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Commonwealth of Kentucky

Management Administrative and Reporting System -- MARS

Pre-Audit User’s Manual

1.
INTRODUCTION



(Version 5
4/05/04)

1.1       General

This Pre-Audit User’s Manual for MARS has been developed to assist in the evaluation and processing of financial transactions through ADVANTAGE and Procurement Desktop (PD), at all levels within all state agencies.  The Manual documents the minimum requirements.  It will be updated on the Finance and Administration Cabinet (FAC), Division of Administrative Policy and Audit web page, as the need arises. 

This Manual is based on provisions and regulations governing the payment of funds as set out in the Kentucky Revised Statutes, Kentucky Administrative Regulations, and policies and procedures established by FAC.  Each section provides the minimum number of requirements that are required to pre-audit a specific transaction.  This Manual does not include an explanation of every document item that should be completed.  A prior working knowledge of the various MARS functions is needed before the majority of pre-audit procedures outlined in this Manual can be correctly applied.

Complete training in MARS procedures is found in the MARS training manuals.  Technical assistance is available from the FAC’s Customer Resource Center (CRC):

mailto:Finance.CRCGroup@ky.gov.  A comprehensive listing and explanation of all ADVANTAGE tables, documents, and reports can be found at: http://mars.ky.gov/advantage/advantagehelp.htm.

An agency may have additional policies and procedures in place that may, at the agency’s discretion, be incorporated into a pre-audit process.  Your agency may increase its requirements provided the increase does not interfere with laws, rules, regulations and contracts already established.  All pre-audit processes must emphasize: 

· Authenticity of the documents

· Legality and propriety of financial transactions

· Authorized approvals of financial transactions

· Review of financial transactions for appropriate accounting code and accuracy

· Generally Accepted Accounting Principles (GAAP)

The delegation of the pre-audit function to your agency gives it the authority and responsibility to exercise reasonable judgment in processing transactions for situations that are not specifically addressed by Kentucky Revised Statutes, Kentucky Administrative Regulations, FAC policies and procedures, or this Manual.  For your convenience while viewing this Manual online, you may click any blue underlined text.  You will be linked immediately to that regulation, policy or topic on the internet.   For questions or comments concerning this Manual, please write: mailto:Christina.Watts@ky.gov .
END OF CHAPTER 1 

2.
Statutory Authority


(Version 2
3/04/04)

2.1       General

The statutory basis and authority to develop the pre-audit procedures in this Manual are outlined in KRS 42.0201.  Your agency is delegated pre-audit authority in accordance with

FAP 120-13-00, which states, in part:  

Pre-Audit shall consist of verification of the validity of claims.  Verification shall include an edit applied to a document by the computerized system, as well as review of account and transaction codes applied and review of conformance with applicable rules, regulations, or legal requirements.  

For an agency that assumes the pre-audit authority:

(1)
A Pre-Audit Delegation Agreement shall be executed between the responsible official of the agency and the secretary of the Finance and Administration Cabinet.  This Agreement shall incorporate by reference agency signature authorizations.  

(2)
Periodic post-audit review shall be made by the Finance and Administration Cabinet to ensure the effective functioning of the pre-audit process.  The audit may be performed randomly without any notice to the agency.  

(3)
The agency shall adhere to the Finance and Administration Cabinet Policies and Procedures for document retention, prompt payment of vendors and open records requests.

(KRS 45.121)

END OF CHAPTER 2
3.
Internal Control Guidelines



(Version 2
4/25/02)

3.1       General 

With delegated authority, the primary responsibility for an adequate system of internal control for pre-audits lies with the agency fiscal officer, and ultimately, the head of each agency.  Agency management has the responsibility of ensuring that adequate internal, administrative and accounting control measures have been adopted.

Internal control comprises the plan and all associated methods and measures adopted within an organization to:

· Safeguard its assets

· Check accuracy and reliability of the accounting records

· Promote operational efficiencies

· Ensure adherence to prescribed statutes, regulations, FAC policies*, and your agency’s policies

Administrative controls are plans, procedures and records that are connected with the decision-making process leading to management’s authorization of transactions.  Administrative controls should be addressed by each agency to ensure that they address issues specific to an agency and conform to policies, procedures and other rules. Prudent judgment must be used to further ensure adherence to prescribed policies and procedures.   

Accounting controls comprise the plan of organization and the procedures and records concerned with safeguarding assets and the reliability of financial records.  They are designed to provide reasonable assurance that transactions are executed and approved in accordance with management's authorization.  Transactions are recorded properly within MARS to:

· Permit preparation of financial statements

· Maintain accountability for assets

· Implement appropriate budgetary controls

Sound internal control practices will assure management, fiscal officers, pre-auditors and auditors that:

· Policies and procedures prescribed in various directives are being followed

· No one person will handle transactions completely from beginning to end

· That the pre-audit function is independent of the purchasing or budgeting management function

· If it is determined that transactions are not being handled in accordance with the internal and accounting controls outlined above, the appropriate agency internal audit office and FAC officials are notified

Your agency must act proactively:

· Is relevant and reliable internal and external information timely identified, compiled,     and communicated to those who are positioned to act? 

· Are risks identified, analyzed, and actions taken to mitigate them? 

· Are controls in place to assure that management decisions are properly carried out? 

· Do senior and line management executives demonstrate that they accept control responsibility, not just delegate that responsibility to financial and audit staff? 

· Does management routinely monitor controls in process of running the organization’s operations? 

· Does management clearly assign responsibilities for training and monitoring of internal controls? 

· Are periodic, systematic evaluations of control systems conducted and documented? 

· Are appropriate criteria established to evaluate controls? 

· Are control deficiencies reported to higher levels of management and corrected on a timely basis? 

· Are appropriate controls built-in as new processes are designed and implemented? 

* The “cited authorities” drop down boxes used in Procurement Desktop have been updated to include the FAPs.  Please ask the PD users in your agency to cite the appropriate FAP in place of a BO.  The cited authority will not automatically change from a BO to a FAP when a document created prior to 4/25/02 is copied.  The creator must change the BO to the correct FAP.

.

END OF CHAPTER 3

4.
The Pre-Audit Process

(Version 1
1/15/02)

4.1       General

Pre-audit responsibility will reside with each first level approver of documents processed in ADVANTAGE and Procurement Desktop (PD). The electronic first level approvals in ADVANTAGE and PD will be considered evidence a pre-audit occurred prior to the approval. It is understood there are instances when steps in the pre-audit may continue after the point of approval in MARS. Prudent judgement must be used to further ensure adherence to prescribed policies and procedures.  Document preparers and pre-auditors should be aware the pre-audit process includes:

· Ensure fund availability based on information provided by MARS, MRDB or FAS

· Prepare the document in accordance with the document preparation guidelines

· Verify that the proper document type is used 

· Verify that account numbers and object codes are correct 

· Provide explanations and descriptions that are clearly and carefully worded so that regardless of the passage of time, a person unfamiliar with the transaction can fully understand the transaction related to the document and why any error occurred, understand any corrective action, and find it appropriate 

· Ensure proper backup documentation is available to establish that the cost is properly allocable to the project to be charged

· Ensure that under no circumstances are costs moved to a federally sponsored or federally appropriated account solely for convenience or funds availability

· Ensure that a proposed modification will correct the identified error

· Documentation is complete and understandable to an independent third party without additional information

· Propriety and legality of the transactions in relation to the account charged, program mission, legislative intent, statutory constraints, FAC policies, and MARS procedures

· Charges or credits are actual, reasonable, and necessary 

· Excessive, unnecessary or unusual charges are explained or brought to the attention of the Finance and Administration Cabinet

· Payee, address and accounting code information are complete and accurate

· Appropriate payment method is used

· Ensure that the correct approval template is selected 

· Required prior approvals (if any) have been secured

END OF CHAPTER 4

5.      MARS SECURITY

(Version 3
3-04-04)

5.1      General

Appropriate system security is especially important since MARS capabilities include online document entry, electronic approvals and electronic overrides.  MARS maintains an audit trail of approvals, payments and transaction overrides that ties these activities with the user who approved them.  Because of the significance of these transactions within MARS, it is extremely important for all MARS users to maintain adequate system passwords and take care to protect their password from being used in an unauthorized manner. 

 5.2   New Users

New users needing access to the MARS applications ADVANTAGE, and Procurement Desktop (PD), as well as the Management Reporting Database (MRDB)/Seagate Info Desktop or BRASS, should contact their MARS Agency Security Lead (ASL).  A list of Agency Security Leads is posted on the MARS web page at http://mars.ky.gov/agencycontacts.htm to assist in identifying the appropriate ASL.

Once the RACF/CICS ID has been established, the ASL must provide an e-mail request to MARS Security Administrator within the FAC, Office of the Controller with the following information:

· User RACF/CICS ID

· User Name

· ADVANTAGE security profile needed (if applicable)

· PD profile security profile needed (if applicable)

· MRDB security profile needed (if applicable)

5.3   Updating Rights and Authorities

If a MARS user’s security needs to be updated, they should contact their Agency Security Lead (ASL) and provide details on the types of changes needed.  The ASL will review the request, and if changes are needed, submit an e-mail request to MARS Security Administrator providing the following information:

· User RACF/CICS ID

· User Name

· Type of Change(s) needed in ADVANTAGE profile (if applicable)

· Type of Change(s) needed in PD profile (if applicable)

· Type of Change(s) needed in MRDB profile (if applicable)

5.4   Revoking a MARS User’s Access

When it is necessary to revoke a user’s access, such as when a user has retired, resigned or transferred from your agency, it is the responsibility of each Agency Security Lead (ASL) to ensure that the user’s application access is terminated immediately upon departure.  The ASL must submit an e-mail notification to the MARS Security Administrator providing the following information:

· User RACF/CICS ID

· User Name

· Reason User’s Access is being revoked

Agencies are not allowed to reassign user IDs that currently exist in the MARS applications. Therefore, if a user retires and a replacement is hired, the new employee must be assigned a new user ID.  That user will not be allowed to use the ID of the retired employee.
5.5   MARS Passwords

Appropriate password security is very important.  Having a password that is unique and not easily guessed is the best way to ensure the secrecy of your agency’s MARS users’ passwords.  Users with weak, or easily guessed passwords could potentially have their user names associated with attempts to alter financial information or otherwise cause harm to the Commonwealth’s financial system. 

While it can be very tempting to use an easy to remember, uncomplicated password like “password”, “mars”, or your name, those are the first phrases an individual would try when attempting to access a secured system.  In addition, simple passwords, such as ordinary words that can be found in the dictionary, can be figured out easily by any number of methods available today.  The most secure passwords are a combination of letters, numbers, and symbols that cannot be easily guessed.  For added security, use a mix of upper and lower case letters.  

5.6   Password Protection

The following password safeguards should be employed by all MARS users to prevent the unauthorized access to a user’s account:

Passwords should:

· Be kept confidential and not shared with anyone

· Be difficult to guess 

· Be changed frequently or whenever there is a chance that the password could be   compromised

· Must be exactly eight characters in length and contain at least one number. 
Passwords should NOT be:

· Kept on paper unless it is securely stored

· Named for persons, places or things that are easily identified with the user

· Identical to the user’s ID

· A derivative of user’s ID
· Included in a macro or function key to automate the login process
· Words found in a dictionary
· Common character sequences such as “123456” 

· Personal details, automobile license plate, social security number or birthday, unless accompanied by additional unrelated characters

· Fixed by combining sets of characters that do not change with sets of characters that do change  

· Construct passwords, which are identical or substantially similar to prior passwords

· ADVANTAGE and PD passwords should never be the same password.

Passwords may be reviewed for conformity with these requirements.  

END OF CHAPTER 5

     6.
     Document Retention and Post-Audit Requirements

            (Version 3
     3/04/04)

6.1       General

An agency using MARS and having pre-audit delegation authority shall maintain

documentation in a central location in the agency. The location shall be identified at the time the agency executes a Pre-Audit Delegation Agreement in accordance with FAP 120-13-00, with the Finance and Administration Cabinet (FAC), and shall be referenced as an Addendum to the Pre-Audit Delegation Agreement.  Deviation from the declared central location shall be requested of, and approved by, the Finance and Administration Cabinet.

Records shall be maintained for a period of eight years beyond the close of the fiscal year in which the transaction was initiated.  Capital projects records shall be maintained indefinitely. (Procurement document requirements are specifically covered in FAP 111-28-00.)  Records shall be preserved in their original condition, and afforded reasonable security and protection from damaging elements.

An agency shall maintain the original source document that initiated a transaction and shall maintain a system of tracking that allows for auditing the original source document back to the electronic system. Documentation shall be sufficient, competent, and relevant in establishing the appropriateness of the transaction:

· Sufficient documentation is factual, adequate, and convincing so that a prudent, informed person would reach the same conclusion regarding the transaction as the individual(s) who authorized it.

· Competent documentation is reliable and the best attainable under the circumstances.

· Relevant documentation applies to the transaction.

If supporting documentation must remain in the agency files, as opposed to being electronically attached or sent with the MARS document, the nature of the information will obviously vary according to the requirements of the MARS document being processed or modified.  Records of calculations, formulas, ratios, vendors’ invoices, and signed contracts, are typical of supporting information to be filed.   Documents maintained electronically at the agency should be systematically backed-up and stored.

Generally, MARS documents can be screen printed to begin a cover sheet hard copy file, if needed. This allows the names or document ID numbers to be used for filing purposes, without writing the names/numbers directly on the supporting documentation being filed.  If the names and numbers are written on the supporting documentation for filing purposes, due care must ensure the names/numbers are written accurately.  

Agency recipients of federal funds (grants, etc.) should be aware of document support retention requirements for federal post-audit purposes, in addition to the FAC’s requirements for document retention.  Documentation should always give credence to the amounts and ratios of funding being recorded, whether for federal or state awards. See FAP 120-21-00.

END OF CHAPTER 6

7.      TAXES

(Version 2
3/04/04)

7.1       Policies

FAP 111-26-00
Kentucky Tax Exemption for Purchases

Goods or services purchased directly by state agencies for use solely by those agencies are exempt for Kentucky sales and use taxes. (Appropriate exemption certificates must be provided to the vendors.)  KRS 139.470(7) provides Kentucky sales and use tax shall not apply to authorized state agency purchases.  Payment documents should therefore never include sales or use tax.  The exemption does not apply, however, to purchases made by contractors for use by contractors working on behalf of state agencies. 

Specific information to pre-audit documents in ADVANTAGE and Procurement Desktop  (PD) is discussed in the remainder of this Manual.  The Manual is divided into sections.  Refer to the Contents for specific sections.

END OF CHAPTER 7

8.
Purchasing  Procedures

(Version 5
03/04/04)

8.1       Procedures

“An agency shall select the appropriate payment method for all goods and services.  For payments against a document that has been entered into, and encumbered funds within, the state’s procurement and accounting systems, an agency shall process an electronic invoice that will liquidate the encumbrance when payment is authorized.  If exercising small purchase authority, or if specifically authorized in the terms of the contract, an agency may make payments using a Procurement Card.  All payments referencing contracts and awards established in the state’s procurement system shall be made in the state’s procurement system and reference the appropriate award,” from FAP 111-45-00.

The many other policies regarding purchasing for state agencies are included in the Finance and Administration Cabinet’s Manual of Policies and Procedures.  All the policies may be viewed at:

http://mars.ky.gov/policies.htm
Generally, the purchasing process for commodities (goods)* can be considered in steps:

1. Is the item available from FAC’s Division of Surplus Property? (If so, skip to Step 3.)

2. Is the item available from Kentucky Correctional Industries, New Vision Industries, or Kentucky Wood Products vendors? If so, find them in Step 3.  

3. Can the item to be purchased in an existing Master Agreement/Catalog Master Agreement? If so, prepare either a Delivery Order or a Catalog Delivery Order. (FAP 111-37-00)

4. Is the item available within my agency’s Small Purchase Authority? (FAP 111-55-00) See Section 6 of this FAP. 
5. Does a Special Authority cover the item? (FAP 111-08-00, FAP 111-09-00, FAP 111-10-00, and others) 

*Note: construction services purchasing policies are located at: FAP 220-06-00  (special authority) and FAP 220-10-00 (small purchase authority)

Also note: while purchasing an item covered by a special authority, ensure that the vendor signs attachment #12.  A list of standard attachments is located at http://www.ky.gov/agencies/adm/mars/attchmn.htm
If none of the above steps apply to you, you must prepare a Purchase Request within the state’s procurement system (Procurement Desktop) and have the FAC’s Division of Material and Procurement Services process the request.

If particular services are needed, the steps to be considered are:

1. Is the needed service available in an existing Master Agreement or Catalog Master Agreement?

2. Is the service needed a non-professional service, and costs less than $20,000? If yes, it can be purchased via Special Authority (see above) by preparing a Master Agreement / award contract.

3. Is the service a non-professional service costing $20,000 or more?  If yes, create a Purchase Request and route it to FAC’s Division of Material and Procurement Services for processing a Solicitation and award.

4. Is the service a professional service? Regardless of the amount, a Memorandum of Agreement or Personal Service Contract (FAP 111-43-00, FAP 111-44-00) must be prepared and forwarded to FAC’s Division of Material and Procurement Services for processing.  Note:  professional services provided by government (or quasi government) entities must be purchased via a Memorandum of Agreement only.

END OF CHAPTER 8

9.
AWARDS/CONTRACTS

(Version 4
3/04/04)

9.1 Policies

“An agency shall select the appropriate payment method for all goods and services.  For payments against a document that has been entered into, and encumbered funds within, the state’s procurement and accounting systems, an agency shall process an electronic invoice that will liquidate the encumbrance when payment is authorized.  If exercising small purchase authority, or if specifically authorized in the terms of the contract, an agency may make payments using a Procurement Card.  All payments referencing contracts and awards established in the state’s procurement system shall be made in the state’s procurement system and reference the appropriate award,” from FAP 111-45-00.
Below is a list of other relevant policies related to awards in Procurement Desktop (PD). Refer to each policy for specific details.

FAP 110-10-00
General Conditions for and Instructions for Solicitations and Contracts

The policy lists the general conditions that become a part of each Solicitation and Contract for commodities or services issued by the Commonwealth.

FAP 111-11-00
Modification of Solicitations and Contracts

The policy addresses the correct use of Modifications.

FAP 111-34-00
Awarding of Contracts

Contracts will be awarded to the responsive qualified bidder meeting all specifications and conditions of the solicitation whose bid offers the best value to the Commonwealth.

FAP 111-37-00
Contract Types

Contracts and Master Agreement are the two major types of contractual arrangements that result from Purchase Requests.  Contracts are executed when the Commonwealth obligates itself to purchase a specific quantity or amount at a specific price.  Master Agreements are used for an approved source of supply at a defined price.   Normally, Master Agreements do not have an established guarantee of any specific quantity to be purchased.  These contracts are issued by the Division of Material and Procurement Services or by agencies with a specific delegation or authority. 

FAP  111-43-00
Personal Service Contracts

State law permits the purchase of professional, technical, scientific, or artistic services by means of Personal Service Contract if state personnel are not available or it is not feasible for state personnel to perform the service.  State agencies shall determine whether another state agency or state university can reasonably provide the needed service prior to initiating the Personal Service Contract procedure.  Personal Service Contracts shall be procured and processed in accordance with this policy and KRS 45A.690 – 45A.725.  See Chapter 28 – Personal Service Contracts and Memoranda of Agreement – for pre-audit details required for those contracts.

FAP 111-44-00
Memorandum of Agreement

A Memorandum of Agreement may be used only when the agreement or contract is between the following: 

a. State agency and a state college or university

b. State agency and an area development district

c. State agency and a community action agency

d. State agency and a mental health/mental retardation board

e. State agency and another state agency

f. State agency and a political subdivision

g. State university and an employer of students in the Commonwealth Work Study Program sponsored by the KHEAA

h. State agency and rural concentrated employment programs

i. State agency and any association or organization whose voting membership is composed entirely of the entities identified in a through h above

FAP 111-51-00
Contract Administration

Contracts awarded will be administered in accordance with the terms and conditions of the contract and sound principles of effective purchasing.  The Division of Material and Procurement Services relies on the agency to ensure the contract is being completed or performed as written.  If any post-contract problem, deviation, change, or delay arises not provided for in the contract, the matter should first be handled between the agency and vendor, and referred, through the state procurement system, to the Division of Material and Procurement Services for resolution if a satisfactory solution cannot be attained.

FAP 111-57-00
Negotiated Purchases (Competitive)

A contract may be awarded by competitive negotiation under the provisions of the Model Procurement Code when, under regulations issued by the secretary of the Finance and Administration Cabinet, the purchasing officer determines in writing that the use of competitive sealed bidding is not practical.

9.2 Award/Contract Document Use

A contract is used to record the terms and conditions of an agreement with a vendor and to reserve (encumber) funds for the value of the agreement.  This type of document is established to purchase a specific quantity or amount at a specific price for delivery at a specific time(s).

While preparing a solicitation, consider which attachments are necessary from vendors. A list of standard attachments is located at http://www.ky.gov/agencies/adm/mars/attchmn.htm.
Two-year contracts within a biennial budget period should be processed as Master Agreements.  

Please be sure to select the correct subtype when creating your Master Agreement for Personal Service Contracts

9.3 Contract Subtypes

The following document subtypes are available for contract and contract modification documents.  Ensure that the correct subtype is selected.

1.  Construction 

Award/Contract Sub Type:  Contract-Construction
This document subtype is used for Construction projects to include agency small construction.  The proper cited authority must be referenced. 

Award/Contract Sub Type:  Contract-MOA (encumbered)- internal or external vendors

This document subtype is used for memoranda of agreement, memoranda of understanding, and inter-local agreements meeting the definition of a memorandum of agreement in KRS 45A.690.  Other statutory authorities may also apply.  These must be filed with the Finance and Administration Cabinet and the Legislative Research Commission (LRC).

3.  Property Rental 

Award/Contract Sub Type:  Contract-Property Rental
This document subtype is used for those contracts that result in the lease of space for an agency from an external vendor. 

4.  Personal Service Contract – Legal 

Award/Contract Sub Type:  Contract-PSC-Legal
This document subtype is used for personal service contracts for legal services.  Legal contracts must use this subtype for the additional approvals required by statute.  These must be filed with the Finance Cabinet and LRC.

5.  Personal Service Contract – Standard 

Award/Contract Sub Type:  Contract-PSC-Standard
This document subtype is used for all personal service contracts other than legal services. These must be filed with the Finance Cabinet and LRC.

6.  Special Authority 

Award/Contract Sub Type:  Contract-Special Authority
This document subtype is used for only those special authorities that require a prior approval by the Director of Division of Material and Procurement Services, e.g. all documents using FAP 111-10-00 that are over $5000.  The authorizing policy should be the cited authority reference in Procurement Desktop.

7.  Standard 

Award/Contract Sub Type:  Contract-Standard
This document subtype is used for general procurements for other types of contracts not defined above, such as small purchase, sealed bids.

See Chapter 28 – Personal Service Contracts and Memoranda of Agreement  -- for more contract types.

The Kentucky Transportation Cabinet has additional sub types not discussed here.    
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9.4   Pre-audit of the award/contract (Procurement Desktop)

Check the MAIN Tab to ensure the information in the document is correct:

	Effective Date 
	Start date for the award/contract

	Agency Code 
	Agency code represents the agency responsible for making the payment to the vendor

	Buying Entity 
	Group of users for whom the purchase is being made

	Cited Authority 
	Authority type for the document that ensures that users have the appropriate authority to create awards and make payments to vendors

	Issued By 
	Name and address of the office issuing the contract

	Administered By 
	Name and address of the office administering the Award/Contract

	Expiration Date
	Expiration dates should be completed for all MOAs, PSCs, etc.

	Payment Terms
	Select the correct terms

	Name & Address of Vendor 
	Name and address of the selected vendor


Check the LINES Tab to ensure the information in the document is correct:

	Accounting Fiscal Year 
	Accounting fiscal year the award/contract is referencing

	Accounting Fiscal Month 
	Accounting fiscal month the Award/Contract is referencing

This field appears in the format of “fiscal month” (e.g., if this document is created in June, which is fiscal month 12, then the field would appear as 12 (June))

	Allow for Partial Payment
	This field must be checked if a partial payment is required  

	Budget Fiscal Year 
	Budget fiscal year the Award/Contract is referencing. (Note: if a project is included in the funding, the budget fiscal year will be the fiscal year the project was created.)


Check the LINE ITEM DETAIL window to ensure the information in the document is correct:

	Description 
	Short description of the line or sub-line item 

	Extended Description
	· Concise, accurate descriptive information for contracts/agreements. Including those contracts/agreements that will be reviewed by the LRC Government Contract Review Committee -- PSC, MOA, MOU, and GA (Grant Agreement) sub types

· This information should be included in the first lines of the Extended Description field

· Avoid hard returns when you enter your description 

	Quantity 
	If the Miscellaneous field is incomplete, then the number of items to be purchased is required

	Unit of Measure
	If the Miscellaneous field is incomplete, then the unit of measure is appropriately selected based on the basis for payment 

	Unit Price Conditional
	If the Miscellaneous field is incomplete, then the price of one unit of the line item is required

	Miscellaneous 
	If the QUANTITY, UNIT, and UNIT PRICE fields are incomplete, then the MISCELLANEOUS field is required.  This field is used to define a dollar amount for a line item without specific quantity or unit cost such as a service.  

	Type Of Item 
	Good or Service

· If the Good radio button is checked, the line item is a tangible good

· If the Service radio button is checked, the item is a service and will not be shipped and received, and therefore, the Shipping Address is not required on the Address tab, and the received item should not be checked on the Acceptance Tab

	Commodity Code 
	Commodity code of the item

	Description 
	Should correspond to the description above


Check the FUNDING Tab to ensure the information in the document is correct:

	Fund 
	· Fund paying for the item on this line

· See Fund Index (FUND) for valid values

	Agency
	· Agency paying for the item on this line 

· See AGCY and FAGY for valid values

	Org
	· Organization paying for the item named on this line

· See ORGN for valid values

	Object Code
	· Enter the correct code here

	PBU
	· Program Budget Unit for the items listed

· See Program Reference Table (PRFT) for valid values

	Amount
	Total amount that will paid by this funding line

	Percent 
	Percentage of the total cost of an item that will be paid for by this funding line


Check the PRICING Tab to ensure the information is correct:

	Tolerances
	To be used for acceptable variance from ordered quantity or line item tolerance.  Not to be used for PSC, MOA, GA, MOU sub types


Check the ADDRESS Tab to ensure the information in the document is correct:

	Shipping Address 
	Address where the good will be shipped

	Invoice Address
	Address where the Invoice will be sent


9.5   Pre-audit of the award/contract issued from a Purchase Request or Bid Evaluation

Check the MAIN Tab to ensure the information in the document is correct:

	Effective Date 
	Start date for the award/contract

	Agency Code 
	Agency code represents the agency responsible for making the payment to the vendor

	Stock Replenishment
	Indicates the purchase is being made to replenish stock

	Cited Authority 
	Authority type for the document that ensures that users have the appropriate authority to create awards and make payments to vendors

	Administered By 
	Name and address of the office administering the Award/Contract

	Buying Entity
	Group of users for whom the purchase is being made

	Submit Invoices
	Indicate the number of Invoices to be sent to the vendor and where they should be sent 

	Issued By
	Name and address of the office issuing the contract

	Expiration Date
	Include this date for PSCs, MOAs, GAs, and MOUs

	Name & Address of Vendor 
	Name and address of the selected vendor


Check the LINES Tab to ensure the following information in the document is correct:

	Accounting Fiscal Year
	Accounting fiscal year the Award/Contract is referencing

	Accounting Fiscal Month
	Accounting fiscal month the Award/Contract is referencing

	Budget Fiscal Year
	Budget fiscal year the Award/Contract is referencing (Note: if a project is included in the funding, the budget fiscal year will be the fiscal year the project was created.)


Note:  the PON Tab fields for PSCs, MOAs, MOUs, and GAs should be completed before the document can be closed and saved.

For the CLAUSES Tab, all contracts need to contain all specific and general terms and conditions for contract performance.

Verify that the following fields on the LINE ITEM DETAIL window display the appropriate information from the referenced Purchase Request or Bid Evaluation:

· Description  

· Item Information – Quantity  

· Item Information – Unit Price  

· Commodity Code  

· Unit of measure

END OF CHAPTER 9

10.
  MASTER AGREEMENT

   (Version 4
3/04/04)

10.1 General

This type of document must be used to establish price agreements with vendors for supplying specific items at specific unit prices at any time during a specified time period, typically one year, with renewal option(s). The Master Agreement (MA)  does not reserve (encumber) funds.

