Revised Capital Construction SAS-5

If you choose to enter your own documents in MARS, please refer instead to the “Capital Construction/Capital Projects: Procedure for Entering Your Own Data In MARS, also on this web site.

The SAS-5 form is used as a Capital Construction Authorization to record the financial activity pertaining to authorized capital projects.  The document is completed by the agency and submitted to either the Division of Engineering or GOPM. All Capital Construction Authorization forms will be submitted directly to the Division of Engineering, Finance and Administration Cabinet in Room 158 of the Capitol Annex with the exclusion of Force Account and Equipment Purchase projects.  When appropriate the SAS-5 should be accompanied by the B210-11 form.  This form is for the purpose of establishing the overall project scope for each allotment object class such as (701, 703, etc.).  If assistance is necessary the Division of Engineering will help the agency in the development of the cost breakdown in order to complete this document.  After the Division of Engineering reviews and approves they will then forward to GOPM.  GOPM checks for legal authority, funds availability, timeliness and priority, and ensures the requested action is in compliance with the capital construction statutes.   

Agencies may continue, but are not required, to enter the ADVANTAGE AP, AL, RB, JVT, and PJ documents.  However, to expedite the validation and approval of these documents, GOPM will apply all approvals to these documents when the Capital Construction Authorization is approved.  After all documents have posted in the system a copy stamped POSTED will be returned to the Division of Engineering and the agency for their information and records that requested actions have taken place.  Below are detailed steps on how to complete the SAS-5 form.

Capital Construction Form SAS-5 Page One Instructions:
Date - Today’s date - Default
Account Number - A unique account number is chosen and requested by the agency for new projects and is established on SAS-14 (Establishment Form) which is provided to all agencies. Please complete both forms on all new projects and also projects to be deleted or closed.  Full account number required
Budget Fiscal Year - Two (2) digit year related to the year project was authorized (Example: 00)
Fund - 0200 is the default for the Capital Construction fund 

Agency - Three (3) character agency code where project is established (Example: 670)
Org - Four (4) character organization code (Example: D670)

AP - Two (2) character appropriation code (Example: 2B)

AL - Three (3) character allotment code (Example: 098)

PBU - Four (4) character program budget unit (Example: 1098)

Project* - Five (5) character project number to be chosen by the agency for agency administered projects.  *Agencies must contact Finance and Administration Cabinet, Dept. for Facilities Management for project numbers on all Facilities administered projects (502-564-3155 ext. 225).

Sub - 00 is the default for the sub-project field

Ph - Z is the default for the phase field

County - Drop down box with all 120 county codes and descriptions, check county that pertains to project, if multiple counties check 121 for statewide

File Number - Facilities Management file number (Facilities Management assigned file number for projects they are administering).

Page - Enter page numbers

Agency - Name of agency where project is located - Required

Project Description - 30 characters as reflected by the SAS-14  (Establishment Form) - Required

Project Location - Where the project is located (Example: County, City, State Park or Building)

Current Project Estimate - Estimated cost of project - Required
Mars Document Numbers – All agencies still have the option of creating their appropriate Advantage documents along with the Capital Construction Authorization form.  If the agency chooses to do so, then the document numbers for the AP, AL, RB, JVT and PJ documents should be listed here. The agency will not approve these documents in the system and is only required to approve the Capital Construction Authorization form.  The Advantage documents are approved by GOPM only.  If the agency does not wish to create their own Advantage documents then the documents will be created and keyed from the Capital Construction Authorization form by central data entry in the Finance and Administration Cabinet.

Allotments - (AL) - All fields required

Information provided here is used to create the ADVANTAGE AL document to establish or modify project allotment amounts. 


Current Balance - Enter the current allotment balance of this project


Object Class - Drop down list provided with valid object class codes and descriptions (Example: 703 Construction)


Amount - Enter the amount of the increase/decrease requested in allotments – Do not use cents

Revised Balance - This amount automatically calculated for you by adding the increases and subtracting the decreases from the current balance

Receipts/Transfers - (JVT) - All fields required 

Information provided here, combined with those in the Cash Transfer section described below, are used to create the ADVANTAGE JVT document to transfer cash to the project.


