4 (PEND 4 on SUSF) Governor’s Office for Policy and Management

Approval Level 5 (PEND 5 on SUSF) Finance and Administration Cabinet (with consideration given to GOPM exercising Approval Level 5 by delegation of the Secretary of the Finance and Administration Cabinet, and in consensus with the Office of the Controller).

This approval structure satisfies Facilities Management and state Agency interests  in being in the approval path of all Allotment documents initiated by either.  See VIII.

IV.  Budgeted Funding (Revenue Budget document)

The Commonwealth will use the ADVANTAGE Revenue Budget (RB) document to provide for the Budgeted Funding for capital projects.  Budgeted Funding is a record, by revenue source, of the anticipated financing that will be available to fund the expenditure authority granted by an appropriation.  By statute, all financing sources budgeted for a capital project become a part of the Commonwealth’s Capital Projects Fund (Fund 0200).  Budgeted Funding breaks down a capital project appropriation by the Fund

Common types of Budgeted Funding for capital projects are: (1) Investment Income; (2) General Fund; (3) Capital Construction Surplus Fund; (4) Restricted Funds; (5) Bond Fund; (6) Capital Construction and Equipment Purchase Contingency Fund; (7) Road Fund; (8) Emergency Repair, Maintenance and Replacement Fund; (9) Deferred Maintenance Fund; (10) Other Funds (Private donations, local government funds); and (11) Federal Fund.

The Budgeted Funding actions using the ADVANTAGE RB document typically parallel the ADVANTAGE appropriations transactions using the AP document.  As appropriations are revised, the Budgeted Funding is also revised. 

The codes that agencies use in the “Revenue Source” field on an RB document can be found in the Revenue Source (RSR2) table in ADVANTAGE.  Below are the Revenue Source codes for capital project Budgeted Funding using the RB document:


Revenue


Source

Revenue Source Code Name
Code




BDGTD FDG - GENERAL FUND
BFGF

BDGTD FDG - ROAD FUND
BFRD

BDGTD FDG - RESTRICTED FUNDS
BFRF

BDGTD FDG - FEDERAL FUNDS
BFFF

BDGTD FDG - BOND FUND
BFBF

BDGTD FDG - OTHER FUNDS
BFOF

BDGTD FDG - CC INVEST INCOME
BFII

BDGTD FDG - CC CONT. FUND
BFCO

BDGTD FDG - CC EMERG FUND
BFEM

BDGTD FDG - DEF. MAINT. FUND
BFDM

BDGTD FDG - CC SURPLUS FUND
BFSU

V. Cash and Receipts- Journal Voucher Transfers (JVT) and Cash Receipts (CR) Documents

The cash financing of a capital projects are accomplished by posting Receipts into capital project account.  This is accomplished primarily through cash transactions that deposit cash into a capital project Program Budget Unit account.  The principal documents for transferring or depositing actual receipts into a capital project Program Budget Unit are the Journal Voucher Transfer (JVT) document and the Cash Receipts (CR) document. 

VI. Closing a Capital Project

The process of closing a capital project includes, at a minimum, the following actions:

(1) A communication from the entity administering the project to GOPM signifying that the project is complete;

(2) Reducing the appropriation to its final unexpended balance amount;

(3) Reducing the allotments by Object Class to the final unexpended balance amount;

(4) Reducing the Budgeted Funding to the final unexpended amount

(5) Disposition of cash balances to the appropriate accounts.

As a rule, the process of closing a capital project account involves these documents: AP, AL, RB, and the JVT (in most cases).  

The steps in completing the closing of a capital project will differ depending on the type of capital project.  All Commonwealth procedures on closing a capital project shall comply with KRS 45.770(4) that states that, “No later than thirty (30) days after a project has been accepted by the Commonwealth of Kentucky and the contracts encumbered against that project have been closed, moneys constituting the available balance in the project or equipment account shall be transferred…”  

Below are the steps for closing a capital project that is administered on behalf of an agency by the Finance and Administration Cabinet’s Department for Facilities Management.  Following those procedures are the steps for closing a capital project that is a Major Item of Equipment or a Capital Information Systems project.

Closing a Capital Project Administered by the Department for Facilities Management:

Step
Task
Responsible Entity
Notes

1
The Department for Facilities Management communicates to GOPM and the Agency that a construction project or a real property acquisition capital project is completed.
Dept. for Fac. Mgt.
Written communication provided to both GOPM and to the Agency certifying that the construction/property acquisition capital project is completed.

2
GOPM transfers all Object Class 701, 703, 717, and 718 allotment balances to Object Class 730.
GOPM


3
Agency final review, purchase and receipt of equipment and furnishings for capital project.
Agency
State agencies are given a maximum of 90 days to review the capital project’s budgetary balances, procure outstanding equipment and furnishing, receive and pay for the equipment and furnishings in order to complete the capital project.

4
Request to transfer of allotment balances to equipment/furnishing Object Classes when appropriate.
Agency
Agency submits request letter to GOPM to move available project balance amounts to equipment/furnishing Object Classes.  Request letter includes the AL document number that would accomplish this transaction.