The Master Agreement is used by individual state agencies to make purchases from specific vendors only.  See “Catalog Master Agreement” for multiple agency users. 

A Master Agreement is used for placing multiple orders or for making multiple payments for an ongoing need.   This document is not to be used for one-time purchases.

While preparing a solicitation, consider which attachments are necessary from vendors.  A list of standard attachments is located at http://www.ky.gov/agencies/adm/mars/attchmn.htm.
Note: Memorandum of Agreements (MOA) covering two years within a biennial budget period should be processed as Master Agreements.  Be sure to select the correct subtype when creating the Master Agreement for your two-year MOA.  If you are creating a standard MOA, you will use the MA-MOA-Standard Subtype; if you are entering into a Grant Agreement, you should choose the MA-Grant Agreement subtype, etc.  

10.2  Master Agreement Subtypes 

Check to be sure that the correct subtype is selected for the Master Agreement.  

The following document subtypes are available for Master Agreement and Master Agreement Modification documents.  Note: all MAs to be submitted to the LRC must have completed PON tab fields.  All fields must be completed before the document can be closed and saved. 

1.  Architectural/Engineering 

Master Agreement Sub Type:  MA-Architectural/Engineering
This document subtype is used for contracts that are not to be encumbered and are procured under the Cabinet’s authority granted by KRS 45A.825 and KRS 45A.837 (engineering services). These must be filed with LRC.  

2.  Fluctuating Price 

Master Agreement Sub Type:  MA-Fluctuating Price

This document subtype is used when a Master Agreement contains unit prices that are not fixed, e.g. commodities where the market is volatile, and is for the purchase of goods and services that are not defined as professional services.  Fluctuating contracts are the only type of contract that allows the ability to exceed a unit cost.  The user is also able to pay less than the unit cost.  When a Master Agreement is designated as a fluctuating price subtype the user can change the unit prices shown on the Master Agreement when the Delivery Order or Invoice is created from the Master Agreement.  If changes are not made to the unit cost on a Delivery Order, however, unit costs cannot be increased on an Invoice referencing the Delivery Order.  A Delivery Order Modification would have to be created before paying the Invoice.

3.  Internal 

Master Agreement Sub Type:  MA-Internal
The FAC Division of Material and Procurement Services uses this document subtype.  

Other agencies should avoid use of this subtype. 

4.  Memorandum of Agreement - Internal 

Master Agreement Sub Type:  MA-MOA-Internal
All Master Agreements created for memoranda of agreement,  and memoranda of understanding with internal vendors, as defined by KRS 45A.690, should use this document subtype.  The internal vendors would be agencies that utilize MARS as their payment system.  These documents must be filed with the FAC and LRC.

5.  Memorandum of Agreement - Standard 

Master Agreement Sub Type:  MA-MOA-Standard

All Master Agreements created for memoranda of agreement,  and memoranda of understanding as defined by KRS 45A.690 should use this document subtype.  These must be filed with the FAC and LRC.

6.  Memorandum of Agreement - Grant Agreement 

Master Agreement Sub Type:  MA-Grant Agreement

Memoranda of Agreements with sub-recipients of Federal grant funds should use this subtype.  These must be filed with the FAC and LRC. 

7.  Memorandum of Agreement – Universities

Master Agreement Sub Type:  MA-MOA with Universities 

This subtype should be used for Memoranda of Agreement that are set up with a University as the second party.  These are exempt from LRC review. 

8.  Personal Service Contract Standard Fixed (Not encumbered) 

Master Agreement Sub Type:  MA-PSC Std Fixed (not encumbered)  

This subtype should be used for all personal service contracts as defined in KRS 45A.690 that should not encumber funds and do not meet the definition of other Master Agreement subtypes.  This subtype may be used in situations where the agency is contracting with a group of vendors to perform the same services and is unable to determine the amount to encumber for each contract.  These must be filed with the FAC and LRC.

9.  Provider Agreement 

Master Agreement Sub Type:  MA-Provider Agreements

This subtype is used to set up an agreement with a provider of direct Medicaid health care to individuals.  Exceptions include any health maintenance organization or other entity primarily responsible for administration of any program or system of Medicaid managed health care services established by law or by agreement with the Cabinet for Health Services.  This does not go through LRC or FAC. 

10.  PSC- Contingency Fee 

Master Agreement Sub Type:  MA-PSC-Contingency Fee

This subtype should be used for all personal service contracts as defined in KRS 45A.690 that should not encumber funds and do not meet the definition of other Master Agreement subtypes, where the agency is paying a vendor based on collection type services. These must be filed with the FAC and LRC.

11.  Personal Service Contract – Legal

Master Agreement Sub Type:  MA-PSC-Legal

This document subtype is used for personal service contracts for legal services.  Legal contracts must use this subtype for the additional approvals required by statute.  These must be filed with FAC and LRC.  

12.  Revenue Generating 

Master Agreement Sub Type:  MA-Revenue Generating

This subtype results in an agreement with a vendor where the Commonwealth is receiving revenue from, rather than making payments to the vendor, e.g. a vendor may have a concession sales Master Agreement where they agree to pay the Commonwealth 20% of their sales. 

13.  Special Authority Fixed 

Master Agreement Sub Type:  MA-Special Authority Fixed

This document subtype is used for only those special authorities that require a prior approval by the FAC Director of Division of Material and Procurement Services, e.g. all documents using FAP 111-10-00 that are over $5000.  The authorizing policy should be the cited authority reference in Procurement Desktop. Note: this should not be used with non-professional MAs less than $20,000. See sub type 27 below.

14. Special Authority Fixed w/Lines

Master Agreement Sub Type:  MA-Spec Auth Fixed w/lines

This document subtype issued for only those special authorities that require a prior approval by the Director of Division of Material and Procurement Services, e.g. all documents citing FAP 111-10-00 that are more than $5000.  This subtype has signature lines. Note: this should not be used with non-professional MAs less than $20,000. See sub type 27 below.

15.  Standard Fixed Price 

Master Agreement Sub Type:  MA-Standard Fixed Price

This document subtype is used when a Master Agreement contains unit prices that are fixed, and where the market prices are not volatile, and is for the purchase of goods and services that are not defined as professional services.  This subtype does not have signature lines.

16.  Standard Fixed Price w/lines 

Master Agreement Sub Type:  MA-Std Fixed Price w/lines

This document subtype is used when a Master Agreement contains unit prices that are fixed, and where the market prices are not volatile, and is for the purchase of goods and services that are not defined as professional services.  This subtype has signature lines. 

17.  MA-NP Small Purch Fixed

Master Agreement Non-Professional Small Purchase Fixed

This document subtype is used when a Master Agreement does not require FAC approval because it falls within the agency’s small purchase authority.  Select “FAP 111-55-00 Small Purchase” as the cited authority.

18.  MA Mod-NP Small Purch Fixed

Master Agreement Mod Non-Professional Small Purchase Fixed

This document subtype is used to modify a Master Agreement created with the MA-NP Small Purch Fixed subtype, which does not require FAC approval because it falls within the agency’s small purchase authority.  Select “FAP 111-55-00 Small Purchase” as the cited authority.

19.  MA-NP Small Purch Fixed w/lines

Master Agreement Non-Professional Small Purchase Fixed with lines

This document subtype is used when a Master Agreement does not require FAC approval because it falls within the agency’s small purchase authority.  It allows the document to be printed with signature lines.  Select “FAP 111-55-00 Small Purchase” as the cited authority.

20.  MA Mod-NP Small Purch Fixed w/lines

Master Agreement Mod Non-Professional Small Purchase Fixed with lines
This document subtype is used to modify a Master Agreement created with the MA-NP Small Purch Fixed w/lines subtype, which does not require FAC approval because it falls within the agency’s small purchase authority.  Select “FAP 111-55-00 Small Purchase” as the cited authority.

21. Personal Service Contract – Standard 

Award/Contract Sub Type:  Contract-PSC-Standard
This document sub-type is used for all personal service contracts other than legal services or a two-year psc. These must be filed with the Finance Cabinet and LRC.

22. Personal Service Contract – Legal 

Award/Contract Sub Type:  Contract-PSC-Legal
This document sub-type is used for personal service contracts for legal services.  Legal contracts must use this sub-type for the additional approvals required  by statute.  These must be filed with the Finance Cabinet and LRC.

23. MA-PSC Fluctuating/Capped (tolerances) 

Master Agreement Sub Type:  MA-PSC-Fluctuating/capped
These sub-types should be used for personal service contracts as defined in KRS        45A.690 that should not encumber funds and do not meet the definition of other master agreement sub-types.  (Note:  Only on rare occasions are personal service contracts not encumbered.)  This sub-type may be used in situations where the agency is contracting with a vendor for services such as pharmaceuticals and the contract is set up based on number of medications ordered which continuously fluctuate.   Currently, the unit price or miscellaneous cost on a resulting Delivery Order or Invoice can be increased to any amount within your agency's budgetary constraints.  However with the release of PD 4.9, price increases will be limited to the Unit Price or Miscellaneous Cost listed on the Detail tab, plus any tolerance listed on the Pricing tab. These must be filed with the Finance Cabinet and LRC. 

24.  Memorandum Of Agreement (Encumbrance) 

Award/Contract Sub Type: Contract-MOA (encumbered)
This document sub-type is used for memoranda of agreement,  memoranda of understanding, and inter-local agreements meeting the definition of a memorandum of agreement in KRS 45A.690.  Other statutory authorities may also apply.  These must be filed with the Finance and Administration Cabinet and the Legislative Research Commission (LRC).

25.  Master Agreement/Internal LRC Exempt

Master Agreement Sub-type: MA-Internal LRC Exempt/Fixed/Capped

This sub-type should be used for exceptions of Memoranda of Agreement as defined in KRS 45A.690(d)(2 & 3) See below: These are exempt from LRC filing.

KRS 45A.690(d)

2. Agreements between the Auditor of Public Accounts and any other governmental agency or political subdivision of the Commonwealth for auditing services;

3. Agreements between state agencies as required by federal or state law.  (Those contracts that are specifically exempt by wording in the statutes.)
26. Master Agreement/External LRC Exempt

Master Agreement Sub-type: MA-External LRC Exempt/Fixed/Capped

This sub-type should be used for exceptions of Memoranda of Agreement as defined in KRS 45A.690(5).  These are exempt from LRC filing.

KRS 45A.690(5) Agreements involving child support collections and enforcement (CFC only)

27. MA/MA MOD Non-Professional DMPS Approval

Master Agreement Sub-type

This is used for non-professional MAs exceeding the agency’s Small Purchase Authority.  Approval is required by DMPS.   

10.3  Pre-audit of a Master Agreement
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Check the MAIN Tab to ensure the information in the document is correct:

	Effective Date 
	Start date for the MA

	Expiration Date 
	Date the Award/Contract is no longer valid

	Buying Entity 
	Group of users for whom the purchase is being made

	Copies to the Address Listed
	Number of invoices that should be sent to the agency

	Subtype
	Most appropriate subtype described above

	Cited Authority 
	Most appropriate authority from the drop down list

	Issued By 
	Name and address of the office issuing the MA

	Administered By 
	Name and address of the office administering the MA

	Authorized Agencies
	Select the correct purchasing entity here

	Name & Address Of Vendor 
	Name and address of the selected vendor


Check the LINES Tab to ensure the information in the document is correct:

	Accounting Fiscal Year
	Accounting fiscal year the MA is referencing

	Accounting Fiscal Month
	Accounting fiscal month the MA is referencing

	Budget Fiscal Year
	Budget fiscal year the MA is referencing (Note: if a project is included in the funding, the budget fiscal year will be the fiscal year the project was created.)


Check the LINE ITEM DETAIL window to ensure the information in the document is correct:

	Description 
	Short description of the line or sub-line item

	Quantity 
	If the Miscellaneous field is incomplete, then the number of items to be purchased is required

	Unit 
	If the Miscellaneous field is incomplete, then the unit of measure of the item to be purchased is required.  Ensure the measure is appropriate based on the basis of payment

	Unit Price Conditional
	If the Miscellaneous field is incomplete, then the price of one unit of the line item is required

	Miscellaneous 
	If the Quantity, Unit and Unit Price fields are incomplete, then the Miscellaneous field is required.  This field is used to define a dollar amount for a line item without specific quantity or unit cost such as a service.  

	Type Of Item 
	Good or Service

· If the Good radio button is checked, the line or sub- line item is a tangible good

· If the Service radio button is checked, the item is a service and will not be shipped and received, and therefore, the Shipping Address is not required on the Address tab

	Commodity Code 
	Select the correct commodity code for the item

	Description 
	Should correspond to the description above


Ensure the PRICING tab is correct:

	Tolerances
	To be used to indicate acceptable variance from ordered quantity or line item tolerances.  Not to be used with PSCs, MOAs, GAs, and MOUs


Note:  the PON tab fields for PSCs, MOAs, MOUs, and GAs should be completed before the document can be closed and saved.

For the CLAUSES tab, all contracts need to contain all specific and general terms and conditions for contract performance.

10.4   Pre-audit of a Master Agreement issued from a Purchase Request or Bid Evaluation

Check the MAIN Tab to ensure the information in the document is correct:

	Effective Date 
	When MA will take effect

	Renewal Periods Number
	· Number of renewal periods acceptable for this Master Agreement

· If the Master Agreement is nonrenewable, “0” should be selected

	Expiration Date 
	Date the MA is no longer valid 

	Buying Entity 
	Group of users for whom the purchase is being made

	Cited Authority 
	Authority type the agency has that gives it the authority to award this Master Agreement

	Issued By 
	Name and address of the office issuing the MA

	Administered By 
	Name and address of the office administering the MA

	Name & Address Of Vendor 
	Should match the name and address of the vendor selected on the Bid Evaluation to whom the Master Agreement is being awarded 


Verify that the following fields on the DETAIL tab display the defaulted information from the Purchase Request:

· Description  

· Item Information – Quantity  

· Item Information – Unit Price  

· Commodity Code  

Check the LINES Tab to ensure the information in the document is correct:

	Accounting Fiscal Year
	Accounting fiscal year the MA is referencing

	Accounting Fiscal Month
	Accounting fiscal month the MA is referencing

	Allow for Partial Payments
	Check this box if partial payments are allowed

	Budget Fiscal Year
	Budget fiscal year the MA is referencing (Note: if a project is included in the funding, the budget fiscal year will be the fiscal year the project was created.)


Ensure the PRICING Tab is correct:

	Tolerances
	To be used to indicate acceptable variance from ordered quantity or line item tolerances.  For fluctuating MAs and CMAs, an upper tolerance limit will not permit prices above the stated limit.  Not to be used with PSCs, MOAs, GAs, and MOUs


Note:  the PON tab fields for PSCs, MOAs, MOUs, and GAs should be completed before the document can be closed and saved.

For the CLAUSES tab, all contracts need to contain all specific and general terms and conditions for contract performance.

END OF CHAPTER 10

11.
  Catalog Master Agreement

   (Version 1
1/24/02)
11.1        General
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The Catalog Master Agreement (CMA) establishes a contract with a vendor (internal or external) to provide commodities/services that are loaded into the Electronic Catalog for frequent ordering by multiple state agencies.

11.2   Pre-audit of a CMA

Check the MAIN Tab to ensure the information in the document is correct:

	Effective Date 
	When CMA will take effect

	Renewal Periods Number
	· Number of renewal periods acceptable for this Catalog Master Agreement

· If the Catalog Master Agreement is nonrenewable, “0” should be selected

	Expiration Date 
	Date the MA is no longer valid 

	Buying Entity 
	Group of users for whom the purchase is being made

	Submit Invoices
	Number of invoices that are requested from the vendor

	Cited Authority 
	Select the most appropriate authority from the drop down list 

	Issued By 
	Name and address of the office issuing the CMA

	Administered By 
	Name and address of the office administering the CMA

	Name & Address of Vendor 
	Should match the name and address of the vendor selected on the Bid Evaluation to whom the Catalog Master Agreement is being awarded 

	Authorized Agencies
	Select the correct purchasing entity here, or all state indication 


In addition, see the pre-audit requirements presented in Chapter 10 – Master Agreement.

END OF CHAPTER 11

 12.
  PURCHASE ORDERS

  (Version 1
1/15/02)

12.1       General

A Purchase Order has one main purpose:

To record the terms and conditions of an agreement with an internal vendor. The term “internal vendor” refers to state agencies that provide goods or services to other state agencies using Procurement Desktop as their means of receiving payments.

This document only has one subtype: Internal.

12.2   Pre-audit of the Purchase Order 

Check the MAIN Tab to ensure the information in the document is correct:

	Effective Date 
	When PO will take effect

	Expiration Date 
	Date the PO is no longer valid 

	Buying Entity 
	Group of users for whom the purchase is being made

	Submit Invoices
	Number of invoices that is requested of the vendor

	Cited Authority 
	Select the most appropriate authority from the drop down list

	Issued By 
	Name and address of the office issuing the PO

	Administered By 
	Name and address of the person administering the PO

	Name & Address of Vendor 
	Vendor’s name and address


Check the LINES Tab to ensure the information in the document is correct:

	Accounting Fiscal Year
	Accounting fiscal year the PO is referencing

	Accounting Fiscal Month
	Accounting fiscal month the PO is referencing

	Allow for Partial Payment 
	Check this box if the payment is not in full 

	Budget Fiscal Year
	Budget fiscal year the PO is referencing


Check the LINE ITEM DETAIL window to ensure the information in the document is correct:

	Description 
	Short description of the line item

	Quantity 
	If the Miscellaneous field is incomplete, then the number of items to be purchased is required

	Unit of Measure
	If the Miscellaneous field is incomplete, then the unit of measure of the item to be purchased is required, and should be appropriate to the basis of payment

	Unit Price
	If the Miscellaneous field is incomplete, then the price of one unit of the line or sub- line item is required

	Miscellaneous 
	If the Quantity, Unit and Unit Price fields are incomplete, then the Miscellaneous field is required.  This field is used to define a dollar amount for a line item without specific quantity or unit cost such as a service.  

	Type Of Item 
	Good or Service

· If the Good radio button is checked, the line or sub- line item is a tangible good

· If the Service radio button is checked, the line or sub- line item is a service and will not be shipped and received, and therefore, the Shipping Address is not required on the Address tab

	Commodity Code 
	Commodity code of the item

	Description 
	Should correspond to the description above


Check the FUNDING Tab to ensure the information is correct.

	Funding Summary             
	Each line needs at least one funding source

The total percentage of funding must equal 100.00% for                            each line item of the document 

	Percent
	Percentage of the total cost of an item that will be paid for by this funding line 

	Quantity 
	Number of items that the funding will cover

	Amount
	Amount of items that will be paid for by this funding line  


Check the ADDRESS Tab to ensure the information in the document is correct:

	Invoice Address
	Address where the Invoice should be sent


Ensure the PRICING Tab is correct:

	Tolerances
	To be used to indicate acceptable variance from ordered quantity or line item tolerances.  Not to be used with PSCs, MOAs, GAs, and MOUs


For the CLAUSES tab, all contracts need to contain all specific and general terms and conditions for contract performance.

END OF CHAPTER 12

13.
  DELIVERY ORDERS

  (Version 1
1/15/02)

13.1      General

A Delivery Order (DO) is used to place an order with a vendor holding a current Master Agreement. The Delivery Order can be used for ordering against both internal (state vendor) and external Master Agreements.

The following document subtypes are available for Delivery Orders and Delivery Order Modification documents.

1. Delivery Order - Standard  (if MA type is external, this is the only choice)

Delivery Order Sub Type: Delivery Order - Standard
Used for procurements from external vendors that reference a Master Agreement.  

2. Delivery Order – Internal

Delivery Order Sub Type: Delivery Order - Internal
This document subtype is used for procurements from other state agencies that use MARS to receive payments and that reference a Master Agreement.  

13.2   Pre-audit of the DO - External Vendor

The DO type and subtype should be Standard.

Check the MAIN Tab to ensure the information in the document is correct:

	Agency Code
	Agency responsible for making the payment to the vendor

	Buying Entity 
	Group of users for whom the purchase is being made

	Submit Invoices
	Number of invoices that is requested of the vendor

	Issued By 
	Name and address of the office issuing the DO

	Administered By 
	Name and address of the person administering the DO

	Name & Address of Vendor 
	Name and address of the selected vendor


Check the LINES Tab to ensure the information in the document is correct:

	Accounting Fiscal Year
	Accounting fiscal year the DO is referencing

	Accounting Fiscal Month
	Accounting fiscal month the DO is referencing

	Budget Fiscal Year
	Budget fiscal year the DO is referencing


Ensure the PRICING tab is correct:

	Tolerances
	To be used to indicate acceptable variance from ordered quantity or line item tolerances.  Not to be used with PSCs, MOAs, GAs, and MOUs


For the CLAUSES tab, all contracts need to contain all specific and general terms and conditions for contract performance.

13.3   Pre-audit for the DO - Internal

           The DO type and subtype should be Internal.

Check the MAIN Tab to ensure the information in the document is correct:

	Agency Code
	Agency responsible for making the payment to the vendor

	Buying Entity 
	Group of users for whom the purchase is being made

	Submit Invoices
	Number of invoices that is requested of the vendor

	Issued By 
	Name and address of the office issuing the DO

	Administered By 
	Name and address of the person administering the DO

	Name & Address of Vendor 
	Name and address of the selected vendor


Check the LINES Tab to ensure the information in the document is correct:

	Accounting Fiscal Year
	Accounting fiscal year the PO is referencing

	Accounting Fiscal Month
	Accounting fiscal month the PO is referencing

	Budget Fiscal Year
	Budget fiscal year the PO is referencing


Check the LINE ITEM DETAIL window to ensure the information in the document is correct:

	Description 
	Short description of the line item

	Quantity 
	If the Miscellaneous field is incomplete, then the number of items to be purchased is required

	Unit of Measure
	If the Miscellaneous field is incomplete, then the unit of measure of the item to be purchased is required, and should be appropriate to the basis of payment

	Unit Price
	If the Miscellaneous field is incomplete, then the price of one unit of the line or sub- line item is required

	Miscellaneous 
	If the Quantity, Unit and Unit Price fields are incomplete, then the Miscellaneous field is required.  This field is used to define a dollar amount for a line item without specific quantity or unit cost such as a service.  

	Type Of Item 
	Good or Service

· If the Good radio button is checked, the line or sub- line item is a tangible good

· If the Service radio button is checked, the line or sub- line item is a service and will not be shipped and received, and therefore, the Shipping Address is not required on the Address tab

	Commodity Code 
	Commodity code of the item

	Description 
	Should correspond to the description above


Check to ensure the PRICING Tab is correct:

	Tolerances
	To be used to indicate acceptable variance from ordered quantity or line item tolerances.  Not to be used with PSCs, MOAs, GAs, and MOUs


Check the ADDRESS Tab to ensure the information in the document is correct:

	Invoice Address
	Address where the Invoice should be sent


Ensure the FUNDING Tab is also completed correctly.

For the CLAUSES Tab, all contracts need to contain all specific and general terms and conditions for contract performance.

END OF CHAPTER 13

14.
 CATALOG DELIVERY ORDERS

 (Version 2
6/27/02)

14.1      General 

If the item requested is in a Catalog Master Agreement, a Catalog Delivery Order will be created from the Market Basket you establish.  The Market Basket can also generate an Invoice when paying directly from a Catalog Master Agreement (see chapter 22.2).

14.2   Catalog Delivery Order (CDO)

There are two CDO subtypes.  

1. Catalog Delivery Order

This document subtype is used for procurements from external vendors that reference a Catalog Master Agreement.  The system automatically assigns this subtype when the order is generated from a Market Basket and the CMA is with an external vendor.

2. CDO – Internal

This document subtype is used for procurements with other state agencies that use MARS to receive payment and that reference a Catalog Master Agreement.  The system automatically assigns this subtype when the order is generated from a Market Basket and the CMA is with an internal vendor.

14.3   Pre-audit of the CDO    

Check the MAIN Tab to ensure the information in the document is correct:

	Effective Date 
	Date when the catalog Delivery Order will take effect

	Expiration Date
	When the Catalog Delivery Order expires

	Stock Replenishment
	LEAVE BLANK

	Subtype
	Catalog Delivery Order or CDO-Internal

	Cited Authority
	Authority type for the document is inferred

	Agency Code 
	Agency responsible for making the payment to the vendor

	Payment Terms
	Inferred based on the selected vendor – may be overridden

	Buying Entity 
	Group of users for whom the purchase is being made

	Submit Invoices - Submit
	Number of vendor invoice copies that the vendor must send

	Submit Invoices -Copies to the Address Listed
	Address where invoices from the vendor should be sent for orders against this Catalog Master Agreement

	Issued By
	Name and address of the office that is requesting the Catalog Delivery Order

	Administered By
	Name, office, and address of the office administering this Catalog Delivery Order

	Name and Address of Vendor
	Do not change this field – it is inferred from the CMA


Check the LINES Tab to ensure the information in the document is correct:

	Payment Will Be Made By
	Organization paying for the order (optional)

	Accounting Fiscal Year
	Accounting fiscal year the CDO is referencing

	Accounting Fiscal Month
	Accounting fiscal month the CDO is referencing

	Budget Fiscal Year
	Budget fiscal year the CDO is referencing

	Allow for Partial Payments
	If this check box is checked, then partial payments are allowed on this Catalog Delivery Order  (optional)


Check the LINE ITEM DETAIL window to ensure the information in the document is correct:

	Description 
	Short description of the line item

	Quantity 
	If the Miscellaneous field is incomplete, then the number of items to be purchased is required

	Unit of Measure
	If the Miscellaneous field is incomplete, then the unit of measure of the item to be purchased is required, and should be appropriate to the basis of payment

	Unit Price
	If the Miscellaneous field is incomplete, then the price of one unit of the line or sub- line item is required

	Commodity Code 
	Commodity code of the item

	Description 
	Should correspond to the description above


Check the ADDRESS Tab to ensure the information in the document is correct:

	Invoice Address
	 Both “Ship To” and “Invoice to” should be entered


NOTE: Use of the AUTHORIZED VENDORS function will allow orders and payments to be sent elsewhere. This is effective with PD version 4.9. 

Check to ensure the PRICING Tab is correct:

	Tolerances
	To be used to indicate acceptable variance from ordered quantity or line item tolerances.  Not to be used with PSCs, MOAs, GAs, and MOUs


For the CLAUSES Tab, all contracts need to contain all specific and general terms and conditions for contract performance.

For FUNDING, MA/CMA must be checked if no funding is entered on this document.

END OF CHAPTER 14 

15.
  BID SOLICITATIONS

   (Version 3
6/25/02)

15.1       General

Unless otherwise permitted by law, only the Finance and Administration Cabinet (FAC), or an agency with delegated authority or limited special authority, may issue a Solicitation or Request for Proposal.  

Note:  all state agency purchases of equipment for a computer or telecommunication system estimated to cost $50,000 per line item, or $200,000 for the total order, must receive prior approval from the Governor’s Office of Technology (GOT) per FAP 111-15-00.  

Refer to the following policies for additional bid solicitation guidance:

15.2   Policies

FAP 110-10-00  General Conditions for Solicitations and Contracts

The policy lists the General Conditions that become a part of each Solicitation and Contract for commodities or services issued by the Commonwealth.

FAP 111-08-00  Competitive Bidding Exceptions:  Specified by Law or Regulation

The policy provides the list of purchases that are exempt by law from competitive bidding and may be purchased without prior approval from the FAC Division of Material and Procurement Services.

FAP 111-09-00  Competitive Bidding Exceptions: Not practicable or Feasible

The policy lists the specific types of procurements that are not practicable or feasible for competitive sealed bidding.         

FAP 111-10-00  Competitive Bidding Exceptions: Sole Source

The policy list procedures that are exempt from competitive bidding when there is only one (1) known capable supplier of a commodity or service, occasioned by the unique nature of the requirement, supplier, or market condition. 

FAP 111-35-00  Competitive Sealed Bidding

The policy mandates formal sealed bidding in all cases, except when the purchase is made in accordance with the small purchase procedure (KRS 45A.100) or in accordance with the competitive negotiations statute (KRS 45A.085) by a Request for Proposal. 

FAP 111-57-00  Competitive Negotiations 

The policy addresses negotiated purchases.


FAP 220-12-00  Solicitation Process for Competitive Sealed Bidding



This policy addresses the bidding process for construction projects.
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Check the MAIN tab to ensure these items are correct:

	Buying Entity
	· The purchaser  

	Type of Solicitation
	· Correct solicitation from the drop down box list

	For Information Call
	· Enter name and telephone number of contact 

	Issued By
	· Name, address, telephone

	Award By
	· Select from Group All – Default, Group, or Line item. 