Current Balance - Current life-to-date actual receipt balance


Obj/Rev Code - Drop down list provided with valid receipt codes and descriptions (Example: N879 - Intra-Fd Tr Investment Income)



Amount - Enter the amount of the increase/decrease requested in receipts


Revised Balance - This amount automatically calculated for you by adding the increases and subtracting the decreases from the current balance  

Appropriations - (AP) - All fields required 

Information provided here is used to create the ADVANTAGE AP document to establish or modify project appropriation amounts.


Current balance - Enter the current appropriation balance


Budget Object  - Drop down list provided with valid appropriation budget object codes and descriptions (Example: A050 - Maintenance Pool Appropriation)


Amount - Enter the amount of the increase/decrease requested in appropriations – Do not use cents

Revised Balance - This amount automatically calculated for you by adding the increases and subtracting the decreases from the current balance

Cash Transfers - (JVT) - Required fields are specified

Information provided here, combined with those in the Receipts/Transfer section described above, are 

used to create the ADVANTAGE JVT document to transfer cash to the project.

BFY - Two (2) digit budget fiscal year associated with the source/destination cash account - Required

Fund - Four (4) digit fund associated with the source/destination cash account  - Required

Agcy - Three (3) character agency code associated with the source/destination cash account - Required

Org/Sub - Four (4) character organization and two (2) character sub code associated with the source/destination cash account - (Four character organization code) - Required 

AP - Two (2) character appropriation code associated with the source/destination cash account - Required


AL - Three (3) character allotment code associated with the source/destination cash account - Required

PBU - Four (4) character program budget unit code associated with the source/destination cash account - Required

Actv - Four (4) character activity code associated with the source/destination cash account


Func - Four (4) character function code associated with the source/destination cash account


Obj/Rev/Sub - Four (4) character object/revenue code, two (2) digit sub-object code associated 


with the source/destination cash account, drop down box provided with codes and descriptions - 


(Four character object/revenue code) - Required 


Job/Proj - Eight (8) character project/sub-project/phase code associated with the 


source/destination cash account - Required


Rptg - Four (4) character reporting code associated with the source/destination cash account


Termini - Seven (7) character code associated with the source/destination cash account


Description - 30 character title as reflected on PRFT associated with the source/destination cash 


account - Required


Amount - Amount of the increase/decrease associated with the source/destination cash account 


- Required
Budgeted Funding - (RB) - All fields required

The information provided here is used to create the ADVANTAGE RB document for establishing/modifying the projects Budgeted Funding.


Revenue Source Code – Four (4) character revenue source code funding the project, drop down box provided with codes and descriptions (Example: BFII – Investment Income).


Current Balance - Enter the current budgeted funding balance for this revenue source code.


Increase/Decrease - Enter the amount this revenue source codes budgeted funding is to be changed – Do not use cents

Revised Balance – Automatically calculated for you by adding the increases and subtracting the decreases from the current balance.


Total – The total entered above for all revenue source codes are automatically calculated

Pool Increase/Decrease – Pool Increase/Decrease fields are Required if appropriations are being transferred from/to the source/destination pool account such as: Maintenance Pools, Appropriated Clearing accounts, etc.  This information will be used to create the necessary ADVANTAGE AP documents for transferring the pool appropriation amounts.

NOTE: A continuation page for the capital construction order form is available if the information exceeds page one of the form.

Capital Construction Form SAS-5 Page Two Instructions:

Project Information - (PJ)

The information provided here is used to create the ADVANTAGE PJ document to set up the Project Master Record in the Projects subsystem.

Date - Today’s date – Default from page one
File Number - Default from page one (Facilities Management assigned file number for projects they are administering)

Page - Enter page numbers

Agency - Three (3) character agency code – Default from page one

Project - Five (5) character project number – Default from page one
Org - Four (4) character organization code – Default from page one
Description - 30 character description from SAS-14 – Default from page one
Start Date - Today’s date - Default from page one
End Date - Automatically calculated to be 10 years from the Start Date - Default
Project / Grant - Drop down list with valid project types. Select appropriate project type.