5
Facilities Management Approval of AL document.
Dept. for Fac. Mgt.
The Department for Facilities Management exercises approval level 3 on AL document.

6
GOPM Review of AL transaction.
GOPM
GOPM reviews AL document.  If satisfactory, GOPM exercises 4th level approval, and on behalf of Secretary of Finance and Administration, exercises 5th level approval.

7
Upon completion of all equipment/furnishing procurement, delivery, acceptance and final payment, Agency communicates to GOPM with a copy to the Dept. for Facilities Management that the capital project has been completed.  Agency creates AP, AL, and  RB documents to reduce budget and cash balances to the unexpended balances.
Agency
All contractual obligations shall be satisfied and the budgetary balances free of any further obligations.

Letter of communication to GOPM includes:

· Request to close capital project

· AP, AL, and RB document numbers.



8
Disposition of cash balances to appropriate account.
GOPM
GOPM creates JVT to transfer capital project cash balance to appropriate account.

9
Central approvals of documents.
Dept. for Fac. Mgt., GOPM and DSAS
Facilities Management exercises 3rd level approval of AL document.  GOPM reviews AP, AL and RB documents and upon acceptance exercises 4th level approval of AP, AL and RB documents; exercises 5th level approval on behalf of Secretary of Finance and Administration Cabinet of AP, AL and RB documents. DSAS reviews and exercise 5th level approval of JVT document upon acceptance.

10
Close Capital Project account.
GOPM
GOPM prepares a $0 AP document setting the Action field to “Deactivate.”  This will prevent any further accounting or budgetary transactions from processing against that capital project account.   The Dept. for Facilities Management prepares and processes a PJ modification document changing the end date back to the current date for the 5 character Project and to also "Close" all the subprojects associated with the 5 character project number

Closing a Capital Project Administered by the Agency (Capital Equipment and Capital Computer or Telecommunications System Projects)

Step
Task
Responsible Entity
Notes

1
The Agency communicates to GOPM that a capital project is completed.
Agency
Written communication provided to GOPM certifying that the capital equipment/capital information technology system project is completed; all contractual obligations are satisfied and the budgetary balances are free of any further obligations.

Letter of communication to GOPM includes:

· Request to close capital project

· AP, AL and RB document numbers.



2
Agency makes Project inactive in the ADVANTAGE Project module.
Agency
The Agency prepares and processes a PJ modification document changing the end date back to the current date for the 5 character Project and to also "Close" all the subprojects associated with the 5 byte project number

3
Disposition of cash balances to appropriate account.
GOPM
GOPM creates JVT to transfer capital project cash balance to appropriate account.

4
Central approvals of documents.
Dept. for Fac. Mgt, GOPM and DSAS
Facilities Management exercises 3rd level approval of AL document.  GOPM reviews AP, AL and RB documents and upon acceptance exercises 4th level approval of AP, AL and RB documents; exercises 5th level approval on behalf of Secretary of Finance and Administration Cabinet of AP, AL and RB documents. DSAS reviews and exercise 5th level approval of JVT document upon acceptance.

5
Close Capital Project account.
GOPM
GOPM prepares a $0 AP document setting the Action field to “Deactivate.”  This will prevent any further accounting or budgetary transactions from processing against that capital project account.   The Agency prepares and processes a PJ modification document changing the end date to the current date for the 5 character Project and to also "Close" all the subprojects associated with the 5 character project number

VII. ADVANTAGE Document “Procedures”

(see Budget and Cash Control training manual regarding how to correctly complete fields on each document)

1.  Document Numbering Procedure – each document for a capital project transaction must have as the first characters of the 11 digit ADVANTAGE document number, the following:  Document code + the 4 character Posting Budget Unit (PBU) code.  The AP document number for project PBU 0321 would begin AP0321xxxxx.  The remaining 5 characters are entered by the document creator.   This will be necessary to more easily identify Capital project transactions that are pending approval.

2. Moving Appropriations between two capital project accounts within the same Fund and Agency combination can be done on a single AP document (same for an RB document for Budgeted Funding and a JVT document for moving Cash between two capital project accounts with the same Fund and Agency combination).   Moving Appropriations between two capital project accounts with two separate Agency codes will require two AP documents; one for each Agency code (example: Deferred Maintenance pool transfers).

3. Budget Fiscal Year – every accounting and budgetary transaction for a Capital Project must include the correct Budget Fiscal Year (BFY) on the documents to allow for Inception-to-date reporting.   All existing STARS capital projects will be assigned a BFY of 99.   All FY 1999-00 line-item capital appropriations are assigned a BFY of 99. 

4. Allotment Year – the same as the Budget Fiscal Year.  If the Budget Fiscal Year is 99, the Allotment Year is 99.

5. Other document procedures:

A) on an AP document that decreases a “Pool” appropriation and increases a “Project” appropriation, the decrease must be on the first line and an increase on the second and/or subsequent lines; on an AL document that decreases the 701 allotment and increases the 703 allotment, the decrease must be on the first line and the increase on the second; 

B)  AP documents can not have “pennies.”  Transfer of Appropriation balances must always round down to the dollar (same for AL and RB documents);

C)  the standard “End Date” for capital projects will be determined and communicated by GOPM. 
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