	Commodity Code
	· Choose appropriate code

	Solicitation Closes
	· Include date and time of closure

	Online Bidding Permitted
	· Check this box if online bidding is permitted for this purchase


Check the LINES Tab to ensure this item is correct:
	Accounting Fiscal Month
	· Select the correct month from the drop down box. 


Click on “Description” to bring up the LINE ITEM DETAIL window. Be sure to include: 

	Description
	· Describe the items appropriate for your agency-created Solicitation.

	Extended  Description
	· Exact information is required here

	Commodity Code
	· Select the correct commodity code number


Also, be sure to choose the quantity – whether exact or estimated. The “Unit” should be appropriate for the basis for payment.
Check the CLAUSES Tab to include:

	The Template Box 
	· Check this box for the template you need


or

	Click ADD
	· Then choose “L” for freeform 


Check the EVALUATION CRITERIA to include:

	 Criterion
	· Enter the criteria used to achieve “best value” in the purchase 


Check the ADDRESS Tab to ensure the information in the document is correct:

	Invoice Address
	 both ‘ship to’ and ‘invoice to’ addresses 


END OF CHAPTER 15

16.
  Purchase Request

   (Version 1
1/15/02)

16.1        Purchase Request Document
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A Purchase Request can be created from the Main Menu option in PD or automatically generated by PD.  An automatically generated Purchase Request from the Electronic Catalog  is discussed in the Awards section of this Manual.  Refer to FAP 111-38-00.

16.2   Pre-audit of the Purchase Request 

Check the MAIN Tab to ensure the information in the document is correct:

	Description
	Should reflect items requested

	Purchase Request Date
	Creation date (optional)

	Stock Replenishment
	· Default is 0

· Warehouse code that requires stock replenishment (optional)

	Buying Entity
	Group of users for whom the purchase is made

	Agency Code
	Agency responsible for paying to the vendor

	Requesting Office
	Name and address of the office requesting the item

	Issuing Office
	Name and address of the office issuing the Purchase Request

	Comments
	Optional

	Type of Action
	Type of purchasing action required (optional)

	Suggested Vendors
	Vendors listed here only as a suggestion -- Selecting a vendor in this field does not create a legal obligation to purchase the requested items from that vendor


Check the LINES Tab to ensure the information in the document is correct:

	Accounting Fiscal Year
	Accounting fiscal year the purchase request is referencing

	Accounting Fiscal Month
	Accounting fiscal month the purchase request is referencing

	Budget Fiscal Year
	Budget fiscal year the purchase request is referencing


Check the LINE ITEM DETAIL window to ensure the information in the document is correct:

	Delivery Date
	Date the item is needed by the using agency and should be delivered to the receiving location  (optional)

	Description
	· Short description of the line item

· The information entered here is used in the description field on each tab in the Line Item Detail window

	Extended Description
	Detailed description of the line item  is necessary

	Quantity
	· Indicates the number of items to be purchased

· If the Miscellaneous field is incomplete, then the Quantity is required

	Unit
	· Indicates the unit of measure of the item to be purchased

· If the Miscellaneous field is incomplete, then the Unit is required

	Unit Price
	· The dollar field defines the price of one unit of the line or sub-line 

· If the Miscellaneous field is incomplete, then the Unit is required

	Miscellaneous
	· Field is used to enter a dollar amount for a line item without specific quantity or unit cost 

· If the Quantity, Unit, and Unit Price fields are incomplete, then the Miscellaneous field is required

	Period of Performance Start Date
	Start date if a service (Optional)

	Period of Performance End Date
	End date if a service (Optional)

	Type of Item
	Good or service

	Commodity Code and Description
	Must match the item being purchased


Check the FUNDING Tab to ensure the information in the document is correct (not required if based on a MA/CMA purchase checked under the CONTRACTS tab ):

	Funding Summary
	· Each line item requires at least one funding source

· The total percentage of funding lines must equal 100.00%

	Account Description
	Selection should correspond the purchase

	Percent
	Percentage of total cost that will be paid for by this funding line

	Quantity
	Quantity of items that the funding will cover

	Amount
	Dollar amount of the item that will be paid for by this funding


Check the ADDRESS Tab to ensure the information in the document is correct:

	Shipping Address
	Address where goods will be shipped

	Invoice Address
	Address where the invoice will be sent

	Deliver To
	Address where the goods will be delivered   (optional)


Check the CONTRACTS Tab to mark the appropriate contract type, if appropriate 

END OF CHAPTER 16

17.
  Receiving Report

  (Version 1
1/15/02)

17.1       Receiving Report Document

See FAP 111-41-00 for information regarding delivering and receiving.  A Receiving Report verifies the receipt of a good or service resulting from an award document.  When a delivery is made, the receiver should:

· Physically count the goods upon receipt to verify the quantity

· Verify compliance with shipping instructions

· Note any obvious defects with the received goods
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Before creating the Receiving Report, a user can match it to an existing award document or shipping request.  After it is created, the Receiving Report information is saved to the Receiving Report Maintenance.  If the Receiving Report contains inventory information, it is sent to ADVANTAGE for validation. The user can not modify it.  However, the FAC’s Customer Resource Center can modify the document if requested to do so by the user: 

mailto: CRCGroup@ky.gov.


Additional Receiving Reports are created for partial shipments until receipts are complete.

 17.2   Pre-audit of the Receiving Report

Check the MAIN Tab to ensure the information is correct:

	Freight Bill
	Bill number that is used to track the item   (optional)

	Pack List
	Packing list numbers   (optional)

	Received By
	Defaults to the current user’s ID but may be changed

	Number of Containers
	Number of containers making up the shipment

	Quantity Received
	Quantity of the current line that was received

	Quantity Not to Specs
	Number of items received that are not to the standards and specifications outlined in the award or in your agency’s receiving policy  (optional)


Check the LINE ITEM DETAIL window to ensure the information is correct:

	Shipment Partial
	Field will default to partial if the quantity received does not match the quantity ordered.   

	Discrepancy Reason
	Description of the difference between the shipped quantity and the received quantity  (optional)

	Not to Spec Reason
	Why the received items were marked as not to specs   (optional)

	Drop Shipment
	Item was received without obtaining a signature from the receiver


END OF CHAPTER 17 

18.
  Purchases from State (Internal) Vendors

  (Version 1
1/15/02)

18.1       Policy

Per KRS 45A.470, when making purchases, state agencies should give first preference to products made by Kentucky Correctional Industries and second preference to the Kentucky Industries for the Blind.

All documents listed in this chapter are ADVANTAGE documents, unless otherwise noted. 

Note:  For internal vendors with awards/contracts in Procurement Desktop (PD), the order and invoice documents for their goods/services must also originate in PD. 

18.2   Internal Voucher (II)  

The Internal Voucher (II) document acts as an Invoice for the seller and a payment voucher for the buyer for an internal purchase or sale.  Although this document is not stored in the open payment voucher tables, it can be modified.  To change the results of a previously entered internal transaction, enter a new modified payment voucher document.  For reporting purposes, the transaction number should be the same as the previous payment voucher.

The seller will enter data on the seller tab.  Next, the buyer must complete the buyer portion of the tab.
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18.3   Pre-audit of the II document

Check the HEADER to ensure the information in the document is correct:

	Date of Record
	· Default - date document is accepted

· Date you want to associate with this document (optional)

	Accounting Period
	· Default inferred from date of record

· Accounting period using fiscal month and fiscal year (optional)

	Budget FY
	· Default - current fiscal year

· Open fiscal year (optional)

	New/ Modification
	· Default - new

· New - new entry/new document

· Modification - change an existing document

	Type
	· Involves Different Funds - internal purchase/sale with different funds

· Involves Same Fund - internal purchase/sale with the same fund for the buyer and seller

	Offset Receivable / Cash Account
	· Inferred from the seller’s fund and the associated bank account

· May override the default account

	Offset Liability / Cash Account
	· Inferred from the buyer’s fund and the associated bank account

· May override the default account

	Document Total
	Net amount of all lines on the document


Check the SELLER Tab to ensure the information is correct:

	Fund
	· Seller fund for the goods or services

· See Fund Index (FUND) for valid values

	Agency
	· Agency selling the goods or services listed in this document

· See AGCY and FAGY for valid values

	Organization/ Sub
	· Organization code used by the seller

· See Organization Index (ORGN) for valid values

	Appropriation Unit
	· Program Budget Unit for the items listed on this voucher

· See Program Reference Table (PRFT) for valid values

	Activity
	· Optional -- See ACTV for valid values

	Revenue Source/Sub
	See Revenue Source Index (RSRC) for valid values

	Job Number
	Required for Federal (1200) and Capital Project (0200) funds

	Reporting Category
	See RPTG for valid values
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Check the BUYER Tab to ensure the information in the document is correct:

	Reference Number
	Document code, agency and number of the referenced document, if this line references items previously recorded on another transaction

	Line
	· Purchase order line number of the referenced item

· Blank for requisition document

	Fund
	· Fund used to pay for the item on this line

· See Fund Index (FUND) for valid values

	Agency
	· Agency paying for the item on this line 

· See AGCY and FAGY for valid values

	Organization/Sub
	· Organization paying for the item on this line

· See ORGN for valid values

	Appropriation Unit
	· Program Budget Unit for the items listed on this voucher

· See Program Reference Table (PRFT) for valid values

	Activity
	· See Activity Index (ACTV) for valid values

· Optional for transactions that require a balance sheet account code

	Object/Sub
	· Object that best describes the item named on this line

· Blank for transactions that require a balance sheet account code 

	Job Number
	· If your agency does not use job cost or project accounting, you may enter a general reporting category code 

· If Job Cost is Yes on SOP2, enter a job number

· If Job Cost is No, enter a project number

	Rept Category
	· Conditional, based on agency policy

· See RPTG for valid values

	BS Account
	· Required for expense transaction or if this transaction transfers funds between two balance sheet accounts

· See Balance Sheet Account Index (BACC) for valid values

	Amount
	Dollar amount of the item(s) described on this line

	Def/Inc/Dec
	· Default – blank

· Decrease - record credit memos

	Partial/Final Ind
	Field is used only when a purchase order is referenced

· Default – blank

· Partial – payment voucher line amount is less than the purchase order line amount (optional)

· Final – total amount equals the purchase order line amount, to force a close, or the item cost more than expected


18.4   Expense Transfer (IX)

The Expense Transfer (IX) document records an internal purchase or sale.  It differs from the Internal Voucher (II) in that the seller records reduction to expense rather than revenue.  

Although this document is not stored in the open payment voucher tables, it can be modified.  To change the results of a previously entered internal transaction, enter a new modified payment voucher document.  For reporting purposes, the transaction number should be the same as the previous payment voucher.

Once the Expense Transfer (IX) is accepted by the system, it is posted to the ADVANTAGE ledgers and tables. 
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18.5   Pre-audit of the IX document

Check the HEADER to ensure the information in the document is correct:

	Date of Record
	· Default - date document is accepted

· Date to associate with the document

	Accounting Period
	· Default - based on Date of Record

· Open fiscal month and fiscal year

	Budget FY
	· Default - current year

· Open fiscal year

	New/ Modification
	· Default - new

· New - new entry/new document

· Modification - change an existing document

	Offset Receivable / Cash Account
	· Inferred from the seller’s fund and the associated bank account

· May override the default account - See BACC

	Offset Liability / Cash Account
	· Inferred from the buyer’s fund and the associated bank account

· May override the default account - See BACC

	Document Total
	Net amount of all lines on the document


Check the SELLER Tab to ensure the information is correct:

	Fund
	· Seller fund for the goods or services

· See Fund Index (FUND) for valid values

	Agency
	· Agency selling the goods or services listed in this document

· See Agency Index (AGCY) and Fund Agency Index (FAGY) for valid values

	Organization/Sub
	· Organization code used by the seller

· See Organization Index (ORGN) for valid values

	Appropriation Unit
	· Program budget unit selling the good or services listed

· See Program Reference Table (PRFT) for valid values

	Activity
	See ACTV for valid values

	Function
	See FUNC for valid values

	Object/Sub
	· Object code for the item being sold

· See OBJT for valid values

	Job Number
	Required for Federal (1200) and Capital Project (0200) funds

	Reporting Category
	· Seller’s reporting category

· See RPTG for valid values 

	BS Account
	· Balance sheet account affected by this sale

· See BACC for valid values


[image: image4.png]= Batch: Document: IX_ 470 00000000000
Date of Record T Accounting Period 7 Budget FY

Offset Reseive / Cash Account
Offset Lisbilty / Cash Account
Document Total

@ New C Modication

Seler  Buer

Line Reference Number Line
Fund Activy Fiept Category

Agency Function BS Account

Oigarization/Sub / Object / Sub Amount

Appropriation Unit [ Job Number Def/lnc/Dec & O

Termini Description Patial/Final Ind | Defauit =





Check the BUYER Tab to ensure the information in the document is correct:

	Reference Number
	· Document code, agency and number of the document referenced 

· Required if this line references items previously recorded on another transaction

	Line
	· Purchase order line number of the item being referenced

· Required if this line concerns items previously recorded on a PO

	Fund
	· Fund paying for the item on this line

· Default is inferred from Organization (ORG2) based on the agency and organization entered on this document

· See Fund Index (FUND) for valid values

	Agency
	· Agency paying for the item on this line

· See AGCY and FAGY for valid values

	Organization/Sub
	· Organization paying for the item named on this line

· See ORGN for valid values

	Appropriation Unit
	· PBU for the items listed on this voucher

· See Program Reference Table (PRFT) for valid values

	Activity
	· See Activity Index (ACTV) for valid values

· Optional for transactions that require a balance sheet account code

	Object/Sub
	· Object that best describes the item named on this line

· Not allowed for transactions that require a balance sheet account code

· Blank for internal refunds

· See OBJT for valid values

	Job Number
	Optional depending upon agency policy

	Description
	Optional

	Rept Category
	See RPTG for valid values 

	BS Account
	· Required for expense transaction (fixed assets, consumption-based inventories, pre-paid items) or if this transaction transfers funds between two balance sheet accounts

· See Balance Sheet Account Index (BACC) for valid values.

	Amount
	Dollar amount of the item(s) described on this line

	Def/Inc/Dec
	· Default – blank

· Decrease - record credit memos

	Partial/Final Ind
	This field is used only when a purchase order is referenced

· Default – blank

· Partial – payment voucher line amount is less than the purchase order line amount (optional)

· Final – total amount equals the purchase order line amount, to force a close, or the item cost more than expected


Several other purchasing documents exist for internal (state) vendors.

See also Chapter 12 - “Purchase Orders”, Chapter 13 - “Delivery Orders”, Chapter 14 - “Catalog Delivery Orders”, and Chapter 18 – “Payables Procedures”.  See FAP 111-45-00 for a description of various payment methods.

END OF CHAPTER 18 

19.
  Procurement (ProCard) Purchases

  (Version 2
3/04/04)

19.1       General

The Procurement Card Pay Document is used to pay for credit card (ProCard) purchases made by agency employees on behalf of the agency.  ProCard is not for personal use.  Before making a purchase, determine whether is it an allowable use of ProCard.

Purchases for restricted commodities and purchases in excess of the small purchase authority require the single quote limit to continue to be processed in accordance with established procurement/distribution policies.  

19.2   Policy

FAP 111-58-00 -- The use of a procurement card by state agencies involves both the purchasing of goods and non-professional services, and the payment for those purchases.  The use of a procurement card by employees of the Commonwealth is authorized as another payment option to the Small Purchase Procedure of FAP 111-55-00.

The state agency shall establish internal controls, including separation of duties, to ensure that all applicable procurement and payment policies are followed.

The Agency shall maintain the documentation for all transactions in accordance with the record retention policy. All receipts and Invoices shall be retained for a total of eight years, with at least the three most recent years maintained at the agency site.

Limits on each ProCard:

· Maximum purchase amount cannot exceed the single purchase amount.  Check the Division of Material and Procurement Services web page for the specific limit your agency or ask your agency’s program administrator (http://www.ky.gov/agencies/adm/mars/AgencySmallPurchaseLimits.xls).

· Maximum number of daily purchases/transactions

· Maximum number of 30-day cycle purchases/transactions

· Maximum 30-day cycle purchase amount

· Valid merchant category codes

Agency Responsibilities:

· Determine the types of purchases and charge amounts that can be processed

· Determine which employees should receive cards

· Request ProCards using the request form available each agency ProCard Program Administrator

· Approval of each cardholder agreement

· Coordinate disputed charges

· Distribute activity reports

· Ensure an Agency Agreement is on file with the Finance and Administration Cabinet’s ProCard Statewide Administrator

· Ensure separation of duties (Program Administrators and their backup cannot be cardholders)

Cardholder Responsibilities:

There are several responsibilities that a cardholder for the Commonwealth of Kentucky Procurement Card Program is expected to carry out.  Performing the following duties is necessary to ensure compliance with the program’s policies and procedures:

· Sign a Procurement Card Program Cardholder Agreement form

· Activate card upon receipt (phone number is on the card) 

· Do not allow other employees to use card (misuse of card is the responsibility of the cardholder). 

· When placing an order, request that the vendor include a receipt with the package. The credit card receipt and packing slip will serve as documentation. Make sure shipping and handling are included in the stated price. 

· Cardholder must inform the merchant that the agency is tax exempt (tax exemption number is on back of the card).  A copy of the agency’s exemption certificate must be sent to the vendor upon request. 

· When ordering via telephone or catalog orders, make sure complete shipping address and instructions are provided to the vendor. 

· Price Contract orders may be paid with the ProCard when the card limit accommodates the order amount.  

· All receipts must be sent to the Program Administrator by the 20th of the month.  Submit receipts to Program Administrator when they are received. Failure to do so may result in interest charges or cancellation of the card.

· If a receipt cannot be obtained from the vendor after a reasonable amount of time, request that the Program Administrator contact Bank One for a copy. 

· Receipt must have a total cost indicating if sales tax was charged (tax exempt number is on the back of the credit card). 

· Contact Bank One and the Program Administrator immediately if card is lost or stolen. Failure to do so may result in penalty or removal of card. Bank One customer service is available 24 hours a day, seven days a week. Their phone is 1 800 316 6056 ext. 7340. 

· Be aware of allowable and non-allowable uses of the ProCard as described in FAP-111-58-00. 

· Each cardholder should be aware of maximum limit (including maximum number of transactions and dollar amount) stated on the signed Cardholder Agreement Form. If your maximum dollar amount is $1,000, you must not spend over this amount per transaction. Shipping and handling charges are included in the total. Failure to comply may result in removal of card. 

· Documentation must be on or attached to receipt for each credit received (i.e. defective item, wrong item sent, etc.).

· A purchase cannot be split into two transactions if the item more than the cardholder’s maximum limit.

· Notify an agency head and the Procurement Card Program Administrator of any noncompliance

· Follow up with vendors who have not processed Invoices within two weeks of the transaction.

· The ProCard may not be used to purchase goods and services from other state agencies. 

19.3   The ProCard Process 

After an employee has signed the ProCard agreement, been given a ProCard and has activated the card, the cardholder may make purchases that conform to the Commonwealth of Kentucky’s policies and procedures.  Follow the steps below when making a purchase.

1. Determine if the purchase is appropriate for ProCard.  If not, purchase must be processed in accordance with established procurement/disbursement procedures.  The Procurement Card should not be used for the following transactions:

· Travel and entertainment related expenses and advances, although registration fees may be paid by use of the card

· Alcoholic beverages

· Automotive gasoline

· Cash advances

· Salaries and wages

· Legal services

· Lease purchases

· Insurance premiums and bonds

· Services covered by Personal Service Contract statutes

· Printing services, although copying costs may be paid by use of the card

2. Confirm that the appropriate department administrator is aware of your purchase and that all departmental procedures regarding ordering, processing, and record retention have been followed.

3. Contact the supplier:

· Emphasize that the Commonwealth is a tax-exempt institution.  If requested, provide the supplier with the tax number listed on the back of the ProCard

· Order the item or request service

· Provide the supplier with the ProCard number and expiration date

· Provide the supplier with your name, the department’s name and delivery address.

4. It is the responsible of the agency to properly inspect the shipment.  In case of returns, the cardholder is responsible for coordinating the return directly with the supplier and obtaining and ensuring that the ProCard is properly credited by the supplier. The cardholder is also responsible for contacting the Agency Program Administrator with any unresolved issues.

5. Documentation must be maintained at the agency to record the transaction.  Documentation must support the legitimate business purpose of all transactions made with the ProCard.  Supporting documentation should include the following items:

· Cashier receipt for vendor Invoice identifying the items purchased

· Packing slip or service report

· Copy of an order form or application

· Internal order form

19.4   ProCard Administrator

ProCard Administrators reconcile and review receipts against the transactions that post in the document. The steps below outline the minimum required information that must be entered or reviewed.

Refer to the ProCard Manual for complete instructions.

19.5   Pre-audit of the ProCard  posting in Procurement Desktop

Check the MAIN Tab to ensure the information in the document is correct:

	Accounting Fiscal Year, Accounting Fiscal Month, and

Budget Fiscal Year
	When the ProCard transaction occurred

Note:  the current date will post automatically if the user does not enter the date

	Agency ID
	· Agency for whom the Procurement Card document is being reconciled

· If you process Procurement Card activity for multiple agencies, this is the agency you want assigned on the ADVANTAGE document


Check the LINE ITEM DETAIL window to ensure the information in the document is correct:

	Status
	Status of the line item:

· Not Reviewed - default

· Accepted - Transaction has been reviewed, it is an allowable purchase, and a receipt with matching the amount was provided

· No Receipt – If no receipt was provided

· Sales Tax Included – If sales tax was added to the amount, indicating if a credit is required from the merchant

· Disputed Status – If there is a discrepancy about the purchase

	Vendor Code
	Required if the transaction is 1099 reportable

	Item Information - Quantity
	This field will default to the number “1”. Do not alter this field

	Item Information -  Unit Price
	Amount charged for each unit


Note:  Administrators also need to review the funding string as it defaults on each transaction to ensure it is correct.  The funding can be changed by an administrator as needed. 

END OF CHAPTER 19

20.
 WAREHOUSE INVENTORY

 (Version 1
1/15/02)

20.1      Stock Requisition  Document (SR)

The Stock Requisition (SR) document is requests items stocked in inventory.  It is recorded in the system as a pre-encumbrance.
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20.2   Pre-Audit of the SR document

Check the Header to ensure the information is correct:

	Date of Record
	Defaults to the date the system accepts the document

	Acctg Period
	Must be an open accounting period represented by the fiscal month and fiscal year

	Budget FY
	Must be an open fiscal year

	New/Modification/

Cancellation
	· Default - New 
· New - new document

· Modification - transaction modifies a previous document

· Cancellation - transaction cancels an existing document (cannot enter an issued or released document)

	Warehouse
	Warehouse, from WHSE, where the goods are requested from

	Requesting Org
	Organization, from ORGN, that is requesting this item

	Ship Whole
	· Defaults - No Change
· Yes - if partial shipments are not allowed

· No - if partial shipments are allowed

· No Change

	Delivery Date
	Future date (mmddyy) when the buyer must receive the order

	Delivery Building and Room
	Building and room where the order should be delivered

	Phone Number
	Phone number of the requesting person

	Requested by
	Person to whom questions should be addressed

	Job Type
	Optional if the Work Order Subsystem is installed

	Comments
	Optional text that you want associated with this order


Check the Accounting Details View to ensure the information is correct:

	Fund
	Fund, from FUND, to be charged 

	Agcy
	· Agency charged

· See AGCY and FAGY for valid values

	Org/Sub
	Organization to be charged

	Activity
	Activity to be charged

	Func
	Function to be charged

	Object/Sub
	· Code that best describes the item being requested  (See OBJT)

· Cannot be a personal services object code

	Rept
	Reporting category from RPTG

	Job Number
	If Job Costing is used, enter the job number used for this transaction

	Termini
	· Required if Termini Validation Indicator is selected on Agency Project (AGPR) for this project

· See Termini Reference Table (TERM) for valid values

	Cost Cat
	Optional


Check the Commodity Details View to ensure the information is correct:
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	Stock Item Number
	· Stock item code that identifies the goods requested

· See Inventory Inquiry (INVN) for valid values

	Requested Quantity
	Quantity of goods requested

	Def/Inc/Dec
	For a Modification document, select Increase [Inc] or Decrease [Dec] 

	Ref Acctg Line
	Line number from the Accounting Details tab of the account distribution charged for this item

	Job Type
	· Required if the Work Order Subsystem is installed and the job number of the reference accounting line requires a job type

· See Work Order Job Type (JOBS) for valid values


20.3   Pick and Issue (PI)

Upon receipt of the Stock Requisition document (SR) in the storage facility, a Pick and Issue document is issued to generate pick tickets and Issue Confirmation documents.  The Pick and Issue (PI) document schedules items reserved through the Internal Order to be picked from the shelves and issued to the requesting user department.  The PI submits the offline program that prints pick tickets for selected SRP/SR’s for the specified storage facility.  The stock clerk would then find and remove the proper quantities of stock items from the shelves using the pick ticket report.  
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20.4   Pre-audit of the PI document 

Check to ensure the following information is correct:

	Date of Record
	Date (mmddyy) the items on the pick tickets are picked

	Warehouse
	Warehouse responsible for printing the pick tickets or scheduling issue confirmation documents.

	Print New Pick Tickets
	· Default - No
· Yes to choose this option

	Print New Pick Tickets & Schedule Issue Confirmation Documents
	· Default - No
· Yes to choose this option

	Reprint Pick Tickets
	· Default - No
· Yes to choose this option

	Schedule Issue Confirmation Documents
	· Default - No
· Delivery Date -- schedule the Stock Issue Confirmation (CI) document by delivery date

· Pick Date -- schedule the Stock Issue Confirmation (CI) document by pick date

	All Stock Requisitions
	· Default - No
· Yes to select this option  (If option to print the pick ticket is selected, a print option must be selected)

	Specific Stock Requisition Number
	· Default - No
· Yes to select this option

· If option to print the pick ticket is selected, a print option must be selected

· Number of the stock requisition should be in the second field

	Specific Delivery Date
	· Default - No
· Yes to select this option  

· If option to print the pick ticket is selected, a print option must be selected

· Date of delivery should be in the second field


20.5   Stock Issue Confirmation  (CI)

The Stock Issue Confirmation (CI) document recognizes that requisitioned items were removed from inventory and released to the requestor.  It reverses the pre-encumbrance established by the Stock Requisition (SR) document.  It also records an expenditure for the buyer and a revenue/expense credit for the seller.

The CI document can be generated by the PI document or entered directly into ADVANTAGE for a Modification.  A direct entry of the CI document into ADVANTAGE without the prior PI is strongly not recommended.  
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20.6   Pre-audit of the CI document

Check the Header to ensure the information is correct:

	Verify that the correct CI document was selected from SUSF, if generated by a PI document

	Verify that all information in the protected (blue) fields is correct.  Unless the quantity issued is less than the quality requested, no changes to the CI are necessary.

	Date of Record
	Date (mmddyy) that you want to associate with the transaction (optional)

	Acctg Period
	Open accounting period using fiscal months and fiscal year (optional)

	Budget FY
	Open fiscal year (optional)

	New/Modification/ Cancellation
	· Default is New 
· New -- new document

· Modification -- modifying a previous document

· Cancellation -- canceling an existing document

	Requisition Trans ID
	Document number of the SR for which the issue was made

	Comments
	Optional

	Line
	Line number associated with this item

	Issue Quantity
	Quantity of goods actually issued

	Def/Inc/Dec
	· Defaults - Def 
· For Modification transaction, Increase [Inc] or Decrease [Dec] to reflect an issue quantity change

	Unit Price
	Unit price for this line item

	Def/Inc/Dec
	· Defaults - Def 
· For Modification transaction, Increase [Inc] or Decrease [Dec] reflect a unit price change

	Ref Acctg Line
	Line number of the account distribution charged for this item

	Description
	Optional


20.7   Over the Counter (OC)

The Over the Counter (OC) document recognizes the direct issue of goods from inventory to the requestor.  It is used when the buyer arrives to place an order and pick it up.  It records an expenditure for the buyer and a revenue/ expense credit for the seller.