Status - Drop down list, select A = Active for new projects, select C = Complete for closed projects. 

CMIA - Eligible - Select No on typical projects where there is 100% Entity Funds (State Funds), Bond Funds or Other Funds. Select Yes where there are Federal funds being used to fund the project and the activity as subject to the Commonwealth’s CMIA agreement with the U.S. Treasury.  Check with your contact in the Division of Statewide Accounting Services if unsure.

BFY - Two (2) digit budget fiscal year code – Default from page one
Termini Required - Drop down list, select NO (Department of Transportation will select Yes when using the Termini Field as a part of their transaction coding.)

Manager - Enter the name of the project manager administering the project. If Facilities Management is responsible for administering the project then contact Facilities Management for the name of the Project Manager. (Example: John Smith)

Entity Wide Project No - Five (5) character project number (this will be entered by Facilities Management if required)

Resp Agcy - Three (3) character agency code for the agency responsible for administering the project (enter 785 for projects that Facilities Management will be administering).  For projects funded by Federal Grants, contact Facilities Management, Division of Engineering to coordinate a responsible agency to establish billings for the grant.

Fund View - Enter the total dollar amount in the appropriate fund/funds.

         (Example: use 30000 for $30,000.00)

Bond Funds – The estimated revenue resulting from bond revenue associated with the 

project

Federal Funds – The estimated revenue resulting from federal sources of revenue 

associated with the project

Entity Funds (State Funds) – The estimated revenue resulting from state sources of

revenue associated with the project, including both general funds and agency revenue

funds

Other Funds – The estimated revenue resulting from other funds associated with the 

project (Example:  private donations or other 3rd party contributors, etc.)

General View 

Budget Amount - Total project budget amount - Default
Description - 30 character description from SAS-14

Federal View - Required on projects funded in whole or in part by Federal funds.  
Description  - (Replaces Memorandum) To provide narrative information so that policy makers can make informed decisions. The information should include all pertinent facts related to the requested action(s).   

GOPM Use Only - For the Governor’s Office for Policy and Management’s use only

Account Modification SAS-14PRIVATE 

(Establish/Delete/Override)
The SAS-14 form is used to establish, delete, change titles or override controls.  The Agency is responsible for completing the information on the form. Account modifications are approved by GOPM.

The following are required fields:

Date - Today’s date - Default
Establish - New project.
Delete - Close project.            Change - Change title or override controls.

BFY – Two (2) digit year related to the year project was authorized (Example: 00)

Fund - Four (4) character fund code. Example:  Capital Construction fund "0200".

Agency – Three (3) character agency code

AP -Two (2) character appropriation code

AL -Three (3) character allotment code


PBU - Four (4) character program budget unit 

Cash Level Control - Choose which level the cash will be controlled: 1 = Fund, 2 = Agency,

3 = Appropriation, 4 = Allotment, 5= PBU (Program Budget Unit) Capital Projects will be controlled at “5” PBU level.

Clearing Account - Y = (Yes if clearing account), N = No – default

Descriptive Title - Title of capital project (30 characters maximum)

State Investment Pool -
S = 0100 or 1200 Funds


B = 0200 Bond Funded Project


R = Retirement Funds such as 5100, 5200


N = If PBU begins with IN


I = For all other (Default)

Allowed By Statute to receive Interest Income (Y/N) - Yes or No

Statute -Reference statute that states the account is to receive interest income.


FY - Fiscal Year that statute was enacted.

Inactive Account  (Y/N) - Default N.
Y = Deactivate (Close account)

The following are optional fields:

Override Control - Allows allotments, cash or both to post in red until specified date or until further notice. Cancels override.

Additional Capital Project Information:


State Source of Funding - Revenue Source Code/Description, Example: BFII (Investment Income)


Source Account: 
Revenue Source Account.  Example: 670-7598


Total Project:
Estimated Project Cost


Destination Account:
Closed projects – The account where remaining funds will be returned.