[image: image7.png]Batch: Document: 0C 4700000000000 [_[CIx]

DateofRecard 77 AccigPeind T BudselFy
& New " Modification " Cancellation
Warchouse RequestingOrg | AllowDefault Default 5|
Requested by I Jab Type
Conments T owmemlos [
socounngDetss | CommodiyDesls |
Line Furd Agey  Org/Sub Appr Urit Activity Function Object/Sub  Rept Job Number
Za 7 5
Cost Cat Termini o Def /Inc / Dec
ya E— 7
Cost Cat Termini o | Def /Inc / Dec
7 7
Cost Cat Termini o Def /Inc / Dec
7 7
Cost Cat Termini o Def /Inc / Dec
‘





20.8   Pre-audit of the OC document 

Check the Header to ensure the information is correct:

	Date of Record
	Date (mmddyy) to associate with the transaction (optional)

	Acctg Period
	Open accounting period using fiscal month and fiscal year (optional)

	Budget FY
	Open fiscal year (optional)

	New/Modification/Cancellation
	· Default – New

· New – new document

· Modification – transaction modifies a previous document

· Cancellation – cancels an existing document

	Warehouse
	· Warehouse from which the goods are requested 

· See Warehouse Management Index (WHSE) for valid values

	Requesting Org
	Organization within the requesting agency

	Allow Default
	· Default – blank
· Yes – accounting distribution defaults from Agency Account (AACT) when no accounting distribution is entered on this document

· Cannot select Yes on a Modification
· No – accounting distribution will not default from AACT

	Requested by
	Person to address questions regarding the order

	Job Type
	· Job type you want defaulted to commodity lines, if you have installed the Work Order Subsystem

· Cannot enter this field on a Modification

	Comments
	Optional


Check the Accounting Details View to ensure the information is correct:

	Fund
	Fund code, from FUND, associated with the document accounting line number 

	Agcy
	Agency charged from Agency Index (AGCY) and Fund Agency Index (FAGY) 

	Org/Sub
	Code of the organization charged with this line

	Appr Unit
	PBU element for the items listed on this document

	Activity
	Activity charged from ACTV

	Function
	Function code from FUNC associated with the document accounting line number 

	Object/Sub
	· Object code from OBJT and SOBJ that best describes the requested item

· Cannot enter a personal services object

	Rept
	Reporting category number from RPTG associated with the document accounting line number (optional)

	Job Number
	Job number or project number code associated with the document accounting line number (optional)

	Cost Cat
	See Work Order Cost Category (COST) for valid values

	Termini
	· Required if Termini Validation Indicator is selected on Agency Project (AGPR) for this project

· See Termini Reference Table (TERM) for valid values


Check the Commodity Details View to ensure the information is correct:

	Stock Item Number
	Stock item code, from INVN, that identifies the goods requested

	Requested Quantity
	Quantity of goods requested

	Def/Inc/Dec
	· Default - blank

· On a Modification transaction when Requesting Quantity is changed, select Increase [Inc] or Decrease [Dec]

	Def/Inc/Dec
	· Default - blank

· On a Modification transaction when Unit Price is changed, select Increase [Inc] or Decrease [Dec]

	Ref Accounting Line
	Line number of the account distribution charged for this item


20.9   Stock Return (SN)

The Stock Return (SN) document records items that are returned to inventory.   It causes a decrease in expenditure to the buyer and a decrease in revenue for the seller, depending upon the seller's ability to recognize revenue.

Before creating a SN, check OSRI or SUSF to confirm that the SR, PI and CI documents have been processed or that an OC document has been processed.  
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20.10   Pre-audit of the SN document

Check the Header to ensure the information is correct:

	Date of Record
	Date (mmddyy) associated with the transaction

	Acctg Period
	Open accounting period using fiscal months and fiscal years

	Budget FY
	Open fiscal year 

	New/Modification/

Cancellation
	· Default - New 

· New -- new document. 

· Modification -- modifies a previous document

· Cancellation -- cancels an existing document

	Override Return Charge
	· Default - blank
· X -- if a specific return charge is entered to override the system computed amount

	Warehouse
	· Warehouse where the goods are returned

· See Warehouse Management Index (WHSE) for valid values

	Returning Org
	Organization from ORGN within the returning agency

	Return Charge
	· Required if a return charge override is desired

· Amount of the return charge deducted from the credit to the returning organization for the returned items

	Reference Transaction ID
	Transaction code and number of the Stock Requisition (SR) document or Over the Counter (OC) document that originally issued the returned items (optional)

	Return Code
	Code from RETC that describes the reason for return

	Returned by
	Person who is returning the items

	Job Type
	Should be blank

	Comments
	Description associated with the return code


Check the Accounting Details tab to ensure the information is correct:

	Fund
	Fund code, from FUND, inferred based on the agency and organization entered 

	Agcy
	Agency refunded

	Org/Sub
	Organization refunded

	Appr Unit
	Program budget unit refunded

	Activity
	Blank or activity refunded

	Func
	Blank or function refunded

	Object/Sub
	· Describes the requested item

· Do not enter a personal services object 

	Rept
	See Reporting Category (RPTG) for valid values or leave blank

	Job Number
	See Job Index (JOBT) for valid values or leave blank

	Cost Cat
	See Cost Category (COST) for valid values or leave blank

	Termini
	Required if Termini Validation Indicator is selected on Agency Project (AGPR)


Check the Commodity Details tab to ensure the information is correct:

	Line
	Item line number associated with this item

	Stock Item Number
	Stock item code that identifies the goods requested

	Returned Quantity
	Number of items that were returned to stock

	Def/Inc/Dec
	· New transaction – Default (blank)
· Modification transaction - Increase [Inc] or Decrease [Dec] denotes change in quantity returned

	Issue Unit
	Standard unit of issue from Inventory Inquiry (INVN) is displayed

	Unit Price
	· New transaction - defaults to the current unit price from Inventory (INVN)

· Modification transaction – any adjustment to the previous unit price

	Def/Inc/Dec
	· New transaction – Default (blank)
· Modification transaction -- Increase [Inc] or Decrease [Dec] denotes change in unit price

	Ref Acctg Line
	Line number of the account distribution charged for this item

	Unit Cost
	Displayed price for one unit of this stock item

	Def /Inc /Dec
	· New transaction – Default (blank)
· Modification transaction - Increase [Inc] or Decrease [Dec] denotes change in quantity ordered

	Total
	Displayed total price by extending unit cost multiplied by the quantity

	Description
	Description is inferred 

	Bin Number
	Displayed location of the item in the warehouse 


20.11   Stock Transfer Issue (TI) 

The Stock Transfer Issue (TI) initiates the transfer of items from one warehouse to another.  It has no accounting effects.  This document is completed by the issuing entity.
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20.12   Pre-audit of the TI document

Check to ensure the information is correct:

	Date of Record
	Leave blank

	New/Modification/

Cancellation 
	· Defaults to New 

· New – new document

· Modification – modify an existing document

· Cancellation – cancel an existing document

	Issuing Warehouse
	Warehouse from which the goods are transferred

	Receiving Warehouse
	Warehouse to which the goods are transferred

	Issuing Date
	Current or past date when the transfer was issued

	Delivery Date
	Future date by when the good must be received

	Issued by
	Name of the person responsible for issuing the transfer

	Comments
	Optional

	Line
	Item line number associated with this item

	Stock Item Number
	Stock item code that identifies the goods transferred

	Transfer Quantity
	Quantity of goods transferred

	Issue Unit
	Inferred from Inventory Inquiry (INVN)

	Def/Inc/Dec
	· New transaction – Default (blank)
· Modification transaction -- Increase [Inc] or Decrease [Dec] denotes change in quantity transferred

	Description
	Inferred from Inventory Inquiry (INVN)


20.13   Stock Transfer Receipt  

The Stock Transfer Receipt (TR) completes the transfer of items from one warehouse to another.  The receiving warehouse initiates this document.

20.14   Pre-audit of the TR document

Check to ensure the information in the document is correct:

	Date of Record
	Leave blank

	Accounting Period
	Leave blank or enter open accounting period (mmyy)

	Budget FY
	Leave blank or enter open fiscal year

	New/Modification/ Cancellation
	· Default – New 

· New – new document

· Modification – modify an existing document

· Cancellation – cancel an existing document

	Receiving Warehouse
	Displayed receiving warehouse indicated on the Stock Transfer Issue (TI)

	Issuing Warehouse
	Displayed issuing warehouse indicated on the Stock Transfer Issue (TI) 

	Received by
	Name of the person responsible for the receipt of the transfer

	Received Date
	Current or past date when the transfer was received

	All Quantity OK
	· Default – blank 

· Yes – Entire transfer was received and the quantity received is equal to the quantity issued for every stock item

· Line information is not displayed if Yes is selected

· No – Quantity received is not equal to the quality issued

	Comments
	Optional

	Line
	· Required if All Quantity OK is No

· Item line number associated with this item

	Stock Item Number
	· Displayed stock item code from the Stock Transfer Issue (TI)

· Field is blank if All Quantity OK is Yes

	Transfer Quantity
	· Displayed quantity indicated on this item line of the TI 

· Field is blank if All Quantity OK is Yes 

	Issue Unit
	· Displayed standard unit of issue from Inventory Inquiry (INVN) 

· Field is blank if All Quantity OK is Yes 

	Received Quantity
	Quantity of goods received if All Quantity OK is No 

	Def/Inc/Dec
	· New transaction – Default (blank)
· Modification transaction -- Increase [Inc] or Decrease [Dec] denotes change in quantity received

	Description
	· Displayed description for this line is inferred from INVN

· Field is blank if All Quantity OK is Yes 


20.15   Inventory Adjustment   (IA)

The Inventory Adjustment (IA) document records adjustments in on-hand quantities or in unit costs of stock items.
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20.16   Pre-audit of the IA document

Check to ensure the information is correct:

	Date of Record
	Blank or date (mmddyy) associated with the transaction

	Accounting Period
	Blank or open accounting period using fiscal month and fiscal year

	Budget FY
	Blank or open budget fiscal year 

	New/Modification
	· Defaults – New 
· New – new document

· Modification – modifying a previously entered document

	Warehouse
	Warehouse, from WHSE, requesting the inventory adjustment

	Comments
	Optional

	Stock Item Number
	· Stock number to identify an item within the warehouse 

· See Inventory by Stock Item Inquiry (INVN) for valid values

	Adjustment Code
	· Reason this adjustment is necessary 

· See Adjustment Code (ADJC) for valid values

	Quantity on Hand
	· Required for a quantity adjustment

· Number of units added to or subtracted from the on-hand quantity of the stock item

	Def/Inc/Dec
	· New transaction – Default (blank)
· Modification transaction -- Increase [Inc] or Decrease [Dec] denotes change in quantity on hand

	Value Per Unit
	· Required for a value adjustment

· Amount, up to three decimals, that the unit cost is adjusted

	Def/Inc/Dec
	· New transaction – Default (blank)
· Modification transaction -- Increase [Inc] or Decrease [Dec] denotes change in the unit cost of the item

	Stock Item Description
	Inferred description for the stock item code from Inventory (INVN)

	Adjustment Code Description
	Inferred description for the adjustment code from ADJC




END OF CHAPTER 20

21.
 FIXED ASSETS

 (Version 3
3/04/04)

21.1      General

Each agency should develop a method of notifying the property officer when fixed assets are acquired by any method that does not generate fixed asset shells.  The following acquisition methods will not create a fixed asset shell:

· Donations

· ProCard 

· Confiscated item

· Miscellaneous Quick Pay

· Manual Warrant

· Internal Voucher

21.2   Policies

FAP 111-54-00  Trade-In Purchases
Any agency may trade in state owned personal property on the purchase of new equipment or products.  See FAP 111-54-00 for details.

FAP 118-11-00   Lost or Stolen Property

State owned property which has been lost and cannot be established as having been stolen, shall be removed from the agency's inventory and a lost or stolen record maintained by the cabinet head, explaining the loss as the facts are known.  Records of lost and stolen property shall be subject to audit by the Finance and Administration Cabinet.  See FAP 118-11-00 for requirements.

FAP 118-13-00   Surplus State-Owned Personal Property: Declaration & Disposal

The Finance and Administration Cabinet may delegate the authority to declare and dispose of surplus state-owned personal property, except licensed vehicles, boats, or other licensed equipment, to an agency head requesting delegation.  Refer to FAP 118-13-00 for details

FAP 118-14-00   Surplus State-Owned Personal Property: Eligibility & Receipt

Any unit of local government in the Commonwealth, and any nonprofit organization described in FAP-118-13-00 section 3(d) may request surplus state personal property upon submitting evidence of its status as a unit of local government or tax-exempt nonprofit organization.  See FAP 118-14-00 for details.

FAP 120-20-01  Personal Property and Vehicle Inventories

According to KRS 45.313, each budget unit shall maintain a current fixed asset record of equipment having an original cost of five hundred dollars ($500) or more and a useful life of greater than one year.  Physical audits of fixed assets may be conducted.  

Agencies must follow the Fixed Asset Module for both expendable and non-expendable property, which promotes financial reporting, safeguarding of assets, and adequate insurance.  Refer to FAP 120-20-01 for a complete list of the provisions pertaining to fixed asset records.

FAP 220-15-00   Real Property Acquisition

The Finance and Administration Cabinet’s Division of Real Properties is responsible for the acquisition of real property for all departments, agencies, and administrative bodies in the executive branch of state government, except the Transportation Cabinet and select universities.  All requests for acquisition of real property must include a description of the property, an explanation of the need, estimated cost and a statement concerning the means of financing the acquisition.   Refer to the policy for complete details.

FAP 220-16-00   Surplus Real Property Disposition

The Division of Real Properties is responsible for the disposition of all real property owned by the Commonwealth of Kentucky.  Refer to the policy for complete details.

200 KAR 6:015.  Real Property Inventories

The Division of Real Properties of the Finance and Administration Cabinet is responsible for maintenance of inventory records for all state-owned land and buildings.

All state agencies must submit appropriate inventory forms reporting both land and buildings to the Finance and Administration Cabinet’s Division of Real Properties.

21.3   Fixed Asset Acquisition (FA) Shell 

The Fixed Asset Acquisition Shell (FA) document is automatically created if the purchase is made within PD, the commodity code is flagged as a fixed asset, and the unit purchase price equals or exceeds the threshold shown for that commodity on the agency exception table, or the product services table in PD. Note: this document will not be automatically generated if the purchase is not made through PD with a fixed asset commodity code. PD will not generate a shell in ADVANTAGE for non-fixed assets commodity codes, specifically when a user selects a fixed asset commodity code for an invoice line and later changes it back to a non-fixed asset commodity code.
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Check the HEADER to ensure the information is correct:

	
	Verify that the correct FA document was retrieved from SUSF

	Transaction Date
	Should be the current date (mmddyy).

	Acctg Period
	Accounting period to which the transaction is posted

	New/Cancellation
	· Defaults - New
· New – new fixed asset

· Cancellation —reversing an incorrectly entered fixed asset

	PV#
	· Payment Voucher document number associated with the payment of this fixed asset

· See Open Payment Voucher by Document (OPVD) for valid values

· Enter “None” if the asset is donated or confiscated, or if the PV document is not in the OPVD table.

	Fixed Asset Number
	Property tag number. This must include the prefix assigned by Finance and Administration Cabinet’s Division of Statewide Accounting Services 

	Type
	Enter the asset type.  See the FATP table for valid values.


Check the DESCRIPTIONS VIEW to ensure the information in the document is accurate:

	Asset Description
	Description of the fixed asset should match the item

	Room Number
	Room number associated with the fixed asset (optional)

	Units
	Number of fixed assets recorded in this transaction

	Location
	· Location code of the fixed asset

· See Fixed Asset Location (FLOC) for valid values

	Asset Custodian
	May be blank (none), the employee's name or the position number

	Surface Area
	· Optional if Type is L (land), B (buildings), I (improvements) or C (construction)

· Leave this field blank for all other types of fixed assets

	Manufacturer
	· Optional if Type is E (equipment) or V (vehicle) 

· Leave this field blank for all other types of fixed assets

	Plat Number
	· Optional if Type is L (land), B (buildings), I (improvements) or C (construction)

· Leave this field blank for all other types of fixed assets

	Model Number
	· Optional if Type is E (equipment) or V (vehicle)

· Leave this field blank for all other types of fixed assets

	In Service Date
	· Date (mmddyyyy) that the fixed asset was entered into service, otherwise enter the acquisition date.



	Serial Number
	· Optional if Type is E (equipment) or V (vehicle)

· Leave this field blank for all other types of fixed assets

	Type of Warranty
	Type of warranty obtained when the asset was acquired

	Duration in Days
	Duration in days of the warranty

	Agreement Number
	Maintenance number

	Effective Date
	Date on which the maintenance agreement goes into effect (mmddyyyy)

	Expiration Date
	Date on which the maintenance agreement expires (mmddyyyy

	Commodity Code
	Commodity code from COMM or "None"

	Insurance Policy Type
	· Insurance policy type of the fixed assets

· See Insurance Policy Type (ITYP) table for valid values

	Cost Type
	See Cost Type (CTYP) Table for valid values:

A – Actual cost

E – Estimate

F – Calculated

H – Historical

I – Index appraisal to acquisition date


Check the ACQUISITION/VALUATION VIEW to ensure the information in the document is correct:

[image: image10.png]Batch: Document: FA 470 00000000000 [_[CIx]

TorsscionDae | 7 7| Accig Peiod
& New  Cancellation 253
Fireddsset Nunber Catdog e [
Desciptions Vel | EauiyDisubuion | BespCorter |  FundngSouces |
Acaston
boustonDste | 7 7 AcaMabed | Puchasingéuh
Vendar Name. [
™ Construction in Progress Reversal Entry Project
Valason
Vaatonate Valiaion Amourk
Useful Life - Closing Costs
Replacement Date Salvage Value
Depr Method = Mema Dis alue
Totol Asse Vkie





	Transaction Date
	Date (mmddyy) for the current date

	Acquisition Date
	Date (mmddyyyy) when the fixed asset was purchased

	Acq Method
	See Acquisition/Disposition (FADM) for valid values

	Purchasing Auth
	Purchase order or contract number used to purchase the fixed asset is displayed

	Vendor
	· Vendor from whom the fixed asset was purchased

· See Vendor Index (VEND) for valid values

	Name
	· Default is inferred from Vendor Inquiry (VEN2)

· Optional when miscellaneous vendor code is used

	Construction in Progress Reversal Entry
	LEAVE BLANK

	Valuation Date
	Date (mmddyyyy) that the fixed asset was valued (optional)

	Valuation Amount
	Insurance or estimated value of the fixed asset is required, if Valuation Date was entered (optional)

	Useful Life
	· Estimated number of years

· Required for all assets except L (land) or C (construction)

	Closing Costs
	· Leave blank if Type is E (equipment) or V (vehicle)

· Portion of the acquisition cost that is associated with legal fees, commissions, etc

	Replacement Date
	Expected replacement date (mmddyy) of the fixed asset

	Salvage Value
	· Leave blank if Type is L (land) or C (construction)

· Salvage value of the asset at time of disposal

	Depr Method
	· Commonwealth uses straight line depreciation (SL) 

· If Type is L (land) or C (construction), leave this field blank

	Memo Disp Value
	Estimated value of the asset when it is disposed (optional)

	Total Asset Value
	Total amount for this fixed asset, at cost or fair market value.


Check the EQUITY DISTRIBUTION View to ensure the information in the document is correct:
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	Equity Account 

(1) (Leave Blank 2-8)
	This information is inferred.

	Asset Value 
(1) (Leave Blank 2-8)
	Enter the cost of the asset

	Description 
(1-5)
	For agency use if needed (optional) 

	Description 
(6)
	Optional for all assets except licensed vehicles in which case the plate number must be entered here.


Check the RESPONSIBILITY CENTER VIEW to ensure the information in the document is correct:
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	Fund
	· Enter the fund responsible for the asset.  Proprietary funds and pension funds must enter their fund number.  

	Agency
	· Agency that is responsible for the fixed asset

· 3 characters -- See Agency Index (AGCY) for valid values

	Org/Sub
	· Organization responsible for the fixed asset 

· 4 characters -- Agency/organization/fiscal year combination must exist on Organization (ORG2)

	Appr Unit
	· Program Budget Unit of the organization responsible for the fixed asset

· See Program Reference Table (PRFT) for valid values

	Activity
	· Activity code of the agency for this fixed asset (optional)

· See ACT2 for valid values

	Function
	· Function code for this fixed asset (optional)

· See Function (FUNC) for valid values

	Obj/Sub
	· Object expenditure code for the fixed asset

· See Object (OBJ2) for valid values

	Rev Srce/Sub
	· Required for revenue source transaction or if dictated by agency policy

· Leave blank for balance sheet or expenditure object transaction lines

· See REV2 for valid values

	Job Number
	Job or project number code charged for this fixed asset item (optional)

	Rept Cat
	· Required on expenditure transactions if Reporting Category on Agency (AGC2) is Required on Expenditure Transactions

· Required on revenue transactions if Reporting Category Required on Revenue Transactions is Required [Y] 

· For transactions that require a balance sheet account code, this field is required if Reporting Category Option is Y (required) on Balance Sheet Account Index (BACC)

	BS Account
	· Leave blank for expense object transactions

· 4 character code from BAC2


Check the FUNDING SOURCE VIEW to ensure the information in the document is correct:

	Asset Line, PV Line, Fund, Agency, Org, and Appro Unit
	      This information is inferred.

	Activity
	· Activity shown on the payment document (optional) 

· See Activity Index (ACTV) for valid values

	Function
	· Function code charged with this fixed asset  (optional)   

· See Function (FUNC) for valid values

	Rev Srce/Sub
	· Enter revenue source code here; if 0200 funds are used, you must enter the appropriate revenue code for capital project budgeted funding 

	Object/Sub
	· Expenditure object code charged on the acquisition

· See Object (OBJ2) for valid values

	Job Number
	Job number or project number code charged for this fixed asset it (optional)

	Rept Cat
	· Consult agency chart of accounts to determine if required

· See Reporting Category (RPTG) for valid values

	Asset Value
	· This value must equal Asset Value on the Acquisition/Valuation Tab


21.4   Fixed Asset Acquisition (Non PD)

The Fixed Asset Acquisition (FA) document (identical to the previous version) records newly acquired assets with both financial and descriptive information from purchases arising from use of the ProCard, Miscellaneous Quick Pay document, Advantage P-1 purchases and donated assets – in other words, all non PD generated purchases.  It is not generated automatically when making purchases outside of PD.  The initial dollar amount for an item to be considered a fixed asset is set at $500 or higher, based on individual agency policies.  This amount can be changed by the system administrator.  
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Check the HEADER to ensure the information in the document is correct:

	Transaction Date
	Should be the current date (mmddyy) of the document (system will default)

	Acctg Period
	Accounting period to which the transaction is posted (system will default)

	New/Cancellation
	· Defaults to New 
· New – new fixed asset

· Cancellation —reversing an incorrectly entered fixed asset. 

	PV#
	· Payment Voucher document number associated with the payment of this fixed asset.  See Open Payment Voucher by Document (OPVD) for valid values.

· “None” if the asset is donated or confiscated, or if the document is not on the OPVD table.

	Fixed Asset Number
	Property tag number – must include the prefix assigned by the FAC’s Division of Statewide Accounting Services.

	Type
	Enter the asset type.  See the FATP table for valid values.


Check the DESCRIPTIONS VIEW to ensure the information in the document is correct:

	Asset Description
	Description of the fixed asset should match the item

	Room Number
	Room number associated with the fixed asset (optional)

	Units
	Number of fixed assets recorded in this transaction

	Location
	· Location code of the fixed asset

· See Fixed Asset Location (FLOC) for valid values

	Asset Custodian
	May be blank, the agency, a employee's name or position number

	Funding Source
	Funding source responsible for the purchase (optional)

	Surface Area
	· Optional if Type is L (land), B (buildings), I (improvements) or C (construction)

· Leave this field blank for all other types of fixed assets

	Manufacturer
	· Optional if Type is E (equipment) or V (vehicle) 

· Leave this field blank for all other types of fixed assets

	Plat Number
	· Optional if Type is L (land), B (buildings), I (improvements) or C (construction)

· Leave this field blank for all other types of fixed assets

	Model Number
	· Optional if Type is E (equipment) or V (vehicle)

· Leave this field blank for all other types of fixed assets

	In Service Date
	Date (mmddyyyy) that the fixed asset was entered into service

	Serial Number
	· Optional if Type is E (equipment) or V (vehicle)

· Leave this field blank for all other types of fixed assets

	Type of Warranty
	Type of warranty obtained when the asset was acquired

	Duration in Days
	Duration in days of the warranty

	Agreement Number
	Maintenance number

	Effective Date
	Date on which the maintenance agreement goes into effect (mmddyyyy)

	Expiration Date
	Date on which the maintenance agreement expires (mmddyyyy)

	Commodity Code
	Commodity code or "None"

	Insurance Policy Type
	· Insurance policy type of the fixed asset 

· See Insurance Policy Type (ITYP) table for valid values

	Cost Type
	See Cost Type (CTYP) for valid values:

A – Actual cost

E – Estimate

F – Calculated

H – Historical

I – Index appraisal to acquisition date


Check the ACQUISITION/VALUATION View to ensure the information in the document is correct:
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	Transaction Date
	Date (mmddyy) for the current date

	Acquisition Date
	Date (mmddyyyy) when the fixed asset was purchased

	Acq Method
	See Acquisition/Disposition (FADM) for valid values

	Purchasing Auth
	Purchase order or contract number used to purchase the fixed asset is displayed

	Vendor
	Vendor from whom the fixed asset was purchased (optional) 

See Vendor Index (VEND) for valid values

	Construction in Progress Reversal Entry
	LEAVE BLANK

	Name
	Default is inferred from Vendor Inquiry (VEN2)

Optional when miscellaneous vendor code is used

	Valuation Date
	Date (mmddyyyy) that the fixed asset was valued (optional)

	Valuation Amount
	Insurance or estimated value of the fixed asset is required, if Valuation Date was entered

	Useful Life
	· Required  for all assets except L (land) or C (construction)

	Closing Costs
	· If Type is E (equipment) or V (vehicle), leave this field blank

· Portion of the acquisition cost that is associated with legal fees, commissions, etc

	Replacement Date
	If a depreciation method is specified (SL), the expected replacement date (mmddyyyy) of the fixed asset should be entered

	Salvage Value
	· If Type is L (land) or C (construction), leave this field blank

· Salvage value of the asset at time of disposal

	Depr Method
	· Commonwealth uses straight line depreciation (SL) 

· If Type is L (land) or C (construction), leave this field blank

	Memo Disp Value
	Estimated value of the asset when it is disposed (optional)

	Total Asset Value
	Total amount for this fixed asset; cost or fair market value if donated.


Check the EQUITY DISTRIBUTION View to ensure the information is correct:
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	Equity Account    (1) (Leave Blank 2-8) 
	This information is inferred.

	Asset Value 
(1) (Leave Blank 2-8)
	Enter the cost of the asset.

	Description 
(1-5)
	Descriptive text should match item(s); for agency use (optional)

	Description 
(6)
	Optional, unless asset is a motor vehicle; then the plate number must be entered here.


Check the RESPONSIBILITY CENTER View to ensure the information in the document is correct:
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	Fund
	· Enter the fund responsible for the asset.  Proprietary funds and pension funds must enter their fund number. 

	Agency
	· Agency that is responsible for the fixed asset

· See Agency Index (AGCY) for valid values.

	Org/Sub
	· Organization responsible for the fixed asset

· Agency/organization/fiscal year combination must exist on Organization (ORG2)

	Appr Unit
	· Program Budget Unit responsible for the fixed asset

· See Program Reference Table (PRFT) for valid values

	Activity
	Activity code for the agency responsible for this fixed asset (Optional)

	Function
	· Function code for this fixed asset (optional)

· See Function (FUNC) for valid values

	Obj/Sub
	· Object expenditure code for the fixed asset (optional)

· See Object (OBJ2) for valid values

	Rev Srce/Sub
	· Required for revenue source transaction or if dictated by agency policy

· Leave blank for balance sheet or expenditure object transaction lines

	Job Number
	Job number or project number code responsible for this fixed asset item (optional)


Check the FUNDING SOURCE View to ensure the information in the document is correct:
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Check the FUNDING SOURCE VIEW to ensure the information in the document is correct:

	Asset Line, PV Line, Fund, Agency, Org, and Appro Unit
	      This information is inferred.

	Activity
	· Activity shown on the payment document (optional) 

· See Activity Index (ACTV) for valid values

	Function
	· Function code charged with this fixed asset  (optional)   

· See Function (FUNC) for valid values

	Rev Srce/Sub
	· Enter revenue source code here; if 0200 funds are used, you must enter the appropriate revenue code for capital project budgeted funding. 

	Object/Sub
	· Expenditure object code charged on the acquisition

· See Object (OBJ2) for valid values

	Job Number
	Job number or project number code charged for this fixed asset it (optional)

	Rept Cat
	· Consult agency chart of accounts to determine if required

· See Reporting Category (RPTG) for valid values

	Asset Value
	· This value must equal Asset Value on the Acquisition/Valuation panel


21.5   Fixed Asset Betterment (FB)

The Fixed Asset Betterment (FB) document records a betterment to existing, recorded asset.  A betterment is a change or improvement to a fixed asset that has the same lifecycle as the fixed asset.
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Check the HEADER to ensure the information in the document is correct:

	Transaction Date
	Effective date (mmddyy) of the document (optional)

	Accounting Period
	Accounting period to which the transaction is posted (optional)

	Fixed Asset Number
	· Fixed asset number used on the FA with which the betterment is associated

· This fixed asset must have been entered into ADVANTAGE

	Type
	See Fixed Asset Type (FATP) for valid values:

B – Building

C – Construction in progress

E – Equipment and machinery

I – Improvements

L – Land

S – Software

V – Vehicles

	Betterment Number
	Sequential, two-digit number used to identify the betterment

	Commodity Code
	Commodity code of the fixed asset or “None”

	PV#
	· See Open Payment Voucher by Document (OPVD) for valid values

· Leave blank when modifying an existing funding source line

· Should be “None” if the asset is donated or confiscated


Check the ACQUISITION/VALUATION VIEW to ensure the information in the document is correct:

	Description
	Description of the betterment (optional)

	Units
	Number of betterments recorded in this document

	Manufacturer
	For type E or V betterment (optional)

	Model Number
	For type E or V betterment (optional)

	 
	For type E or V betterment, required if the asset has a serial number

	In Service Date
	Date (mmddyyyy) that the betterment was put into service (optional)

	Surface Area
	For type L, B, I and C betterments (optional)

	Plat Number
	For type L, B, I and C betterments (optional)

	Acquisition Date
	Date (mmddyyyy) the betterment was acquired

	Acq Method
	See Acquisition/Disposition (FADM) for valid values

	Pur Authority
	Purchase order or award number used to purchase the betterment

	CIP Reversal Entry
	LEAVE BLANK

	Ins Type
	See Insurance Policy Type (ITYP) for valid values

	Cost Type
	See Cost Type (CTYP) Table for valid values:

A – Actual cost

E – Estimate

F – Calculated

H – Historical

I – Index appraisal to acquisition date

	Vendor
	Vendor from which the betterment was purchased (optional)

	Name
	Vendor name is inferred – check to ensure accuracy

	Type of Warranty
	Type of warranty obtained when the asset was acquired (optional)

	Duration in Days
	Duration in days of the warranty (optional)

	Agreement Number
	Maintenance number (optional)

	Effective Date
	Date on which the maintenance agreement goes into effect (mmddyyyy) (optional)

	Expiration Date
	Date on which the maintenance agreement expires (mmddyyyy) (optional)

	Closing Costs
	· Portion of the acquisition cost that is associated with legal fees, commissions, etc.

· Leave blank for type E and V

	Salvage Val
	· Salvage value of the betterment used for the depreciation process 

· Leave blank for type L and C

	Total Betterment Val
	Sum of the betterment value


Check the EQUITY DISTRIBUTION VIEW to ensure the information is correct:

	Equity Account (1)
	Inferred

	Equity Account (2-8)
	LEAVE BLANK

	Betterment Value 

(1) (Leave Blank 2-8)
	Enter the total betterment value (cost) in 1.

	Description
(1-6)
	Optional, unless a motor vehicle then the license plate must be entered here.




Check the FUNDING SOURCE VIEW to ensure the information in the document is correct:
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	Asset Line
	Sequential, 2 character number used to differentiate components of an asset

	PV Line
	Line number of the referenced payment voucher

	Fund
	Fund charged for the fixed asset

	Agency
	Agency whose funds were used to purchase the betterment

	Org/Sub
	Organization charged for the betterment 

	Appropriation Unit
	PBU paying for the betterment

	Activity
	· Activity that is charged with the fixed asset (optional)

· See Activity Index (ACTV) for valid values

	Function
	Function code charged (optional) 

	Object/Sub
	· Expense object code charged with the betterment

· When Object is entered, Rev Srce and BS Acct must be blank

	Job Number
	Job or project number charged (optional) 

	Rept Cat
	Reporting category charged  (optional) 

	Asset Value
	Value must equal Asset Value on the Acquisition/Valuation panel


21.6   Fixed  Asset Disposition (FD)  

The Fixed Asset Disposition (FD) document records the disposition of assets resulting from sale, destruction, obsolescence, etc. of an asset. The disposition methods can be determined from the Acquisition/Disposition (FADM) table.  Depending on delegated authority, the Property Officer will determine disposition method as well as how it is recorded in ADVANTAGE.
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	Transaction Date
	LEAVE BLANK; this will default to current date  

	Accounting Period
	LEAVE BLANK; this defaults to current accounting period

	Fixed Asset Number
	Property tag number of the fixed asset that is disposed

	Type
	See Fixed Asset Type (FATP) for valid values:

B – Building

C – Construction in progress

E – Equipment and machinery

I – Improvements

L – Land

S – Software

V – Vehicles

	Betterment Number
	· Two-digit number to dispose of an individual betterment when the associated asset is not disposed

· This field must be blank to dispose of the lead asset and all of its betterments

	Responsible Agency
	Agency responsible for the fixed asset

	Disposition Date
	Date (mmddyyyy) that the fixed asset is disposed

	Disposition Method
	See Acquisition/Disposition (FADM) for valid values:

A - Transferred to Other State Agency

D - Destroyed

K - Cannibalized

L - Lease Termination

S - Sold

T - Trade-In

U - Lost/Stolen

P – Delivered to the FAC’s Division of Surplus Property   

Note: the above values are for agencies holding delegated authority; all other agencies must use the DS number issued to them by the FAC’s Division of Surplus Property.  

	Disposed Units
	Number of units disposed (optional)

	Disposition Authority
	Name or position number of the person who authorized the disposition, if the agency has delegated authority. Otherwise enter the DS number assigned by the FAC Division of Surplus Property. 

	Selling Price
	Selling price of the fixed asset, if known.

	Disposal Reasons/Comments
	Comments regarding the disposition of the fixed asset


21.7   Fixed Asset Modification (FC)

The Fixed Asset Modification (FC) records changes or adjustments to existing assets at the individual betterment level.  Only the fields being changed need to be entered on this document. 
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Check the HEADER to ensure the information in the document is correct:

	Transaction Date
	Effective date (mmddyy) of the document (optional)

	Accounting Period
	Accounting period when the document is posted (optional)

	Fixed Asset Number
	Fixed asset number that is being modified

	Type
	See Fixed Asset Type (FATP) for valid values:

B – Building

C – Construction in progress

E – Equipment and machinery

I – Improvements

L – Land

S – Software

V – Vehicles

	Betterment Number
	Number of the betterment that is being modified  (If the original asset is modified, the betterment number should be 00)

	Responsible Agency
	Agency responsible for the fixed asset


Check the DESCRIPTION VIEW to ensure the information is correct:

	Description
	New description (optional)

	Units
	Number of new items recorded (optional)

	Funding Source
	New funding source description (optional)

	Manufacturer
	New manufacturer, if type E or V (optional)

	Model Number
	New model number if type E or V  (optional) 

	Serial Number
	New serial number if type E or V  (optional)

	Group
	LEAVE BLANK

	Room Number
	Room number associated with the fixed asset (optional)

	Location
	· New location of the fixed asset (optional)

· See Fixed Asset Location (FLOC) for valid values

	Surface Area
	· Optional if type is L, B, I or C
· Leave this field blank for all other types of fixed assets

	Plat Number
	· Optional if type is L, B, I or C
· Leave this field blank for all other types of fixed assets

	In Service Date
	New in-service date (mmddyyyy) (optional)

	Type of Warranty
	Type of warranty obtained when the asset was acquired (optional)

	Duration in Days
	Duration in days of the warranty (optional)

	Agreement Number
	Maintenance number (optional)

	Effective Date
	Date on which the agreement goes into effect (mmddyyyy) (optional)

	Expiration Date
	Date on which the agreement expires (mmddyyyy)  (optional)

	Commodity Code
	New commodity code of the fixed asset  (optional)

	Insurance Policy Type
	· Insurance policy type of the fixed assets  (optional)

· See Insurance Policy Type (ITYP) table for valid values

	Cost Type
	See Cost Type (CTYP) table for valid values  (optional)

	Asset Custodian
	Employee's name or the position number  (optional)


Check the STATUS VIEW to ensure the information in the document is correct:

	Acquisition Date
	New acquisition date (mmddyyyy) of the betterment  (optional)

	Acquisition Method
	· New acquisition method  (optional)

· See Acquisition/Disposition (FADM) for valid values

	Purchasing Authority
	New purchase order number  (optional)

	Vendor
	· New vendor code  (optional)

· See Vendor Index (VEND) for valid values

	Construction in Progress Reversal Entry
	LEAVE BLANK

	Name
	New vendor name if vendor is modified  (optional)

	Valuation Date
	New valuation date (mmddyyyy)  (optional)

	Useful Life
	New useful life  (optional)

	Replacement Date
	Expected replacement date (mmddyyyy) of the fixed asset  (optional)

	Depr Method
	New depreciation method (optional)

	Valuation Amt
	Insurance or estimated value required if a new valuation date was entered

	Closing Costs
	Portion of the acquisition cost that is associated with legal fees, commissions, etc  (optional)

	Salvage Value
	· Salvage value of the asset

· If type C or L, leave blank 

	Revised Asset Value
	New asset value, if modified

	Disposition Date
	Date asset was disposed  (optional)

	Disposition Method
	· Disposition method used to dispose of an asset  (optional)

· See Acquisition/Disposition (FADM) for valid values

	Disposition Authority
	New disposition authorization used to dispose of the asset  (optional)

	Memo Disposal Value
	New estimated value of the asset at the time of disposal  (optional)

	Change in Selling Price
	Change in selling price of the disposed asset  (optional)

	Def/Inc/Dec
	· Default is blank
· Required if a change in selling price was entered


Check the Equity Disposition View to ensure the information in the document is correct:

	Equity Account (1)
	Leave blank 

	Equity Account  (2-8)
	Equity account from the changed record (optional)

	Revised Asset Value (1-8)
	· Required if the asset value is revised on the status tab 

· Enter the new asset value on line 1

	Description (1-6)
	Descriptive text in the description fields (optional)


21.8   Fixed Asset Transfer (FT)

The Fixed Asset Transfer (FT) document transfers ownership of assets. It is used only for the transfer of assets within an agency (intra-agency or intra-cabinet) having the same property officer.

If one of the accounting attributes is changed, you must enter the entire accounting distribution. For example, if you enter a new object, then you also need to enter a new fund, new agency, and new organization. The asset does not have to be retagged.   
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	Transaction Date
	Effective date (mmddyy) of the document (inferred by the system)

	Accounting Period
	Accounting period to which the transaction is posted (inferred by the system)

	Type of Transfer
	Defaults to “1”. Most users will need to change to “2”, as that  represents a transfer from one account code to another within the same proprietary fund. 

	New Fund
	· Blank if Type of Transfer is One

· New fund that is primarily responsible for the fixed asset required for a type Two

	New Agency
	· Blank if Type of Transfer is One

· New agency that is primarily responsible for the fixed asset required for a type Two 

	New Org/Sub
	            LEAVE BLANK

	New Activity
	· Blank if Type of Transfer is One 
· Optional for a type Two if the Expense Budget Activity option on Fund Agency (FAGY) is Y or A  (See ACTV for valid values)

	New Object/Sub
	Leave Blank if Type of Transfer is One 

	New Appr Unit
	· Program Budget Unit element for the items listed on this voucher

· See Program Reference Table (PRFT) for valid values

	New Function
	· Blank if Type of Transfer is One 
· Optional for type Two

	New BS Account
	           LEAVE BLANK

	New Rev Src/Sub
	Revenue source on an internal refund transaction

	New Job Number
	Job number or project number if this transaction transfers funds between jobs or projects

	New Rept Category
	            LEAVE BLANK

	Fixed Asset Number
	Fixed asset number of the fixed asset that is transferred

	New Room Number
	Room number associated with the fixed assets (optional)

	Type
	E – type of transfer is Two

	New Location
	· Blank if Type of Transfer is One
· Optional for a type Two - Enter the new location of the fixed asset

· See Fixed Asset Location Inquiry (FALC) for valid value

	New Group
	 LEAVE BLANK

	New Asset Custodian
	Employee's name or the position number (optional)


21.9   Funding Source Modification (FF)

The Funding Source Modification (FF) allows users to change the funding strip, to redistribute the funding sources, or to change apportionment of asset values on the funding panel of the Fixed Asset Acquisition (FA) document and the Fixed Asset Betterment (FB) document.

Check the information below to ensure that it is correct on the FF document:  

	Transaction Date
	Date on which the transaction is processed  - mmddyy (optional)

	Accounting Period
	Accounting fiscal month and year when the FF is processed (optional)

	Fixed Asset Number
	Property tag number

	Fixed Asset Type
	See Cost Type (CTYP) for valid values:

A – Actual cost

E – Estimate

F – Calculated

H – Historical

I – Index appraisal to acquisition date 

	Responsible Agency
	Agency responsible for the fixed asset

	Betterment Number
	Number between 00 and 99 used to identify the betterment

	Document Total
	Difference between the Current Asset Value and the Orig/ Previous Asset Value

	PV Number
	Complete this field only if changing the funding source information

	PV Line
	Complete this field only if changing the funding source information 

	Fund
	Complete this field only if changing the funding source information

	Agency
	Complete this field only if changing the funding source information 

	Org/Sub
	Complete this field only if changing the funding source information

	Appropriation Unit
	Complete this field only if changing the funding source information

	Activity
	Complete this field only if changing the funding source information

	Function
	See Function (FUNC) for valid values or leave blank  (optional)

	Obj/Sub
	Complete this field only if changing the funding source information

	Rev Src/Sub
	Complete this field only for an internal revenue refund 

	Job Number
	· Job number associated with the funding source  (optional)

· See Job Index (JOBT) for valid values

	BS Account
	Required 

	Inc/Dec
	Indicates whether the asset value is being increased or decreased

	Asset Value
	Change in the value of the asset, which must equal Asset Value on the Fixed Asset Betterment Inquiry (1 of 2) (FBT1)

	Reference Trans
	Journal Voucher document (JV) that is being processed to redistribute the funds, the Payment Voucher document (PV) that is being modified, or None for confiscated or donated items

	Reference Line
	Line number of the reference document that supports this value change


END OF CHAPTER 21

22.
  Payables 

  (Version 2
3/04/04)

22.1       Policies

The many policies regarding payables for state agencies are included in the Finance and Administration Cabinet (FAC) Manual of Policies and Procedures.  All the policies may be viewed at:

http://mars.ky.gov/policies.htm
FAP 120-05-00  Prompt Payment of Vendors

All bills shall be paid (postmarked) within 30 working days of receipt of goods and/or services or a vendor's Invoice, except when the purchasing agency has transmitted a rejection notice to the vendor.  An agency that originates a purchase should verify that goods were received or services were performed, and that the Invoice received is accurate.  Then, the agency should determine under the provisions of KRS 45.451- KRS 45.458 and FAP 120-05-00 whether the Commonwealth owes the vendor a penalty for late payment.  The vendor does not have to request a late payment penalty before it is paid.

The purchasing agency is responsible for a penalty of one percent (1%) of the amount approved and unpaid for each month or fraction of a month after the 30 working days.  This penalty should be added to the amount paid to the vendor. 

FAP 120-21-00  Retention of Accounting Documents

The document retention policy for payment documents is found in FAP 120-21-00  

FAP 111-28-00  Retention of Procurement Documents

The document retention policy for purchasing documents is found in FAP 111-28-00.

FAP 111-45-00  Payment Documents

Refer to FAP 111-45-00 for the policy concerning which payment document to use.

PAYABLES IN PROCUREMENT DESKTOP

Note:  the documents listed in this section “Payables in Procurement Desktop” are to be used strictly for the purchase of goods and personal services for the Commonwealth. They are not to be used for other types of financial transactions, such as benefit payments, payroll, refunds, and revenue sharing distributions.  See the next section “Payables in Advantage” for documents used in those types of transactions.

22.2   Invoice

An Invoice is used to make payments from Contracts, Master Agreements, Catalog Master Agreements, Delivery Orders, Catalog Delivery Orders, and Purchase Orders. (Reference to these documents must be made when an Invoice is prepared to pay against these documents.)  A standalone Invoice can also be used but without any reference to the documents above. Standalone Invoices are used for incidental purchases that can be made within an agency’s small purchase authority.  

The accounts payable process typically begins with the receipt of an invoice from a vendor, an employee or internal agency.  The vendor invoice data is entered into Procurement Desktop by completing an electronic Invoice document.  This online Invoice document contains the same information and looks similar to an actual paper invoice. 

Procurement Desktop may also create an Invoice automatically.  This occurs when an Award document exists and a Receiving Report is entered via the automated matching functionality.  This may also occur when a Payment Authorization document is set up to initiate a recurring payment via a system generated invoice.
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Check the MAIN Tab to ensure the information is correct:

	Agency Code
	Agency responsible for making the payment to the vendor

	Received Date
	Later of the following dates:  

· Date the vendor invoice was received

· Date the last item was received

	Issued By
	· Default – creator’s user ID

· May change to any user in the drop down list

	Disbursement Type
	Method by which the vendor will be paid (check or eft)

	Check Category
	Check category under which the payment is printed (optional)

· Default – GT

· GT – check sealed and mailed by Treasury

· GA – agency mailed

· GH – Treasury held

· 00 – zero payments 

	Application Type
	· EF – for electronic funds transfer

· Blank – printed check

	Cited Authority
	Select from the list set up by your central system administrator

	Authority Number
	Referenced award’s document number

	Buying Entity
	Group of users for whom the purchase is being made.  

	Terms
	· Default – vendor terms

· Vendor discount or penalty

	User Entered
	· Date on which payment will be made

· Overrides the System Calculated date

	Vendor Address 
	Name and address of the vendor

	Remit to Address Type
	· Default – Search

· Free Form – user must enter the remit to address

	Remit to Address 
	To whom and where the payment should be sent

	Single Check
	· Default – based on vendor selected

· Must be selected for EFT payments

	Invoice Hold
	Suspend Invoice payment processing without suspending the data entry


Check the LINES Tab to ensure the information in the document is correct:

	Accounting Fiscal Year 
	· Defaults - current accounting fiscal year

· Must be the correct accounting fiscal year

	Accounting Fiscal Month 
	· Defaults - current accounting fiscal month

· May be edited

	Budget Fiscal Year
	· Defaults - current budget fiscal year

· May be edited


Check the LINE ITEM DETAIL - DETAIL TAB to ensure the information in the document is correct:

	Priced Item
	· Default – checked

· Includes the item price in the total price

	Received Item
	· Default – checked

· Item is to be received

	Type of Item 
	Good or service

	Description
	Field will be displayed on the vendor’s check stub

	Extended Description
	Optional

	Stock Number
	Stock number of the item  (optional)

	Invoice Information 
	QUANTITY, UNIT and UNIT PRICE or MISCELLANEOUS must be correct for the Invoice

	Period of Performance – Start Date
	Start date for the service purchased (optional)

	Period of Performance- End Date
	End date for the service (optional)

	Project Number
	Optional free form field

	Building Code
	Optional free form field

	Cost Code
	Cost code for the organization charged for the service overhead

	Commodity Code 
	Code that corresponds to the line item

	Description 
	Description assigned to this line item, which should match the item purchased


Check the LINE ITEM DETAIL - PRICING TAB to ensure the information in the document is correct:

	Invoice Information 
	QUANTITY, UNIT and UNIT PRICE or MISCELLANEOUS must be correct for the Invoice

	Freight Charges
	Optional

	Freight Payment Method
	Optional


Check the LINE ITEM DETAIL - FUNDING TAB to ensure the information in the document is correct:

	Vendor Invoice No 
	Invoice number from the vendor’s invoice; it will be reprinted on the vendor’s check stub. This number must be unique.

	Percent or Amount 
	Determine funding allocation method

	Accounting Template
	Templates available determined by the system administrator

	Account Description
	Optional

	Percent
	Percentage of this line item that will be allocated for this funding strip

	Amount
	Total dollar amount of the line item allocated for this funding strip (optional)


Check the LINE ITEM DETAIL - ADDRESS TAB to ensure the information in the document is correct:

	Ship To Address
	Location where the item will be received

	Ship From Address
	Location item is shipped from (optional)

	Deliver To Address
	Address of the person to whom the item will be delivered (optional)

	Invoice Address
	Location where the invoice should be sent (optional)


Check the LINE ITEM DETAIL - WARRANTIES TAB to ensure the information in the document is correct:

	Description
	Optional

	Duration in Days
	Defaulted from the award, but may be edited


Check the LINE TAB to ensure the information in the document is correct:

	Partial Pay
	· Indicates partial payment of an Invoice from an award

· Do not use for standalone Invoices

	Final Pay
	· Indicates final payment of an Invoice from an award




22.3 Miscellaneous Quick Payment
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The Miscellaneous Quick Payment is a streamlined version of the Invoice document.  The Commonwealth’s policy for using a Miscellaneous Quick Payment document is limited to payments up to $1000.  Straight disbursements over $1000 should be paid on standalone Invoices.  The Miscellaneous Quick Payment is typically used for non-fixed asset or non-inventory purchases

Check the MAIN Tab to ensure the information in the document is correct:

	Agency Cd
	Agency responsible for making the payment to the vendor 

	Received Date
	· Default – today’s date

· May be edited

	Issued By
	· Default – user creating this document

· May edit issuing the payment on behalf of someone else

	Buying Entity 
	Group of users for whom the purchase is being made

	Cited Authority 
	List of authorities in the drop-down list box depends on the authorities that were assigned to your group(s) by your System Administrator 

	Disbursement Type
	Manner in which the vendor will be paid; check or eft

	Vendor Address 
	Vendor to whom payment will be made

	Vendor Code
	Defaults based on vendor selected

	Vendor Hold
	Display only

	Single Check
	Defaults based on vendor selected

	Check Category
	Check category under which the payment is printed (optional)

· Default – GT

· GT – check sealed and mailed by Treasury

· GA – agency mailed

· GH – Treasury held

	Enclosure
	Optional

	Application Types
	EF – for EFT payments

	Remit to Address
	Where the payment will be sent

	1099
	Defaults based on vendor

	SSN
	· Default – based on vendor

· Vendor’s Social Security number

	Tax ID Number
	· Default – based on vendor

· Vendor’s Tax identification number 

	Tax Exempt Code
	Default – based on vendor

	User Entered
	· Date on which the payment will be made

· Overrides the system calculated date

	Accounting Fiscal Year 
	Defaults to the current year

	Accounting Fiscal Month 
	Defaults to the current month

	Budget Fiscal Year
	Defaults to the current year

	Line Items
	Vendor Invoice No, Description, Amount, and funding


22.4   Recurring Payment Authorization
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The Payment Authorization document initiates recurring payments for Awards and Master Agreements.  You can set up a recurring payment schedule whereby Procurement Desktop will automatically route system-generated Invoices to a designated user based upon the information entered on the Payment Authorization document. 

Check the Main Tab to ensure the information in the document is correct:

	
	Make sure that the correct Award document was selected. 

	Payment Start Date
	· Date payment is due

· Must be at least 10 days from the current date to allow for Invoice processing time


Check the Recurring Payment Window to ensure the information in the document is correct:

	Frequency
	· Frequency that an Invoice document will be created

· Default is monthly

	Begin
	When recurring payment should begin

Default - system calculated date or the user entered date from the Main Tab

	End
	When recurring payment should end

	Number of Payments
	Number of payments scheduled to be made

	Route Invoice to
	Name of the user to whom all system generated Invoices will be routed for approval


Check the Recurring Payment Schedule Window to ensure the information in the document is correct:

	Invoice Route Date
	· Date that an Invoice for a payment should be generated by PD and routed to the selected user’s inbox

· Default - 10 days before the date of the corresponding scheduled pay date 

	Scheduled Pay Date
	· Payment date to be used on the system-generated Invoices

· Fields in this column will receive initial default values from the settings on the Recurring Payment window


PAYABLES IN ADVANTAGE

Note: the payment documents discussed in this section describe expenditures of a purely financial nature, i.e., refunds, benefits, expense reimbursements, revenue sharing, etc (one exception exists with internal vouchers explained in Chapter 18, these can be used for procurements from other state agencies). Otherwise, no ADVANTAGE documents are to be used for procurement of goods, or personal services of any type.  See “Payables in Procurement Desktop” on page 88 for documents used to purchase goods and personal services.  

22.5   Vendor Payment Voucher  (P1)

The P1 is used for payments such as refunds of overpayments and expense reimbursements. 

The P1 can not be used for:

· Payments toward any contract or award issued through Procurement Desktop

· Payments toward any Master Agreement, Catalog Master Agreement, Delivery Order, or Catalog Delivery Order

· Payments for fixed assets or other goods/commodities or services

· Any payment against a document for which funds have been encumbered
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Check the HEADER to ensure the information in the document is correct:

	New/Modification 
	· Default - New
· New - new entry (new document)

· Modification – modifying an existing P1

	Document Total
	Net amount of all lines on the document, not including tax if the tax codes used on the document are for use tax

	Vendor Code
	· Required if Vendor/Commodity Control on System Control Options (SOPT) is set to Both Controls in Effect [Y])

· Leave blank on internal vouchers

· Optional in other instances

	Name
	· Default - inferred from Vendor (VEN2)

· Required on vouchers for external vendors when Vendor Code is blank or if a miscellaneous vendor code is used

· Should be the name you want printed on the check


Check the OTHER ATTRIBUTES Tab to ensure the information in the document is correct:

	Vendor Address
	· Default - inferred from Vendor (VEN2)

· Required on vouchers for external vendors when Vendor Code is blank or if a miscellaneous vendor code is used

· Should be the address you want printed on the check

	Check Category
	Category, from CCAT, that this check voucher is printed under

	EFT
	Required for Electronic Funds Transfer (EFT)

	Application Type
	Required if EFT is set to Yes [Y] 

	Scheduled Pay Date
	Date payment is due to the vendor


Check the ACCOUNTING VIEW Tab to ensure the information in the document is correct:
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	Fund
	· Default is inferred based on the agency and organization entered

· If this is incorrect, see Fund Index (FUND) for valid values

	Agency
	Agency paying for the item on this line

	Org
	Required if Expense Budget Organization Option on FAGY is Y or A. 

	Appr Unit
	Program Budget Unit element for the items listed on this voucher

	Activity
	See Activity Index (ACTV) for valid values

	Function
	See Function (FUNC) for valid values.

	Rept Cat
	· Required on expenditure transactions if Reporting Category on Agency (AGC2) is Required on Expenditure Transactions
· Required on revenue transactions if Reporting Category Required on Revenue Transactions is required
· Required if Reporting Category Option is Y (required) on Balance Sheet Account Index (BACC)

· See Reporting Category (RPTG) for valid values

	Amount
	· Required if this payment voucher references an EPS purchase order and the purchase order has a warehouse code or EPPV Requirements on EPS System Control Options (ESOP) is selected [Y]
· Number of items paid for

	Def/Inc/Dec
	· Default - blank 

· New document - Blank or Increase [Inc]

· Modification - Increase [Inc] if Amount is increasing or Decrease [Dec] if Amount is decreasing

	
	


Check the REFERENCE DOCUMENT Tab to ensure the information in the document is correct:
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	Reference Number
	· Required if this line concerns items previously recorded on a requisition or purchase order

· Document code, agency and number of the document being referenced

	
	

	Line
	· Purchase order line number of the item being referenced, which is required if this line references items previously recorded on a purchase order  

· Leave blank for requisitions

	Comm Line
	· Required if PV Update Inventory on EPS System Control Options (ESOP) is selected [Y] and for payment vouchers referencing EPS purchase orders with a warehouse code

· Required if Fixed Asset Indicator is Create One Shell [F] or Create Multiple Shells [Q] on the payment voucher

· Required if Receiver Accrual on EPS System Control Options (ESOP) is selected [Y]

· Commodity line number of the purchase order referenced

	Vendor Invoice
	Vendor invoice number, if one is available

	Inv Line
	· Required if EPPV Requirements on EPS System Control Options (ESOP) is selected [Y] and a vendor invoice has been entered

· Line number of the referenced invoice


Check the LINE ITEM DETAIL window to ensure the information in the document is correct:
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	Sub-Object
	· Required if Object is entered and Sub-Object Required is selected [Y] on Expense Budget Inquiry (Extended) (EEX2)

· See Sub-Object (SOBJ) for valid values

· If the object code entered is a 1099 reportable code, the Vendor Code cannot be Miscellaneous

	Rev Srce/Sub
	· Required on vendor refunds

· See Revenue Source Index (RSRC) for valid values

	Disc Type
	If a vendor discount policy applies to this voucher line, enter the appropriate discount type from Discount Type (DISC)

	Quantity
	Number of items paid for  (optional)

	Def/Inc/Dec
	· Default - blank 

· Indicates whether the amount in Quantity is an Increase [Inc] or Decrease [Dec]


22.6   Vendor Offset (VO)

The Vendor Offset (VO) document is used to create and maintain claims against debtor vendors. 
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	Expiration Date
	Date (CCYYMMDD)

	Document Action
	Document action code

	Claiming Agency
	· Claiming agency code

· See agency Index (AGCY) for valid values

	Debtor TIN
	· Vendor Tax Identification Number (TIN)

· See Vendor by Federal ID Inquiry (VFED) for valid values

	Debtor Name
	

	Misc Vendor Indicator
	Yes – if vendor is miscellaneous

	Debt Reason
	Claim reason code from CRCT

	Address Line, City, State, Zip Code, Country
	Required if Miscellaneous Vendor

	Claim Amount
	Note: this must be equal to or greater than the minimum claim amount 

	Contact Code
	See Contact (CNTC) table for valid values

	Notice of Offset
	Yes - if a notice is to be sent

	Status
	See Claim Status Code (CSCT) for valid values

	Claim Reference
	

	Receivable Reference Number
	Receivable number from the Warrant Intercept (WINT) table


22.7  Recurring Payment Voucher  (REPV)
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The Recurring Payment Voucher (REPV) is used for recurring payments of a financial type to external (non state) entities. If internal (state) entities are to receive the payments, an Internal Recurring Payment Voucher (RPV2) should be used.  

Check the HEADER to ensure the information is correct.

	Voucher

Number 
	Required.  This number becomes the first nine digits of the document number.  The last two digits of the document number are added when the voucher is generated and corresponds to the fiscal month.

	Batch Number  
	Optional.  This field allows multiple recurring payment vouchers to be grouped together with a common identifier.  This number becomes the first four digits of the batch number.  The last two digits of the batch number are added when the batch is generated and corresponds to the fiscal month.  

	Type  
	Required.  The voucher type of this generated payment voucher document. Default is 1, external payment.

	Vendor 

	Required on vouchers for external (non state) vendors.

	Submitting Agency
	Required.  The agency number responsible for generating  the generated payment voucher document

	Start Date 


	Required.  The calendar date (mm dd yy) when you want to start generating documents.

	End Date
	Required.  The calendar date (mm dd yy) when you want to stop generating documents.  



	Frequency
	Required.  This field describes how often the system generates a document.  Valid Values are:

One-Time Future Document [F] Monthly [M]

Bimonthly [B]

Quarterly [Q]

End of Quarter [E]



	Last Date  
	Protected.  The system updates this field with the last date a document was generated.

	Schedule Payment Date
	Optional.  This becomes the scheduled payment date on the header 

of the generated document.   

	Single Check
	Optional.  Used only when vendor elects to receive payment in a different manner than normally specified.  Selecting Yes for single check results in a separate check for this payment voucher.  Selecting No for single check results in this voucher being consolidated with other vouchers to the same Vendor Code for the same disbursement date.

	Header Tax Code


	This field is not used by the Commonwealth.  

	Fixed Asset Ind
	This field is not used by the Commonwealth.  

	Offset Liability Account
	This field is not used by the Commonwealth.  

	Check Category 
	Optional.  This field specifies the check category that this payment voucher is printed under.  Vouchers are summarized by vendor and check category.  If left blank, defaults to General Treasury (GT-check is sealed and mailed by Treasury).  If agency mailed (GA) is selected (check is returned to you without being sealed), and Single Check must be yes.  

	EFT Indicator
	Optional. Required if you want the current payment voucher paid by Electronic Funds Transfer (EFT) and the vendor’s default payment method is through check.  This vendor must have EFT information in vendor file table.  

	EFT Application Type


	Conditional.  Required if EFT Indicator is set to Yes.  



	Line Num

	Required.  A two-digit unique number used to identify each line in this document.  

	Reference Transaction ID  
	Conditional. Required if this line concerns items previously recorded on a purchase order.  (The reference fields will be left blank because purchase orders are generated in PD and cannot be referenced in AFS.  

	Line 


	Conditional. Required if this line concerns items previously recorded on a purchase order.  

	Comm Line 


	Conditional.  Required if this line concerns items previously recorded on a purchase order.

	Vendor Invoice  
	Required. Enter the invoice number, if one is available.  If not available, enter information that will assist the vendor in determining reason for payment.  This information will print on the check stub.  

	Comm Line
	Conditional. Required if (EPPV) Requirements on EPS SYSTEM CONTROL OPTIONS (ESOP) is selected [ Y ] and a vendor invoice has been entered. Enter the line number of the referenced invoice.  

	Fund
	Required.  The Fund paying for this document line. 

	Agency 


	Required.  The Agency paying for this document line. 

	Org  
	Required.  The organization paying for this document line.  

	Sub-Org  
	Optional.  The sub-organization paying for this document line.  

	Appr Unit
	Required.  The program budget unit paying for this document line.  

	Activity 
	Optional.  The activity code to be used for this document line.  Required when dictated by agency policy..

	Func  
	Optional.  The function code to be used for this document line.  Required when dictated by agency policy..

	Object
	Conditional.  For balance sheet or revenue source transaction lines, leave this field blank.  Required for expenditure object transaction lines. 

	Sub-Object
	Optional.  The Sub-Object to be used for this document line.  Required when dictated by agency policy.  

	Rev Srce  
	Conditional.  For balance sheet or expenditure object transaction lines, leave this field blank.  Required for revenue source transaction lines.  

	Sub-Rev Srce


	Conditional.  The Sub-Revenue Source to be used for this document line.  Required when dictated by agency policy  

	BS Acct
	Conditional.  For expenditure objects or revenue source transaction lines, leave this field blank.  Required for balance sheet account transaction lines.  

	Rept Catg
	Optional. The reporting category number to be used for this document line.  Required when dictated by agency policy.  

	Job Project
	Optional.  This job number or project number code to be used for this document line.  Required when dictated by agency policy.  

	Quantity
	This field is not used by the Commonwealth.  

	Disc Type


	This field is not used by the Commonwealth..

	Termini 

	Optional.  The termini code associated with this document line.  Required when dictated by agency policy.  

	Tax Code 
	This field is not used by the Commonwealth.  

	Line Amount


	Optional.  If left blank, the words ***FILL-IN*** are displayed when the entry is added and the PV is created.  Enter the line amount for this document line.  

	Inc / Dec
	Increase or decrease to the amount associated with this document line.  Default on increase represents an increase to the amount paid.  Decrease represents a decrease to the amount paid.  

	P / F 


	This field is not used by the Commonwealth.

	Line Description 
	Optional.  The general descriptive information you want recorded with this document line.  If entered, the information will print on the check stub.  


.

.

22.8   Payment Voucher (PV)

The Payment Voucher (PV) authorizes certain financial expenditures.  It can be used for internal or external purposes.
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Check the HEADER to ensure the information is correct:

	New/Modification
	· Default  - New

· New - new entry (new document)

· Modification – modifying an existing P1

	Document Total
	Net amount of all lines on the document, not including tax if the tax codes used on the document are U (use tax) on Tax Code (TAXT)

	Vendor Code
	· Required on vouchers for external vendors if required by your agency 

· See Vendor Index (VEND) for valid values

· Leave blank on internal vouchers

· Vendor Code cannot be Miscellaneous if the Object Code is 1099 reportable

	Name
	· Required on vouchers for external vendors when vendor code is blank or if a miscellaneous vendor code is used

· Name you want printed on checks


Check the OTHER ATTRIBUTES Tab to ensure the information is correct:

	Vendor Address
	Address to be printed on the check

	EFT
	Required to make current payment by Electronic Funds Transfer

	Application Type
	Required if EFT is set to Yes 

	Scheduled Pay Date
	· Default automatically assigns a date 

· A user can change scheduled payment dates on payment voucher modifying transactions or through Payment Voucher Scheduling (SCHD)

	Voucher Type
	· Default - 1
· Required for internal transactions

· Valid values are:

1.  This document concerns payment to an outside vendor

2.  This document concerns an internal purchase/sale, involving different funds

3.  This document concerns an internal purchase/sale that involves the same fund for the buyer and seller

4.  This document concerns an internal reimbursement (for example, inter- or intra- fund)

5.  This document concerns an internal transfer (for example, inter- or intra-fund). If you are using NACUBO reporting, transfers can only occur within the same fund group

	Fixed Asset Ind
	Default - No Change (blank)
Valid values are:

· Create One Shell  -- The system will create one Fixed Asset Acquisition (FA) document for each line on this document.

· Create Multiple Shells -- The system will create the quantity of Fixed Asset Acquisition (FA) documents specified in Quantity for each line on this document.


Check the SELLER Tab to ensure the information in the document is correct:
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	Agency
	Agency that is selling the goods or services listed in this document

	Org/Sub
	Organization may be required, depending on the Revenue Budget Organization Option on Fund Agency Index (FAGY)

	Rev Srce/Sub
	· Required if Voucher Type is 2 (internal sale - different funds) or 3 (internal sale - same funds)

· For NACUBO reporting when Voucher Type is 5 (internal transfer), enter a revenue source with a revenue group of TR (transfer) or a reporting category of MT (mandatory transfer) or NT (non-mandatory transfer)

· See Revenue Source Index (RSRC) for valid values

	
	

	Appr Unit
	· Program Budget Unit element for the items listed on this voucher

· See Program Reference Table (PRFT) for valid values

	Object/Sub
	Required if this is a type 4 (internal reimbursement) voucher

	BS Account
	· Required if this is an expense transaction for the seller (for example, fixed assets, consumption-based inventories, or a balance sheet document)

· See Balance Sheet Account Index (BACC) for valid values.


Check the ACCOUNTING Tab to ensure the information in the document is correct:
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	Fund
	· Default - inferred from Organization (ORG2) based on the agency and organization entered on this document

· Fund paying for the item on this line

· See Fund Index (FUND) for valid values

	Agency
	· Agency paying for the item on this line

· See Agency Index (AGCY) and Fund Agency Index (FAGY) for valid values

	Org
	· Enter an organization if Expense Budget Organization Option on Fund Agency Index (FAGY) is Y
· On internal refunds, this field is required if Revenue Budget Organization Option is Y (required on budget and accounting)

	Appr Unit
	· Program Budget Unit element for the items listed on this PV

· See Program Reference Table (PRFT) for valid values

	Activity
	· Default is inferred from Organization (ORG2)

· See Activity Index (ACTV) for valid values

	Function
	Default is inferred from Organization (ORG2) or Activity (ACT2)

	Object
	· For transactions that require a balance sheet account code, this field is optional

· For internal refunds, this field must be blank 

· Object, from OBJT, that best describes the item named on this line

· If the object code entered is a 1099 reportable code, the Vendor Code cannot be Miscellaneous

	Job Number
	See Job Index (JOBT) for valid values

	Rept Cat
	· Required on expenditure transactions if Reporting Category on Agency (AGC2) is Required on Expenditure Transactions
· Required on revenue transactions if Reporting Category Required on Revenue Transactions is required.  For transactions that require a balance sheet account code, this field is required if Reporting Category Option is Y (required) on Balance Sheet Account Index (BACC)

· See Reporting Category (RPTG) for valid values

	Amount
	· Line amount for this payment voucher document

· If modifying a previous document, enter the amount of change over (under) the previous amount

	Def/Inc/Dec
	· Default – blank

· Indicates whether the amount is an Increase [Inc] or Decrease [Dec]


Check the REFERENCE DOCUMENT Tab to ensure the information in the document is correct:
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	Reference Number
	· Required if this line concerns items previously recorded on a purchase order or payment voucher

· Document code, agency, and number of the document being referenced

	Line
	· Required if this line concerns items previously recorded on a purchase order 

· Purchase order line number from the purchase order document of the item being referenced

	Inv Line
	Commodity line number of the vendor invoice referenced


Check the LINE DETAIL Tab to ensure the information in the document is correct:
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	Rev Srce/Sub
	· Revenue source credited as a result of this document

· When revenue source is entered, Object and Balance Sheet Account must be blank.

	
	

	BS Account
	Required if this is an expense transaction (fixed assets, consumption-based inventories, pre-paid items) or if this transaction transfers funds between two balance sheet accounts

	Discount Type
	Required if a vendor discount policy applies to this voucher line

	Quantity
	Number of items paid for  (optional)

	Def/Inc/Dec
	· Default – blank
· Modification – Increase [I] if Quantity is increasing or Decrease [D] if Quantity is decreasing


22.9   Multiple Vendor Payment Voucher (MP)
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The Multiple Vendor Payment Voucher (MP) allows you to enter payments for multiple vendors with the same accounting attributes.  It cannot be modified nor does it trigger a Fixed Asset (FA) document.  When processed, a MP generates a Multi-Payee Payment Voucher Detail (PVV) for each entry.

	Document Total
	Net amount of all lines on the document

	Fund
	· Default - inferred from Organization (ORG2) based on the agency and organization entered on this document

· Modification - fund is inferred from the original document 

· See Fund Index (FUND) for valid values

	Agency
	Agency paying for the item named on this line

	Organization/Sub
	Refer to Organization Index (ORGN) for valid values

	Appropriation Unit
	· Program Budget Unit for the items listed on this MP  

· See Program Reference Table (PRFT) for valid values

	Object/Sub
	· Required for transactions other than balance sheet transactions

· If the object code entered is a 1099 reportable code, the Vendor Code cannot be Miscellaneous

	Rev Srce/Sub
	· Revenue source debited as a result of this document

· Refer to Revenue Source Index (RSRC) for valid values

· If Revenue Source is entered, leave Object and BS Account blank

	BS Account
	Required if this line is an expense transaction

	Vendor Code
	Required if for external vendors and when the Vendor/Commodity Control on System Control Options (SOPT) is Both Controls in Effect [Y] 

	Voucher Number
	Agency and unique number used to identify this voucher

	Schedule Pay Date
	Date payment is due to the vendor 

	Check Category
	· Default - General Treasury (GT) – check is sealed and mailed by Treasury

· If agency mailed (GA) is selected, check is returned to agency without being sealed

	Line Amount
	Amount for this document line

	Vendor Name
	· Required when Vendor Code is blank or a miscellaneous vendor is entered

· Name you want printed on checks

	Vendor Address
	Address that will be printed on checks

	Country
	Country that will be printed on checks 


22.10   Job Control (JB)

The Job Control (JB) document adds a new job to the system, changes the basic information about the job, or closes an existing job.  The creation of a JB document sets up a record on Job Inquiry (JOB2) table by the JB number.

[image: image30.png]= Batch: Document: JB 470 00000000000
S S Acs | Ao Lo |

Job Desciption
Starting Date Expiation Date.

Seler Account

Fund Activy Rev Sice /Sub

Agency Function Rept Cat
Oigarization / Sub Object / Sub

Appropistion Urit BS Account

Buyer Account

Fund Applnt [ Object / Sub
Agency Activy Rept Cat
Oigarization / Sub Function Job Number

PO Number PO Line Number Provider

Grant Froject Extended Proj





Check the BUYER AND SELLER ACCTS Tab to ensure the information in the document is correct:

	Job Number
	Unique code for a new entry or an existing job number for an adjustment or closing entry

	Action
	Valid values are:

· New  -- Sets up a new job on Job Inquiry (JOB2)

· Modification -- Modifies information on Job Inquiry (JOB2)

· Close  -- Sets the expiration date to the transaction (current) date and closes the job

· Bill  -- Indicates that a job with a billing cycle equal to End of Job [E] has ended and is ready to receive a bill

	Starting Date
	Starting date (mmddyy) of the job

	Expiration Date
	Expiration date of the job when it is originally set up, if known

	Seller Account
	

	Fund
	Fund responsible for providing the goods or services

	Agency
	Agency providing the goods or services

	Organization/Sub
	Buyer’s organization

	Appropriation Unit
	Buyer’s Program Budget Unit element for the job

	Object/Sub
	· Required if Revenue Source is blank

· Object must belong to an object group defined as RE (reimbursable)

	Rev Srce/Sub
	· Required if Object is blank

· See RSRC for valid values

	Rept Cat
	Required if the Reporting Category Required on Revenue Transactions field on Agency (ACG2) is:

· Required on Pre-Encumbrance Transactions [1]

· Required on Encumbrances [2]

· Required on Expenditures [3]

(See Reporting Category (RCAT) for valid values)

	Buyer Account

	Fund
	· Required if Job Cost is Internal [I]
· See Fund Index (FUND) for valid values

	Agency
	· Required if Job Cost is Internal [I] 

· See Agency Index (AGCY) for valid values

	Organization/Sub
	· If Job Cost is not internal, leave both fields blank

· If Job Cost is Internal [I], Organization is required if the Expense Budget Organization option is Y (required on budget and accounting) or A (required on accounting) on Fund Agency Index (FAGY), and is otherwise optional

	Appr Unit
	Buyer’s PBU, if Job Cost is Internal [I]

	Object/Sub
	· Required if Job Cost is Internal [I] -- See OBJT for valid values

· If Job Cost is not Internal, leave both fields blank

	PO Number
	· Required if a purchase order is referenced by this job

· For modification transactions, an asterisk (*) in this field removes this reference from the job

	Provider
	Required if Job Cost is External [E]


Check the BILLING AND COSTING CONTROLS Tab to ensure the information in the document is correct:
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	Billing Controls

	Job Cost
	Valid values are:

· Default - blank 

· Internal - one unit within the entity provides services billable to another unit within the entity

· External - one unit of the entity incurs costs billable to an outsider

· Other - used for collecting costs and are not identified with a specific internal or external buyer

	Billing Cycle
	Valid values are:

· Default - blank 

· Date Range - The acceptance date of the transaction falls on or within the user specified date range

· Accounting Period - The accounting period of the transaction equals the user specified accounting period

· End of Job - The bill is sent when a transaction with a Bill action is entered

	Billing Level
	Valid values are:

· Default  - All jobs are on separate transactions

· Provider - All jobs with the same provider are accumulated on one transaction

· Project - All jobs with the same provider/project combination are accumulated on one transaction

· Job - All jobs are on separate transactions

	Billing Type
	Valid values are:

· Default - blank

· Manual - If Job Cost is Other, you must select this value

· Automatic - If Job Cost is Internal [I], internal payment vouchers are automatically generated at month-end to record expenses to the buyer and revenue to the seller. If Job Cost is External [E], receivable documents are generated and posted at month-end.

	Billing Acct 
	Valid values are:

· Default - single

· Single - derived from the JOB2 seller distribution

· Multiple - derived from the charge transactions

	Detail Billing Opt
	Valid values are:

· Default - blank

· Yes - Billing account lines are summarized to the charge-class/object level

· No - Billing account lines are summarized to the revenue source level

	Maximum Billing Amt
	If this field is left blank, no billing occurs

	Costing Controls

	Costing Method
	Valid values are:

· Default  – direct cost

· Direct Cost - full cost equals direct costs for the entire job

· Cost Plus - specify which overhead rates are automatically applied to some or all expenditures associated with the job


END OF CHAPTER 22

23.
 REVENUE AND RECEIVABLES

 (Version 2
3/04/04)

23.1      Policy

FAP 120-14-00  Unhonored Check Processing
The Kentucky State Treasury shall separate by agency checks that are received and deposited but that are not honored for payment by the banks upon which they are drawn.  The unhonored checks for agencies other than the Revenue Cabinet shall be separated into those with a Receivable (RE) document reference and those without. 

For unhonored checks of the Revenue Cabinet, the State Treasury shall prepare a decrease Cash Receipt document that charges a Revenue Cabinet clearing account for the unhonored checks. The Revenue Cabinet shall distribute the unhonored checks to the proper accounts returning the clearing account to a zero balance. 

For unhonored checks of agencies other than the Revenue Cabinet, the State Treasury shall prepare a Non-Sufficient Funds document for checks that contain a Receivable document reference.  This document shall charge the originating agency's accounts for the amount of the unhonored checks.

For unhonored checks of agencies other than the Revenue Cabinet, which are received without a Receivable document reference or with only a Cash Receipt document reference, the State Treasury shall prepare a decrease Cash Receipt document that charges the unhonored checks against the originating agency’s accounts.  The originating agency shall distribute the unhonored checks to the proper accounts if the agency prefers an account other than the one selected by the State Treasury. The  originating agency shall take whatever actions are deemed appropriate to collect these unhonored checks.

A new check shall be submitted by the vendor to the responsible agency and processed on a Cash Receipt document as new revenue.

ADVANTAGE Documents

23.2   Customer (CU)

The Customer (CU) document is the primary customer window used to enter specific customer information.  All customers must be entered on this window before they are used.  The Customer (CU) document updates Customer Information (1 of 2) (CUST), Customer Information (2 of 2) (CUS2), and Customer Electronic Funds Transfer (CEFT).
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Check the HEADER to ensure the information is correct:

	Customer
	· 11 character code for the customer/client – usually the SSN or FEIN

· The last two characters are used as the address indicator to identify multiple locations and EFT for the customer

	New/Infer/ Modification
	· New – new entry

· Infers – infers information from the previous customer number

· Modification – modification of a previously entered document

	Corporation Name
	· Required if Individual Name is blank

· If the customer is a company or government, the customer name should be here

	Individual Name (Last, First, MI)
	· Required if Corporation Name is blank

· If the customer is an individual, his or her name should appear here


Check the GENERAL INFORMATION to ensure that information is correct:

	Miscellaneous Customer
	Select to identify miscellaneous one-time or summary customers

	Customer Type
	· I - Individual

· C - Corporation

· P - Partnership

	Short Name
	10 digit, abbreviated customer name used for reporting purposes

	Address, City, State, Zip
	Customer’s street address, city, state and zip code
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Check the PAYABLES INFORMATION to ensure that information is correct:

	Contact Name
	Contact in the customer's accounts payable department  (optional)

	Phone
	Telephone number for the accounts payable contact  (optional)

	Bank Name
	Bank with which the customer does business (optional)

	Bank Phone
	Telephone number at the customer's bank listed above (optional)

	Vendor
	Vendor code cross-reference to Vendor (1 of 2) (VEN2) if this customer is also a vendor with the Commonwealth (optional)

	Third Party Code
	Third party, from TPAR, that is used for billing the customer (optional)

	Billing Code
	Billing profile, from BPRO, for the customer  (optional)
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Check the CUSTOMER DETAIL to ensure the information is correct:

	In-State
	· Default –Yes

· No – customer is not located in Kentucky

	Project Funding Source
	If this customer is associated with a project fund, Yes should be selected

	Project Funding Source Type
	Valid values are Federal, State, Bond, and Other 
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Check the EFT INFORMATION to ensure the information is correct:

The information on this tab is required if it is necessary to establish the customer as an electronic funds transfer customer.

	ABA Number/ Check Digit
	ABA routing number and check digit found on the lower left-hand corner of the customer's check

	Application Type
	· Optional

· Refer to Electronic Funds Transfer Type (EFTA) for valid values

	Infer EFT
	Box is checked when the customer’s information is changed

	Account #
	Customer's bank account number from the check

	Description
	Customer's bank account description  (optional)

	Name
	Customer's bank name

	Address, City, State, Zip Code
	Street address, city, state, zip code of the customer's bank.

	Checking/Savings
	· Type of account to which the funds are transferred

· Checking or Savings


23.3   Receivable  (RE)

The Receivable (RE) document bills customers for the goods or services they have received.  It can post either to a revenue account or, in case of reimbursements, to an expenditure account.
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Check the HEADER to ensure the information in the document is correct:

	Date of Record
	Date (mmddyy) of the receivable event (optional)

	Accounting Period
	Must be an open period  (optional)

	Budget FY
	· Default - current fiscal year

· Cannot enter a future fiscal year

	New/Modification/ Cancellation
	· Blank – defaults to New

· New – new entry

· Modification – modification of a previously entered document

· Cancellation – cancel an existing document that has not been referenced 

	Billing Code
	· Identifies the billing profile for Invoice or statement generation

· See Billing Profile (BPRO) for valid values

	Customer Code
	· Customer who is billed 

· See Customer Information (CUS2) for valid values 

	Document Tot
	Unsigned net amount of all lines entered on the document

	Fund
	· Default is inferred from Organization (ORG2) based on the agency and organization entered on this document

· See Fund Index (FUND) for valid values

	Agency
	· Agency for which the revenue was earned

· See AGCY and FAGY for valid values

	Org/Sub
	· Required on revenue lines if Revenue Budget Organization Option on Fund Agency Index (FAGY) is Y (required on budget and accounting) or A (required on accounting) 

· Required on expense lines if the Expense Budget Activity Option on Fund Agency Index (FAGY) is Y (required on budget and accounting) or A (required on accounting). Otherwise, the organization is used for reporting purposes only.  See Organization Index (ORGN) for valid values.

· Sub-Organization is required on revenue transactions if Sub-Organization Required on Revenue is Required [Y] for a new document on Organization (ORG2); or on expenditure transactions if Sub-Organization Required on Spending is: Required [Y], or Required on Expenditure Transactions.  See Sub-Organization (SORG) for valid values.

	Rev Srce/Sub
	· Revenue source that defines the type of revenue recorded on this line is required on all revenue transactions

· See Revenue Source Index (RSRC) for valid values

	Appr Unit
	Program Budget Unit 

	Object/Sub
	· Required on reimbursement transactions only -- Leave blank on other transactions

· See Object Index (OBJT) for valid values

	BS Account
	· Required on balance sheet transactions

· See Balance Sheet Account Index (BACC) for valid values

	Rate Code
	· Required if Amount is blank  

· Code from BRTE used to define the billing rate per unit of measure

	Quantity
	· Required if Rate Code is entered

· Number of units consumed by the customer

	Unit
	Unit of measure of the goods consumed by the customer

	Amount
	· Required if either Rate Code or Number of Units is not entered

· Dollar amount of the items described on the line

	Def/Inc/Dec
	· New - Default (blank) or Increase [Inc]
· Modification - Increase [Inc] or Decrease [Dec]


Check the OTHER ATTRIBUTES to ensure the information in the document is correct:

	RE Type
	· S – Summary receivable and not for billing to customers

· I – Receivable contains only interest lines

· L – Receivable contains only late fee lines

	Adjustment Reason Code
	· Required if modifying or canceling RE

· See Receivable Adjustment Reason (REAR) for valid values

	Text Exists
	This box will be checked when an additional receivable has been entered for the RE document on the Receivable Text (RETX) Table.  This text is printed on the invoice.



	Off Bkd Rec Account
	Default is inferred from the Revenue Source Index (RSRC) or System Special Accounts (SPEC). Enter the balance sheet account used to record

the offset entry.  See Balance Sheet Account Index (BACC) for valid values that are also assets.  This is the offset billed receivables account for all of the receivable lines.



	Instruction Code
	Defaults to INSTRUCTION CODE on Billing Profile (BPRO) for billing codes that specify invoices.  Enter the code used to specify special instructions that are printed on an invoice.  For statements, do not enter this field; it defaults from Billing Profile (BPRO) when the statement is generated.

	Comments
	Optional.  Enter a description of the document. Comments are used as transaction descriptions on customer statements. 


Check the CUSTOMER DETAILS to ensure the information is correct:
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	Name
	· Required if the RE Type is L or I 

· If the customer is not miscellaneous, the name is inferred from Customer Information (CUS2) and cannot be changed

	Address, City, State, Zip
	· Required if the RE Type is L or I 

· If the customer is not miscellaneous, the information is inferred from Customer Information (CUS2) and cannot be changed


23.4   Receivable Credit Memo (RM) 

The Receivable Credit Memo (RM) document modifies or cancels a Receivable (RE) document.  

The document ID of the Receivable Credit Memo (RM) must match the document ID of the Receivable (RE) you are referencing in order for the system to correctly infer the protected fields.
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Check the HEADER to ensure the information is correct:

	Date of Record, Acctg Period, Budget FY
	Inferred – leave blank

	Document Total
	Unsigned net amounts of all lines on the document.

	Line
	· Unique number for each document line

· This field must match the line number of the original Receivable (RE) line to be modified

	Amount
	· Dollar amount of the change to the original Receivable (RE) line

· Must have two decimal places for cents


Check the OTHER ATTRIBUTES to ensure the information is correct:

	Adjustment Reason Code
	See Receivable Adjustment Reason (REAR) for valid values


23.5   Cash Receipt (CR)

The Cash Receipt (CR) document records all monies collected and deposited manually. 

A MARS user can enter a CR as a standalone document or it can reference a Receivable (RE) document.  The CR will be completed by the Treasury who deposits the money into the bank.  

A CR document is used to record one of four basic cash collection business events:

· Customer pays bill (receivable is decreased)
· Vendor returns refund (expense/expenditure is decreased)
· Customer pays for a cash sale (revenue is increased)
· Customer pays for goods and services not yet performed (liability is increased)
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Check the HEADER to ensure the information is correct:

	Date of Record
	· Default - date the document is accepted

· Date (mmddyy) that you want to associate with this document

	Acctg Period
	· Default - inferred from Date of Record
· Accounting period must be open

	Budget Fiscal Year
	· Default - inferred from Date of Record
· Must be an open fiscal year

	New/Modification 
	Valid values are:

· Default - New 
· New – new document

· Modification – modifying a previously accepted document

	Bank Account
	· All lines recorded on a CR must be deposited to the same bank account

· See Bank Account (BANK) for valid values

	Document Total
	Unsigned net amount of all lines on the document


Check the REFERENCE INVOICE VIEW Tab to ensure the information in the document is correct:

	Reference Document
	If referencing a RE or PV, enter the transaction code, agency and number of the referenced document to which the cash will be applied

	Amount
	· If a new line - dollar amount of the item(s) described on this line

· If this line is a modification to a previous line - amount of the change over (under) the previous amount


Check the ACCOUNTING VIEW Tab to ensure the information in the document is correct:
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	This tab should be completed to record a straight cash receipt when no receivable is referenced

	Fund
	· Default is inferred from Organization (ORG2) based on the agency and organization entered on this document

· See the Fund Index (FUND) for valid values

	Agency
	· Agency receiving the revenue

· Refer to AGCY and FAGY for valid values

	Org
	· Organization is required on revenue documents if Revenue Budget Organization Option is Y (required on budget and accounting) on Fund Agency Index (FAGY) for this line's fund/agency combination. 

· If this line is a vendor refund, Expense Budget Organization Option on Fund Agency Index (FAGY) controls it.

· Otherwise, this field is optional and used for reporting purposes only. Refer to Organization Index (ORGN) for valid values

	Revenue Source
	· Required on all documents except balance sheet documents and vendor refunds

· For balance sheet documents, enter the balance sheet account in the “BS Account” field. 

· For vendor refunds, enter the object in the “Object” field under the “All Attributes View” tab.

· Using an object code or balance sheet amount in the “Revenue Source” field will result in an error message. 

· Refer to Revenue Source Index (RSRC) for valid values

	Appropriation Unit
	· Program Budget Unit element for the items listed on this document

· See Program Reference Table (PRFT) for valid values

	BS Account
	· Required if this line is a balance sheet document

· Deferred revenue account if the line is recording a cash advance

· If this account is a type 23, ensure that it is a non-cash asset account

· See Balance Sheet Account Index (BACC) for valid values

	Job Number
	See Job Index (JOBT) for valid values

	Termini
	· Required if Termini Validation Indicator is selected on AGPR for this project

· See Termini Reference Table (TERM) for valid values

	Def/Inc/Dec
	· Default – blank
· Modification -- Valid values are Increase [Inc] and Decrease [Dec] 


Check the ALL ATTRIBUTES VIEW Tab to ensure the information in the document is correct:
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	Document Line
	Associated line number on the CR document

	Ref Document
	Required if referencing a receivable -- should be the document type and number of the referenced document

	Vend/Prov/Cust
	· Required if cash is applied to a customer account.  Enter the customer from whom you are receiving payment.  If a receivable is referenced, this field is inferred from the Receivable (RE) document.  Refer to Customer (CUST) for valid values.

· Required on vendor refunds if Vendor Control Option on System Control Options (SOPT) is Yes [Y]. See Vendor Index (VEND) for valid values.

	Billing Code
	· Required if cash is applied to a customer account

· Billing code, from BPRO, that identifies the billing profile for the customer account application

	Function
	· Default is inferred from Organization (ORG2) or from Activity (ACT2)

· If this line is a vendor refund, it is controlled by Expense Budget Function Option on Fund Agency Index (FAGY)

	Fund
	Fund code. See Fund Index  (FUND) for valid values. 

	Agency
	Agency receiving the revenue. See AGCY and FAGY for valid values.

	Organization/Sub
	Organization code

	Object/Sub
	Object is required on vendor refunds

	Revenue Source/Sub
	Leave blank for lines associated with balance sheet accounts or reductions of expenses. Refer to Revenue Source Index (RSRC) for valid values. 

	Appropriation Unit
	PBU associated with this line

	BS Account
	· Required if a balance sheet account CR document line

· Deferred revenue account if the line is recording a cash advance

	Amount
	Dollar amount associated with this line

	Def/Inc/Dec
	· Default - blank

· New – Default (blank) or Increase [I]
· Modification - Increase [I] or Decrease [D]


23.6   Cash Receipt Electronic Deposit (C1)

The Cash Receipt Electronic Deposit (C1) document records all monies collected and deposited electronically to the bank.  A C1 can be a standalone document or it can reference a Receivable (RE) document.
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	Date of Record
	Default is the date the document is accepted; or date (MMDDYY) that you want to associate with this document.

	Acctg Period
	· Default - inferred from Date of Record
· Must be an open accounting period

	Budget FY
	· Default - inferred from Budget Fiscal Year
· Must be an open fiscal year 

	New/Modification
	· Default – New
· New – new document

· Modification – modifying a previously accepted document

	Bank Account
	· All lines on a C1 must be deposited to the same bank account

· See Bank Account (BANK) for valid values

	Cash Account
	· Default - inferred from Bank Account (BANK)



	Document Total
	Unsigned net amount of all lines on the document

	Reference Doc
	Transaction code, agency and number of the referenced Receivable (RE) document to which the cash will be applied 

· Required for revenue documents and vendor refunds

· Required for balance sheet documents if Reporting Category is entered. 

	Vend/Prov/Cust
	· Required on vendor refunds if Vendor Control Option on System Control     Options (SOPT) is Yes.

· Required also if cash is applied to a customer account.  Enter the customer from whom you are receiving payments.  If a receivable is referenced, this field is inferred from the Receivable (RE) document.  Refer to the CUST table for valid values.

	Fund
	· Default - inferred from Organization (ORG2) 

· Fund receiving the revenue

· Refer to Fund Index (FUND) for valid values

	Agency
	· Agency receiving the revenue

· Refer to Agency Index (AGCY) and Fund Agency Index (FAGY) for valid values

	Org/Sub
	· Required on revenue documents if Revenue Budget Organization Option is Y (required on budget and accounting) on Fund Agency Index (FAGY) for this line's fund/agency combination. 

· If this line is a vendor refund, it is controlled by the Expense Budget Organization Option on Fund Agency Index (FAGY).  Refer to Organization Index (ORGN) for valid values.

	Activity
	· Required on revenue documents if Revenue Budget Activity Option is Y (required on budget and accounting) or A (required on accounting) on Fund Agency Index (FAGY)

· If this line is a vendor refund, it is controlled by Expense Budget Activity Option on Fund Agency Index (FAGY). Enter a valid activity from Activity Index (ACTV)

	Rev Srce/Sub
	· Required on all documents except balance sheet or vendor refunds

· Refer to Revenue Source Index (RSRC) for valid values

	Appr Unit
	· Program Budget Unit element for the items listed on this line of the document

· See Program Reference Table (PRFT) for valid values

· Appropriation Program element and Allotment Program element will be inferred from PRFT based on Program Budget Unit

	Function
	· Default is inferred from Organization (ORG2)

· Required on revenue documents if Revenue Budget Function Option is Y (required on budget and accounting) or A (required on accounting) on Fund Agency Index (FAGY)

· If this line is a vendor refund, it is controlled by Expense Budget Function Option on Fund Agency Index (FAGY). Refer to Function (FUNC) for valid values

	Object/Sub
	· Required on vendor refunds

· Refer to Object Index (OBJT) for valid values

	Job Number
	Optional, unless Job Cost is Yes on System Control Options (SOP2)

	Rept Category
	· Required on vendor refunds if Reporting Category on Agency (AGC2) is Required or Required on Expenditure Transactions [3]
· Required on revenue documents if Reporting Category Required on Revenue Transaction is Yes [Y] on Agency (AGC2)

· Required on balance sheet documents if Reporting Category on Balance Sheet Account (BAC2) is Required on Documents [Y] for the balance sheet account entered

· Refer to Reporting Category (RPTG) for valid values

	BS Account
	· Required if this line is a balance sheet document 

· Deferred revenue account if the line is recording a cash advance

· If this account is a type 23, ensure that it is a non-cash asset account

· See Balance Sheet Account Index (BACC) for valid values

	Amount
	· If this is a new line, enter the dollar amount of the item(s)

· If this line is a modification to a previous line, enter the amount of the change over (under) the previous amount

	Def/Inc/Dec
	· Default - blank
· For modification, valid values are Increase [Inc] and Decrease [Dec]


 23.7   Non-Sufficient Funds (NF)

The Non-Sufficient Funds (NF) document backs out a Cash Receipt (CR) document and assesses fees when a customer's check is returned because the customer's account does not have enough money to cover the amount of the check. Note: To use the NF document to assess fees, an agency must have the proper statutory authority.  The Receivable document reference number must be on the check in order to use this document.
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	Date of Record
	· Default - current date

· Date (mmddyy) of the non-sufficient funds document

	Accounting Period
	· Default - current accounting period

· Must be an open accounting period

	Budget FY
	· Default - current fiscal year

· Should be an open budget fiscal year

	Bank Account
	Bank account in which the cash was deposited

	Cash Account
	· Default - inferred from Bank Account (BANK)

· Cash account code representing the account line that is debited as a result of the transaction

	Customer Code
	· Customer who paid with the check showing non-sufficient funds

· See Customer Name Inquiry (CUSN) for valid values

· All of the receivables listed on the Non-Sufficient Funds (NF) document must reference this customer.  If the buyer is not established as a customer, use a miscellaneous customer code.

	Document Total
	· Unsigned net amount of all lines entered on the document

· Non-sufficient funds check charge is not included in the document total

	Waive Charges
	· Default - [N]

· [N] –Assess the non-sufficient funds check charge

· [Y] – Waive the non-sufficient funds check charge on this document

	RE Number
	· Default is the first receivable from the Non-Sufficient Funds (NF) document lines if Waive Charges is [N] and this field is left blank

· Receivable to which the non-sufficient funds check charge is applied

	Fund
	· Default - inferred from the first line of the non-sufficient funds check charge receivable

· See Fund Index (FUND) for valid values

	Agency
	· Default - inferred from the agency on the first line of the Receivable (RE) referenced in the NSF Check Charge group

· Agency that you want to receive the non-sufficient funds check charge

· See Agency Index (AGCY) and Fund Agency Index (FAGY) for valid values

	Org/Sub
	· Default - inferred from the first line of the non-sufficient funds check charge receivable

· Required if Revenue Budget Organization Option on Fund Agency Index (FAGY) is Y (required for budget and accounting) or A (required on accounting)

	Activity
	· Default - inferred from the first line of the non-sufficient funds check charge receivable

· Required if Revenue Budget Activity Option on Fund Agency Index (FAGY) is Y (required on budget and accounting) or A (required on accounting)

· See Activity Index (ACTV) for valid values

	Appropriation Unit
	· Default is inferred from the first line of the non-sufficient funds check charge receivable

· Program Budget Unit element for the items listed on this document

· See Program Reference Table (PRFT) for valid values

	RE Number
	· Document number of the RE to which cash from the non-sufficient funds check was applied

· Ensure that all of the receivables referenced on the Non-Sufficient Funds (NF) document lines are for the same customer and billing code

	Line
	· Receivable (RE) document line number.   Required if cash from the non-sufficient funds check was applied to a specific Receivable (RE) document line

· If the Receivable (RE) was closed by a Cash Receipt (CR) with an over/under amount within the defined tolerance, leave this field blank

	Amount
	Amount of the non-sufficient funds check that was applied to the specified receivable or receivable line


 23.8   Vendor Payment Voucher (P1)

A P1 document can be processed to refund revenue to a vendor that submitted more cash than was owed to the Commonwealth.  
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Check the HEADER to ensure the information in the document is correct:

	New/Modification 
	· Default – New
· New - Indicates that this is a new entry (new document)

· Modification 

	Document Total
	Unsigned net amount of all lines on the P1

	Vendor Code
	· Vendor to receive the payment

· Leave blank on internal vouchers

	Name
	· Required on vouchers for external vendors when Vendor Code is blank or if a miscellaneous vendor code is used

· Name to be printed on the check


Check the OTHER ATTRIBUTES Tab to ensure the information in the document is correct:

	Vendor Address
	· Address printed on the check 

· Default is inferred from Vendor (VEN2)

· Required on vouchers for outside vendors when Vendor Code is blank or if a miscellaneous vendor code is used

	Check Category
	Category, from CCAT, that this check voucher is printed under (optional); for example GA - agency mail  GT – Treasury mail; GH – Treasury hold

	EFT
	Required if the P1 should be paid by Electronic Funds Transfer (EFT)

	Application Type
	Required if EFT is set to Yes [Y]; see Electronic Funds Transfer Application Type (EFTA) for valid values.   

	Scheduled Pay Date
	Date payment is due to the vendor


Check the ACCOUNTING VIEW Tab to ensure the information in the document is correct:

[image: image45.png]Document: P1_470_00000000000

= Batch:
Date of Record T
@ New C Modication
Vendar Cade.
Name.
DOther Attrbutes Accourting

Line

Fund

Agency

Temini

[

Acctg Peiod

| Crzamims

Appr Urit

7

Activy

BudgetFY
Docurert Total

Use TarTotl
Catuded Tod

| oot |

Function  Object Job / Project

Def/inc/Dec &

%

[_[CIx]

Fiept Cat

=





	Fund
	Default - inferred from Organization (ORG2) based on the agency and organization entered on this document

	Agency
	· Agency paying for the item on this line 

· See Agency Index (AGCY) and Fund Agency Index (FAGY) for valid values

	Org
	Required if Expense Budget Organization Option on Fund Agency Index (FAGY) is Y or A

	Appr Unit
	· Program Budget Unit element for the items listed on this voucher

· See Program Reference Table (PRFT) for valid values

	Activity
	· Default - inferred from Organization (ORG2)

· See Activity Index (ACTV) for valid values

	Function
	· Default - inferred from Organization (ORG2)

· See Function (FUNC) for valid values.

	Rept Cat
	· Required on expenditure transactions if Reporting Category on Agency (AGC2) is Required on Expenditure Transactions.

· Required on revenue transactions if Reporting Category Required on Revenue Transactions is Required 

· Required if Reporting Category Option is Y (required) on Balance Sheet Account Index (BACC)

· See Reporting Category (RPTG) for valid values

	Amount
	Amount associated with this line of this document

	Def/Inc/Dec
	· Default – blank

· Modification – Decrease [Dec] or Increase [Inc] 


Check the LINE DETAIL Tab to ensure the information in the document is correct:
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	Line
	Document line number

	Fund
	Fund code used for this line

	Agency
	Agency for this P1

	Appr Unit
	PBU code for this line

	Rev Srce/Sub
	Enter the four-digit Revenue Source Code used for the revenue refund. This four-digit code should begin with “H”, followed by the three digits of the original Revenue Source.  For example, if the revenue was originally recorded to R401, then the revenue should be recorded to H401.  See table RSRC for valid values

	Disc Type
	If a vendor discount policy applies to this voucher line, the appropriate discount type from Discount Type (DISC) should be entered

	Def/Inc/Dec
	· Default – blank

· Modification – Increase [Inc] or Decrease [Dec]


23.9   Write Off (WO)

The Write-Off (WO) document allows the user to write off or cancel Receivable (RE) documents.  

Note:  The agency must have the proper statutory authority to write-off receivables and use this document.

The MARS batch process identifies those receivables that are potentially not collectible based on a user specified number of past due days.  Once a receivable has been loaded on the Potentially Uncollectible Receivables (PUNR) table, it can be scheduled by a user for actual write-off.  
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	Date of Record
	Date that the system created the Write-Off (WO) document

	Acctg Period
	Default - inferred based on Date of Record

	Budget FY
	· Default - current fiscal year

· Must be an open budget fiscal year 

	Document Total
	Unsigned net amount of all lines entered on the document

	Line
	Line number of the original Receivable (RE) line to be modified


END OF CHAPTER 23

24.
TRAVEL

 (Version 2
3/04/04)

24.1      Policies

FAP 120-17-03 Travel in high rate areas 

The policy lists the travel destinations for which travelers may be compensated at a higher rate.

200 KAR 2:006 Travel regulation

Refer to the travel regulation for statewide regulations.  Individual agencies may have additional travel policies that must be adhered to by state employees who travel.

Each agency head is responsible for ensuring that travel reimbursement conforms to the provisions of this administrative regulation and that all travel expense from that agency is as economical as is feasible.

The following persons are eligible for actual and necessary expenses:

1. Governor;

2. Governor's staff;

3. Lieutenant governor;

4. Elected constitutional officers;

5. Cabinet secretaries;

6. State employees traveling on assignment with the governor, lieutenant governor, elected constitutional officers, or cabinet secretaries;

(a) State officers and employees authorized to travel outside the United States, its possessions or Canada;

(b) Members of statutory boards and commissions; and

(c) Others in the official service of the Commonwealth.

24.2   In State Travel Authorization  (TEI)

The TEI has three purposes:

1. State Park Lodging

2. Motor Pool Rental

3. Advance Registration Free for instate destinations

Each type of expense should be on a separate expense line.

Pre-audit the TRIP TAB to ensure the information in the document is correct:

	New/Modification
	New  (Commonwealth is not using the modification function)

	Traveler ID
	Employee ID or vendor code

	Resp Agcy/Org
	Three-digit agency code and four-digit organization code

	Travel Policy ID
	Default – PERDIEM 2001/04

PERDIEM 2001/04 – 200 KAR 2:006 subsection7 applies to the traveler

ACTUAL 2001/04 – 200 KAR 2:006 subsection 8 applies to the traveler

	Work Location
	· Traveler’s workstation

· See DSTD for valid abbreviations

	Purpose
	Code from PURP that corresponds to the reason for the trip:

· AUD – audits

· CNF – conference

· CRT – court appearance

· CTW – court week

· FLD – field visits

· INP – inspections

· INT – interviews

· INV – investigations

· MET – meetings

· MIL – milling

· OTH – other

· TES – testing

· TRN – training

· HEA - hearings 

	Vendor
	· Code for the vendor to whom payments will be made

· See VNAM or VEND for valid values

	Advance Amount
	Amount of expense

	Category
	· Check category from CCAT

· If blank, it will default to the category defined in TSPC

	Issue Individual Check
	· Yes – separate check will be issued

· No - add this together with other advances for the same vendor in a combined check

	EFT Indicator
	· Default- inferred from VEND2

· Yes- cash advance to be paid by EFT

· No – cash advance to be paid by check

	Appl Type
	· Default – inferred from EFTX

· Application type from EFTA 

	Document Total
	Total of all expenses listed on the Expenses Tab


Pre-audit the EXPENSES Tab to ensure the information in the document is correct:

	Line Number
	Unique two-digit number for the expense line

	Date
	Date the expense will occur

	Location
	· Location where the expense will be incurred or MPOOL for motor pool

· See DSTD for valid abbreviations

	Expense Type
	· REGFEE

· STATEPARK

· MOTORPOOL

	Description
	Used for reference

	Fund
	· Fund paying for the expense

· See FUND for valid values

	Agency
	· Agency paying for the expense

· See AGCY for valid values

	Org/Sub
	· Organization paying for the expense

· See ORGN for valid values

	Appr Unit
	Last four characters of the PBU

	Activity
	Optional

	Function
	Optional

	Sub-object
	Optional

	Job/Project
	Optional

	Rept Category
	Optional

	Termini
	Optional

	Amount
	Amount of this expense


24.3   In State Quick Expense Voucher (TPI)

The TPI is used when prior approval is not required and the trip was in-state, or for multiple funding distribution.  

Pre-audit the TRIP Tab to ensure the information in the document is correct:

	Traveler ID
	Employee ID or vendor code

	Resp Agcy/Org
	Three-digit agency code and four-digit organization code

	Travel Policy ID
	Default – PERDIEM 2001/04

PERDIEM 2001/04 – 200 KAR 2:006 subsection7 applies to the traveler

ACTUAL 2001/04 – 200 KAR 2:006 subsection 8 applies to the traveler

	Work Location
	· Traveler’s workstation

· See DSTD for valid abbreviations

	Purpose
	Code from PURP that corresponds to the reason for the trip:

· AUD – audits

· CNF – conference

· CRT – court appearance

· CTW – court week

· FLD – field visits

· INP – inspections

· INT – interviews

· INV – investigations

· MET – meetings

· MIL – milling

· OTH – other

· TES – testing

· TRN - training

· HEA - hearings

	Vendor
	· Code for the vendor to whom payments will be made

· See VNAM or VEND for valid values


Pre-audit the ITINERARY Tab to ensure the information in the document is correct:

	Line Number
	Unique two-digit number for the expense line

	Destination From
	· Code for the starting location of the trip

· See DSTD for valid abbreviations

	From Date
	Date traveler departed from starting location

	From Time
	Traveler’s departing time in military time

	Destination To
	· Code for the destination

· See DSTD for valid abbreviations

	To Date
	Date traveler returned from this destination

	To Time
	Time traveler returned from this destination

	Per Diem Adjustment
	Use if adjustment to the per diem is necessary

	Trip Mileage
	Actual mileage between the origin and destination

	Vicinity Mileage
	Difference between mileage calculated and actual mileage incurred by the traveler

	Total Mileage
	Sum of the trip and vicinity mileage entered

	Explanation
	Required if adjustment was made to per diem

	Overnight Stay
	If traveler stayed overnight at a destination more than 40 miles from workstation and home, or has prior approval

	Claim Per Diem
	Traveler is requesting reimbursement for meals

	Claim Mileage
	Traveler is requesting reimbursement for mileage

	Include Return Mileage
	Calculated mileage automatically doubled


Pre-audit the EXPENSES Tab to ensure the information in the document is correct:

	Airfare
	Out-of-pocket for airfare

	Registration
	Out-of-pocket for registration

	Lodging
	Out-of-pocket for lodging

	Meals (Actual)
	· Expenses for meals for individuals who are on actual and necessary expenses

· Provide an explanation in the Explanation field

	Phone
	Out-of-pocket for phone

	Dine/W2
	Amount of dinner meal without overnight stay, which is W2 reportable

	Training
	Out-of-pocket for training

	Transportation
	Out-of-pocket for transportation

	Miscellaneous
	Out-of-pocket for miscellaneous expenses

	Explanation
	Reason for miscellaneous out-of-pocket expense

	Category
	· Check category from CCAT

· IF blank, it will default to the category defined in TSPC

	Issue Individual Check
	· Yes – separate check will be issued

· No - add this together with other reimbursements for the same traveler in a combined check

	EFT Indicator
	· Default- inferred from VEND2

· Yes- cash advance to be paid by EFT

· No – cash advance to be paid by check

	Appl Type
	· Default – inferred from EFTX

· Application type from EFTA 


Pre-audit the FUNDING Tab to ensure the information in the document is correct:

	Fund
	· Fund paying for the expense

· See FUND for valid values

	Agency
	· Agency paying for the expense

· See AGCY for valid values

	Org/Sub
	· Organization paying for the expense

· See ORGN for valid values

	Appr Unit
	Last four characters of the PBU

	Activity
	Optional

	Function
	Optional

	Sub-object
	Optional

	Job/Project
	Optional

	Rept Category
	Optional

	Termini
	Optional

	Description
	Description for the expense

	Amount
	Amount due the traveler from this line


24.4   Travel Authorization  (TE)

The TE has three purposes:

· Need prior approval

· Advance registration fee for an in state destination*

· Utilize State Parks and Motor Pool

The traveler can be a Commonwealth employee or non-employee traveling on behalf of the Commonwealth.  

Each type of expense should be on a separate expense line.

*Note:  This can be paid to an out-of-state vendor if the DEST code on the expense tab is an in-state code.

Pre-audit the TRIP Tab to ensure the information in the document is correct:

	Accounting Period
	· Default – current accounting period

· Must be a valid, open period

	Budget FY
	· Default – current budget fiscal year

· Must be a valid, open period

	New/Modification
	New  (Commonwealth is not using the modification function)

	Traveler ID
	Employee ID or vendor code

	Resp Agcy/Org
	Three-digit agency code and four-digit organization code

	Travel Policy ID
	· Default – PERDIEM 2001/04

· PERDIEM 2001/04 – 200 KAR 2:006 (7) applies to the traveler

· ACTUAL 2001/04 – 200 KAR 2:006 (8) applies to the traveler

	Work Location
	· Traveler’s workstation

· See DSTD for valid abbreviations

	Purpose
	Code from PURP that corresponds to the reason for the trip:

· AUD – audits

· CNF – conference

· CRT – court appearance

· CTW – court week

· FLD – field visits

· INP – inspections

· INT – interviews

· INV – investigations

· MET – meetings

· MIL – milling

· OTH – other

· TES – testing

· TRN – training

· HEA - hearings


Pre-audit the ITINERARY Tab to ensure the information in the document is correct:

	Destination
	· Code for the starting location of the trip

· See DSTD for valid abbreviations

	Overnight Stay Indicator
	· Yes – traveler had overnight accommodations

· No – traveler did not have overnight accommodations

	From Date
	Date traveler departed from starting location

	From Time
	Traveler’s departing time in military time

	To Date
	Date traveler returned from this destination or ended this leg of the trip

	To Time
	Time traveler returned from this destination or ended this leg of the trip

	Per Diem Adjustment
	Adjustment to the per diem when necessary

	Explanation
	Required if adjustment was made to per diem


Pre-audit the EXPENSES Tab to ensure the information in the document is correct:

	Line Number
	Unique two-digit number for the expense line

	Date
	Date the expense will occur

	Location
	· Location where the expense will be incurred or MPOOL for motor pool

· See DSTD for valid abbreviations

	Expense Type
	See EXTC for valid codes

	Description
	Required if Expense Type is MICS, MEALEXCEPT or TRASEXP

	Payment Method
	· Default – Out-of-pocket

· Per Diem

· Internal Bill

· Air Advance

· Hotel Advance

· Registration Advance

· Out-of-pocket

	Location
	· Location where the expense will be incurred

· See DSTD for valid abbreviations

	Fund
	· Fund paying for the expense

· See FUND for valid values

	Agency
	· Agency paying for the expense

· See AGCY for valid values

	Org/Sub
	· Organization paying for the expense

· See ORGN for valid values

	Appr Unit
	Last four characters of the PBU

	Activity
	Optional

	Function
	Optional

	Sub-object
	Optional

	Job/Project
	Optional

	Rept Category
	Optional

	Termini
	Optional

	Origin
	· Destination code of the starting location

· Required if Expense Type is POV

	Trip Mileage
	· Actual mileage between Origin and Destination

· Required if the Expense Type is POV

	Explanation
	Optional explanation of the origin

	Vicinity Mileage
	Difference between mileage calculated and actual mileage (optional)

	Destination
	· Destination code of the ending destination

· Required if Expense Type is POV

	Total Mileage
	Sum of the Trip and Vicinity mileage

	Explanation
	Explanation of the destination

	Authorization Total
	Total amount of the travel authorization


Pre-audit the ADVANCES Tab to ensure the information in the document is correct:

	
	DO NOT COMPLETE TAB IF EXPENSES WERE PAID OUT-OF-POCKET

	Vendor
	· Vendor to whom payment will be made

· See VEND for valid values

	Advance Amount
	Amount in dollars

	Category
	· Check category will default from TSPC

· See CCAT for valid values

	Issue Individual Check
	· Yes – separate check will be issued

· No – advances for the same vendor will produce a combined check

	EFT Indicator
	· Default – inferred from VEN2

· Yes – cash advance paid by EFT

· No – cash advance not paid by EFT


24.5   Out of State Travel Authorization  (TEO)

The TEO has three purposes:

· Travel is going out of state

· Prior approval is required when traveling out of state

· Advance registration fee

Each type of expense should be on a separate expense line.

Pre-audit the TRIP Tab to ensure the information in the document is correct:

	Accounting Period
	· Default – current accounting period

· Must be a valid, open period

	Budget FY
	· Default – current budget fiscal year

· Must be a valid, open period

	New/Modification
	New  (Commonwealth is not using the modification function)

	Traveler ID
	Employee ID or vendor code

	Resp Agcy/Org
	Three-digit agency code and four-digit organization code

	Travel Policy ID
	· Default – PERDIEM 2001/04

· PERDIEM 2001/04 – 200 KAR 2:006 (7) applies to the traveler

· ACTUAL 2001/04 – 200 KAR 2:006 (8) applies to the traveler

	Work Location
	· Traveler’s workstation

· See DSTD for valid abbreviations

	Purpose
	Code from PURP that corresponds to the reason for the trip:

· AUD – audits

· CNF – conference

· CRT – court appearance

· CTW – court week

· FLD – field visits

· INP – inspections

· INT – interviews

· INV – investigations

· MET – meetings

· MIL – milling

· OTH – other

· TES – testing

· TRN – training

· HEA - hearings


Pre-audit the ITINERARY Tab to ensure the information in the document is correct:

	Destination
	· Code for the starting location of the trip

· See DSTD for valid abbreviations

	Overnight Stay Indicator
	· Yes – traveler had overnight accommodations

· No – traveler did not have overnight accommodations

	From Date
	Date traveler departed from starting location

	From Time
	Traveler’s departing time in military time

	To Date
	Date traveler returned from this destination or ended this leg of the trip

	To Time
	Time traveler returned from this destination or ended this leg of the trip

	Per Diem Adjustment
	Use if adjustment to the per diem is necessary

	Explanation
	Required if adjustment was made to per diem


Pre-audit the EXPENSES Tab to ensure the information in the document is correct:

	Line Number
	Unique two-digit number for the expense line

	Date
	Date the expense will occur

	Location
	· Location where the expense will be incurred or MPOOL for motor pool

· See DSTD for valid abbreviations

	Expense Type
	Code from EXTC that corresponds to the expense type:

· AIRFARE –Airfare

· BOOKS – Books

· CELLPHONE - Cell Phone Usage

· DINE/W2 - Dinner/W2 Reportable

· ENTERTAIN - Entertainment Expense

· INSTATE - In State Travel

· INSURANCE - Auto Insurance Reimbursement

· LODGING – Lodging

· MEALEXCEPT - Meal Exception

· MEALS - Actual & Necessary Meals

· MISC – Miscellaneous

· MOTORPOOL - Motor Pool Vehicle

· NONSTATE – Non-State Employee

· ONLINESERV - Online Subscription Service

· PERDIEM - Per Diem/Meals

· POSTAGE – Postage

· POV – Personally Owned Vehicle/Mileage

· REGFEE - Registration Fees

· STATEPARK - State Park Lodging

· TRANSEXP - Transportation Expense

· TUITION - Tuition Assistance

	Description
	Required if Expense Type is MICS, MEALEXCEPT or TRASEXP

	Payment Method
	· Default – Out-of-pocket

· Per Diem

· Internal Bill

· Air Advance

· Hotel Advance

· Registration Advance

· Out-of-pocket

	Location
	· Location where the expense will be incurred

· See DSTD for valid abbreviations

	Fund
	· Fund paying for the expense

· See FUND for valid values

	Agency
	· Agency paying for the expense

· See AGCY for valid values

	Org/Sub
	· Organization paying for the expense

· See ORGN for valid values

	Appr Unit
	Last four characters of the PBU

	Activity
	Optional

	Function
	Optional

	Sub-object
	Optional

	Job/Project
	Optional

	Rept Category
	Optional

	Termini
	Optional

	Origin
	· Destination code of the starting location

· Required if Expense Type is POV

	Trip Mileage
	· Actual mileage between Origin and Destination

· Required if the Expense Type is POV

	Explanation
	Optional explanation of the origin

	Vicinity Mileage
	Difference between mileage calculated and actual mileage (optional)

	Destination
	· Destination code of the ending destination

· Required if Expense Type is POV

	Total Mileage
	Sum of the Trip and Vicinity mileage

	Explanation
	Explanation of the destination

	Authorization Total
	Total amount of the travel authorization


Pre-audit the ADVANCES Tab to ensure the information in the document is correct:

	
	DO NOT COMPLETE TAB IF EXPENSES WERE PAID OUT-OF-POCKET

	Vendor
	· Vendor to whom payment will be made

· See VEND for valid values

	Advance Amount
	Amount in dollars

	Category
	· Check category will default from TSPC

· See CCAT for valid values

	Issue Individual Check
	· Yes – separate check will be issued

· No – advances for the same vendor will produce a combined check


24.6  Foreign Travel Authorization (TEC)

The TEC has three purposes:

· Travel is going out of the country

· Prior approval is required when traveling out of state

· Advance registration fee

Each type of expense should be on a separate expense line.

Pre-audit the TRIP Tab to ensure the information in the document is correct:

	Accounting Period
	· Default – current accounting period

· Must be a valid, open period

	Budget FY
	· Default – current budget fiscal year

· Must be a valid, open period

	New/Modification
	New  (Commonwealth is not using the modification function)

	Traveler ID
	Employee ID or vendor code

	Resp Agcy/Org
	Three-digit agency code and four-digit organization code

	Travel Policy ID
	 ACTUAL 2001/04 

	Work Location
	· Traveler’s workstation

· See DSTD for valid abbreviations

	Purpose
	Code from PURP that corresponds to the reason for the trip:

· AUD – audits

· CNF – conference

· CRT – court appearance

· CTW – court week

· FLD – field visits

· INP – inspections

· INT – interviews

· INV – investigations

· MET – meetings

· MIL – milling

· OTH – other

· TES – testing

· TRN – training

· HEA - hearings


Pre-audit the ITINERARY Tab to ensure the information in the document is correct:

	Destination
	AAOUT

	Overnight Stay Indicator
	· Yes – traveler had overnight accommodations

· No – traveler did not have overnight accommodations

	From Date
	Date traveler departed from starting location

	From Time
	Traveler’s departing time in military time

	To Date
	Date traveler returned from this destination or ended this leg of the trip

	To Time
	Time traveler returned from this destination or ended this leg of the trip

	Per Diem Adjustment
	Use if adjustment to the per diem is necessary

	Explanation
	Required if adjustment was made to per diem


Pre-audit the EXPENSES Tab to ensure the information in the document is correct:

	Line Number
	Unique two-digit number for the expense line

	Date
	Date the expense will occur

	Location
	· Location where the expense will be incurred or MPOOL for motor pool

· See DSTD for valid abbreviations

	Expense Type
	Valid codes from EXTC:

· AIRFARE –Airfare

· BOOKS – Books

· CELLPHONE - Cell Phone Usage

· DINE/W2 - Dinner/W2 Reportable

· ENTERTAIN - Entertainment Expense

· INSTATE - In State Travel

· INSURANCE - Auto Insurance Reimbursement

· LODGING – Lodging

· MEALEXCEPT - Meal Exception

· MEALS - Actual & Necessary Meals

· MISC – Miscellaneous

· MOTORPOOL - Motor Pool Vehicle

· NONSTATE – Non-State Employee

· ONLINESERV - Online Subscription Service

· PERDIEM - Per Diem/Meals

· POSTAGE – Postage

· POV – Personally Owned Vehicle/Mileage

· REGFEE - Registration Fees

· STATEPARK - State Park Lodging

· TRANSEXP - Transportation Expense

· TUITION - Tuition Assistance

	Description
	Required if Expense Type is MICS, MEALEXCEPT or TRASEXP

	Payment Method
	· Default – Out-of-pocket

· Per Diem

· Internal Bill

· Air Advance

· Hotel Advance

· Registration Advance

· Out-of-pocket

	Location
	AAOUT

	Fund
	· Fund paying for the expense

· See FUND for valid values

	Agency
	· Agency paying for the expense

· See AGCY for valid values

	Org/Sub
	· Organization paying for the expense

· See ORGN for valid values

	Appr Unit
	Last four characters of the PBU

	Activity
	Optional

	Function
	Optional

	Sub-object
	Optional

	Job/Project
	Optional

	Rept Category
	Optional

	Termini
	Optional

	Origin
	· Destination code of the starting location

· Required if Expense Type is POV

	Trip Mileage
	· Actual mileage between Origin and Destination

· Required if the Expense Type is POV

	Explanation
	Optional explanation of the origin

	Vicinity Mileage
	Difference between the mileage calculated and the actual mileage (optional)

	Destination
	· Destination code of the ending destination

· Required if Expense Type is POV

	Total Mileage
	Sum of the Trip and Vicinity mileage

	Explanation
	Explanation of the destination

	Authorization Total
	Total amount of the travel authorization


Pre-audit the ADVANCES Tab to ensure the information in the document is correct:

	
	DO NOT COMPLETE TAB IF EXPENSES WERE PAID OUT-OF-POCKET

	Vendor
	· Vendor to whom payment will be made

· See VEND for valid values

	Advance Amount
	Amount in dollars

	Category
	· Check category will default from TSPC

· See CCAT for valid values

	Issue Individual Check
	· Yes – separate check will be issued

· No – advances for the same vendor will produce a combined check

	EFT Indicator
	· Default – inferred from VEN2

· Yes – Cash advance paid by EFT

· No – cash advance not paid by EFT


24.7   Travel Payment Voucher (TP)

A TP is used to claim reimbursement for business related expenses when prior approval is not required and the trip is completed.  The traveler can be a Commonwealth employee or non-employee traveling on behalf of the Commonwealth.  

Each type of expense should be on a separate expense line.

Pre-audit the TRIP Tab to ensure the information in the document is correct:

	Accounting Period
	· Default – current accounting period

· Must be a valid, open period

	Budget FY
	· Default – current budget fiscal year

· Must be a valid, open period

	New/Modification
	New  (Commonwealth is not using the modification function)

	Traveler ID
	Employee ID or vendor code

	Resp Agcy/Org
	Three-digit agency code and four-digit organization code

	Travel Policy ID
	· Default – PERDIEM 2001/04

· PERDIEM 2001/04 – 200 KAR 2:006 (7) applies to the traveler

· ACTUAL 2001/04 – 200 KAR 2:006 (8) applies to the traveler

	Work Location
	· Traveler’s workstation

· See DSTD for valid abbreviations

	Purpose
	Code from PURP that corresponds to the reason for the trip:

· AUD – audits

· CNF – conference

· CRT – court appearance

· CTW – court week

· FLD – field visits

· INP – inspections

· INT – interviews

· INV – investigations

· MET – meetings

· MIL – milling

· OTH – other

· TES – testing

· TRN – training

· HEA - hearings


Pre-audit the ITINERARY Tab to ensure the information in the document is correct:

	Destination
	· Code for the starting location of the trip

· See DSTD for valid abbreviations

	Overnight Stay Indicator
	· Yes – traveler had overnight accommodations

· No – traveler did not have overnight accommodations

	From Date
	Date traveler departed from starting location

	From Time
	Traveler’s departing time in military time

	To Date
	Date traveler returned from this destination or ended this leg of the trip

	To Time
	Time traveler returned from this destination or ended this leg of the trip

	Per Diem Adjustment
	· Use if adjustment to the per diem is necessary

· If reimbursed for a dinner meal and no overnight stay, the dinner is W2 reportable

	Explanation
	Required if adjustment was made to per diem


Pre-audit the EXPENSES Tab to ensure the information in the document is correct:

	Line Number
	Unique two-digit number for the expense line

	Date
	Date the expense occurred

	Location
	· Location where the expense will be incurred or MPOOL for motor pool

· See DSTD for valid abbreviations

	Expense Type
	Valid codes from EXTC:

· AIRFARE –Airfare

· BOOKS – Books

· CELLPHONE - Cell Phone Usage

· DINE/W2 - Dinner/W2 Reportable

· ENTERTAIN - Entertainment Expense

· INSTATE - In State Travel

· INSURANCE - Auto Insurance Reimbursement

· LODGING – Lodging

· MEALEXCEPT - Meal Exception

· MEALS - Actual & Necessary Meals

· MISC – Miscellaneous

· MOTORPOOL - Motor Pool Vehicle

· NONSTATE – Non-State Employee

· ONLINESERV - Online Subscription Service

· PERDIEM - Per Diem/Meals

· POSTAGE – Postage

· POV – Personally Owned Vehicle/Mileage

· REGFEE - Registration Fees

· STATEPARK - State Park Lodging

· TRANSEXP - Transportation Expense

· TUITION - Tuition Assistance

	Description
	Required if Expense Type is MICS, MEALEXCEPT or TRASEXP

	Payment Method
	· Default – Out-of-pocket

· Per Diem

· Internal Bill

· Air Advance

· Hotel Advance

· Registration Advance

· Out-of-pocket

	Location
	· Location where the expense will be incurred

· See DSTD for valid abbreviations

	Fund
	· Fund paying for the expense

· See FUND for valid values

	Agency
	· Agency paying for the expense

· See AGCY for valid values

	Org/Sub
	· Organization paying for the expense

· See ORGN for valid values

	Appr Unit
	Last four characters of the PBU

	Activity
	Optional

	Function
	Optional

	Sub-object
	Optional

	Job/Project
	Optional

	Rept Category
	Optional

	Termini
	Optional

	Origin
	· Destination code of the starting location

· Required if Expense Type is POV

	Trip Mileage
	· Actual mileage between Origin and Destination

· Required if the Expense Type is POV

	Explanation
	Optional explanation of the origin

	Vicinity Mileage
	Difference between mileage calculated and actual mileage (optional)

	Destination
	· Destination code of the ending destination

· Required if Expense Type is POV

	Total Mileage
	Sum of the Trip and Vicinity mileage

	Explanation
	Explanation of the destination

	Voucher Total
	Total amount of the travel payment voucher


Pre-audit the SUMMARY Tab to ensure the information in the document is correct:

	Category
	· Check category defaults from TSPC

· See CCAT for valid values

	Issue Individual Check
	· Yes – separate check should be issued for the amount

· No – add this amount with other reimbursements for the traveler in a combined check

	EFT Indicator
	· Default – inferred from VEN2

· Yes – reimbursement paid by EFT

· No – reimbursement paid by check

	Appl Type
	· Application type defaults from EFTX

· See EFTA for valid values


24.8   Travel Pre Audit  for P1 Reimbursement

The Travel Voucher form will be prepared by the traveler to request reimbursement.  The Pre-Paid Registration Fee form will generally be prepared by the appropriate staff to request payment for registration fees.  Upon completion of these forms, a P1 document is processed in MARS to record transactions and financial information.  For example, a P1 document can be used to issue a pre-paid registration advance fee or to reimburse a traveler for expenses incurred on a business trip.  When P1 documents are processed for travel reimbursements or advances they will record an expenditure by using an object code.  

Receipts should be maintained at the agency.

The authorized pre-auditor verifies the following:

1. Work station/residence address

2. Out-of-state authorization number, if necessary (see notes)

3. Total miles   --  multiple the number of miles by $0.32 per mile

4. Total amounts listed on Travel Vouchers

5. Continuation sheets

6. Month/day, departure and return time, a.m. or p.m.

7. Location, starting point and destination

8. Tolls and/or parking – receipt is required if more than $10

9. Lodging and meals must have an overnight stay receipt  --

if prepaid, must include Purchase Order number or Inter-account number

10. Subsistence, if applicable

11. Other expenses, total from reverse side of MARS 34

12. Total of continuation pages, carried forward from MARS 35

13. Employee’s signature and date must be original

14. Supervisor’s signature and date  

15. Department head/authorized signature and date, must be original

16. Cabinet head signature, if required

24.9   Travel Voucher Processing

1. If the Multi-Cost Distribution (form MARS 30) is attached, the term “SEE ATTACHED” should be entered on the account line of the Travel Expense Voucher (MARS 34). All account elements on form MARS 34, including amounts, should be blank.  However, all account numbers and associated amounts should be entered on the MARS 30 form.

2. Travel authorization numbers will be given to any person going out of state or out of country.  Before the document is released for payment verify the out of state authorization approval.  

3. Credit card receipts are not acceptable for lodging, airfare, or other common carrier expense.  Original pre-printed statements are the only accepted receipts.  If the original has been lost, a duplicate should be submitted, with a signed affidavit attesting to the duplicate.

4. An employee who is involuntarily transferred is allowed to claim thirty (30) calendar days travel from his home to his new workstation, if it is in a different county.  A letter from the employee’s Department stating that the employee was involuntarily transferred should be attached to the travel voucher. 

5. When there are unusual and/or unsupported charges and they are not covered by travel regulations consult the FAC’s Customer Resource Center for clarification.

6. Commercial Drivers Licenses are paid under other expenses.

7. See FAP 120-16-00 “Automobile Liability Insurance Reimbursement” for information concerning non-owner liability insurance coverage.

24.10   P1 Travel Reimbursement Pre-Audit (Continued)
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Check the Header to ensure the information in the document is correct:

	New/Modification
	· New – new entry

· Modification – add lines to previous document, change the amounts on existing lines, or cancel a line

	Document Total
	Net amount of all lines on the document, not including tax if the tax codes used on the document are for use tax

	Vendor Code
	Traveler’s ID 

	Name
	Traveler’s name that will be printed on the check

	Vendor Address
	Address that should be printed on checks

	Single Check
	Used only when traveler elects to receive payment in a different manner than normally specified

· Default – No 

· Yes – a separate check for this payment will be issued

· No – payment is consolidated with other vouchers to the same Vendor Code for the same disbursement date

	EFT
	· Required if you want the current payment voucher paid by Electronic Funds Transfer (EFT) and the traveler’s default payment method is through check

· Traveler must have EFT information in vendor table

	Application Type
	· Only enter if EFT is set to Yes
· Two-character code, from EFTA, representing the intended application, or use, of the funds being electronically transferred

	Scheduled Pay Date
	Date the check for this payment voucher should be issued, if you want to override the system computed date


Check the Accounting Tab to ensure the information in the document is correct:

	Line
	Two-digit unique number for each line on the P1

	Fund
	· Default is inferred from Organization (ORG2) based on the agency and organization entered on this document

· See Fund Index (FUND) for valid values

	Agency
	· Agency paying for the item on this line

· See Agency Index (AGCY) and Fund Agency Index (FAGY) for valid values

	Org
	· Organization paying for the items listed on this line

· See Organization Index (ORGN) for valid values

	Appr Unit
	· Program Budget Unit element for the items listed on this voucher 

· See Program Reference Table (PRFT) for valid values

	Def/Inc/Dec
	· Default - blank 

· New document -- Default or Increase [Inc]
· Modification document -- Increase [Inc] or Decrease [Dec]

	
	


Check the Line Detail Tab to ensure the information in the document is correct:

	Referenced Documents Code 
	All P1 documents processed for travel transactions will not reference another document

	Referenced Documents Invoice
	Vendor Invoice number, if the Pre-Paid Registration Fee form has an associated vendor invoice

	Quantity
	Total mileage


END OF CHAPTER 24

 25.
  JOURNAL VOUCHER PROCEDURES

   (Version 2
3/04/04)

 25.1       Policy

FAP 120-14-00   Unhonored Check Processing

The Kentucky State Treasury shall separate by agency checks that are received and deposited but that are not honored for payment by the banks upon which they are drawn.  The unhonored checks for agencies other than the Revenue Cabinet shall be separated into those with a Receivable (RE) document reference and those without. 

For unhonored checks of the Revenue Cabinet, the State Treasury shall prepare a decrease Cash Receipt document that charges a Revenue Cabinet clearing account for the unhonored checks. The Revenue Cabinet shall distribute the unhonored checks to the proper accounts returning the clearing account to a zero balance. 

For unhonored checks of agencies other than the Revenue Cabinet, the State Treasury shall prepare a Non-Sufficient Funds document for checks that contain a Receivable document reference.  This document shall charge the originating agency's accounts for the amount of the unhonored checks.

For unhonored checks of agencies other than the Revenue Cabinet, which are received without a Receivable document reference or with only a Cash Receipt document reference, the State Treasury shall prepare a decrease Cash Receipt document that charges the unhonored checks against the originating agency’s accounts.  The originating agency shall distribute the unhonored checks to the proper accounts if the agency prefers an account other than the one selected by the State Treasury. The  originating agency shall take whatever actions are deemed appropriate to collect these unhonored checks.

A new check shall be submitted by the vendor to the responsible agency and processed on a Cash Receipt document as new revenue.

25.2   Journal Voucher Correction (JVC)

The Journal Voucher Correction (JVC) document is used to correct previously posted expenditure or revenue transactions.  The Journal Voucher Correction (JVC) is a generalized document that records accounting corrections that cannot or should not be made on other financial system documents.
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The following information should be checked during a pre-audit of the document.

	New/Modification
	· Default – New
· Modification - reuse a JV number in the same accounting period 

	Debit Total
	Total amount of the debit lines on this document

	Credit Total
	Total amount of the credit lines on this document

	Account Type
	Valid values are:

· Expense/Expenditure

· Revenue

	Memo Ref Doc/ Line
	Transaction code, agency, and number of the related document 

	Fund
	FUN2 contains valid fund codes

	Agency
	Agency used 

	Organization/Sub
	Organization used

	Appropriation Unit
	Program Budget Unit code associated with this JVC

	Object/Rev/Sub
	· If Account Type is “Expense/Expenditure”, a valid Object code must be entered from the Object (OBJ2) table

· If Account Type is “Revenue”, a valid Revenue Source code must be entered from the Revenue Source (RSR2) table

	Debit
	Amount for this JVC line is to be debited 

	Job Number
	Required code from JOBT on Federal (1200) and Capital Project (0200) funds

	Credit
	Amount for this JVC line is to be credited


25.3   Journal Voucher Transfer (JVT)

The Journal Voucher Transfer (JVT) document is used to process all operating cash transfers, both on budget and off budget.  When necessary, the JVT document is also used to make corrections to previous cash transfers made on a JVT document. It is not to be used to correct billings, or to make other corrections.

The following information should be checked during a pre-audit of the document.

	New/Modification
	· Default - New

· Modification - to reuse a JV number in the same accounting period

	Debit Total
	Total amount of the debit lines on this document

	Credit Total
	Total amount of the credit lines on this document

	Account Type
	Valid values are:

· On-Budget Transfer Out [22]

· Off-Budget Transfer Out [24]

· Transfer-In [31]

Note: To determine whether to use “On-Budget Transfer Out” or “Off-Budget Transfer Out”, consider the following:

· On-Budget Transfer Out is used to move appropriations and allotments in budgeted funds or to move cash in any account with the appropriation and allotment units XX-XXX, regardless of fund.

· Off-Budget Transfer Out is used for cash transfers in appropriated accounts only.  Appropriations and allotments are not affected.



	Fund
	Default - inferred from Organization (ORG2) based on the agency and organization entered on this document

	Agency
	· Agency used on this JVT

· See Agency Index (AGCY) for valid values

	Organization/Sub
	· Organization used on this JVT

· See Organization (ORG2) for valid values

	Appropriation Unit
	· Program Budget Unit element for the items listed on this JVT

· See Program Reference Table (PRFT) for valid values

	Object/Rev/Sub
	· The object and sub-object or the revenue source and sub-revenue source associated with the journal voucher

· See Object Index (OBJT) and (SOBJ) or Revenue Source Index (RSRC) and (SREV) for valid values

Note:  Transfer Out object codes should be in the format “Txyy” -- “T” indicates a Transfer Out, “x” is the budgetary object type (for General Fund Transfers Out, this will be 1,3,4, or 6; for other Funds, this will be “1”); “yy” will be the fund number to which the funds are being transferred.  

Transfer In Revenue Source Codes should be in the format “N1yy” -- “N” indicates a Transfer In; “1” is a required placeholder, and “yy” represents the fund number from which the transfer is coming.   

	Activity
	· Activity used on this journal voucher

· See Activity Index (ACTV) for valid values

	Function
	· Function used on this JVT

· See Function (FUNC) for valid values

	Debit
	· Required if the amount for this JVT line is to be debited

· If debit amount is entered, the credit field for this line must be blank

	Job Number
	· Job number associated with this JVT 

· See Job Index (JOBT) for valid values

	Rept Cat
	· Reporting category associated with this JVT 

· See Reporting Category (RPTG) for valid values


25.4   Journal Voucher Master (JVM)

The Journal Voucher Master (JVM) document is used for all other types of Journal Voucher transactions that are not performed on a Journal Voucher Correction (JVC) or Journal Voucher Transfer (JVT).  Processing of JVM requires the approval of the FAC’s Division of Statewide Accounting Services.

The JVM document is used to record transactions including:

· Asset account (Account Type 01) corrections, establishment, and amendments

· Liability account (Account Type 02) corrections, establishment, and amendments

· Fund Balance (Account Type 03) corrections, establishment, and amendments

· Expense/Expenditure or Revenue Corrections that cross multiple budget fiscal years

Generally this document should not be used to record corrections to other documents.  Corrections to a JVM may be made by modifying the original document or by processing a JVC. 
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The following information should be checked during a pre-audit of the document.

	Accounting Period
	· Default - inferred from Date of Record 

· Cannot be a future period

	New/Modification
	· Default - New 
· Modification - reuse a JV number in the same accounting period

	Debit Total
	Total amount of the debit lines on this document

	Credit Total
	Total amount of the credit lines on this document

	Account Type
	Valid values are:

Asset [01]

Liability [02]

Fund Balance [03]

Asset Offset to Expenses [11]

Encumbrance [21] 

Expense/Expenditure [22]

Expenditure [23]

Expense [24]

Revenue [31]

	Agency
	· Required if Appr Unit is entered

· Agency, from AGCY, used on this journal voucher

	Organization/Sub
	Organization used on this JVM, from ORG2

	Appropriation Unit
	· Program Budget Unit element for the items listed on this voucher

· See Program Reference Table (PRFT) for valid values

	Object/Rev/Sub
	· Object and sub-object associated with this journal voucher or the revenue source and sub-revenue source associated with the JV

· See Object Index (OBJT) and Sub-Object (SOBJ) or Revenue Source Index (RSRC) and Sub-Revenue Source (SREV) for valid values

	Memo Ref Doc/ Line
	Transaction code, agency, and number of the document related to this JVM

	BS Account
	· Balance sheet account associated with this journal voucher

· See Balance Sheet Account Index (BACC) for valid values

	Job Number
	Required for Federal (1200) and Capital Projects (0200) Fund transactions

	Cash Indicator
	· Required if JV Cash Indicator Required is Yes [Y] on System Control Options (SOP2)

· Default - blank

	Debit
	· Required if the amount for this journal voucher line is to be debited

· If debit amount is entered, the credit field must be blank

	Vend/Cust
	· Default  - None (blank)
· Required if Vendor Name is Required [Y] on System Control Options (SOP2)

· Valid values are:

Vendor

Customer

Quantity 

None 

	Code
	· Vendor or provider associated with this JVM

· See Vendor Index (VEND) or Provider (PROV) for valid values

	Credit
	· Required if the amount for this JVM line is to be credited

· If credit amount is entered, the debit field must be blank


 25.5   Journal Voucher Correction – BFY (JVB) 

In the JVB, the Budget FY field is at line level rather than in the header of the document.  This allows agencies to make corrections to Expenditures or Revenues across budget fiscal years.  This feature is particularly important when working with capital projects.  The JVB is similar to the JVC with the exception of the addition of the Budget Fiscal Year on the Accounting line. 

When an edit is performed, the JVB will automatically choose the Budget Fiscal Year for each line (if the Budget FY field is left blank), based on:

· Current accounting period and

· Fund/Agency/PBU combination coded on the document, even if the document is a capital project from a previous Budget Fiscal Year

The following information should be checked during a pre-audit of the document.

	New/Modification
	· Default – New
· Modification - reuse a JV number in the same accounting period 

	Debit Total
	Total amount of the debit lines on this document

	Credit Total
	Total amount of the credit lines on this document

	Account Type
	Valid values are:

· Expense/Expenditure

· Revenue

	Ref Doc/ Line
	Transaction code, agency, and number of the related document 

	Fund
	FUN2 contains valid fund codes

	Agency
	Agency used on this JVB

	Organization/Sub
	Organization used on this JVB

	Appropriation Unit
	Program Budget Unit code associated with this JVB

	Object/Rev/Sub
	· If Account Type is “Expense/Expenditure”, a valid Object code must be entered from the Object (OBJ2) table

· If Account Type is “Revenue”, a valid Revenue Source code must be entered from the Revenue Source (RSR2) table

	Activity
	· Activity associated with this journal voucher

· See ACTV for valid values

	Fund
	FUN2 contains valid codes

	Debit
	Amount for this JVB line is to be debited (blank if $0)

	Job Number
	Required on Federal (1200) and Capital Project  (0200) funds

	Vendor/Cust
	Vendor, Customer or None

	Vendor Code
	Vendor associated with this JVB

	Vendor Name
	Vendor associated with this JVB

	Description
	Optional

	Credit
	Amount for this JVB line is to be credited  (blank if $0)


 25.6   Journal Voucher Master Line Offset (JVL)

The JVL document is derived from the current Journal Voucher Master (JVM), with two differences:

· The JVL automatically creates a cash offset transaction for each line coded, similar to the current JVC and JVT (Journal Voucher Transfer) documents.  

· When an edit is performed, the JVL will automatically choose the Budget Fiscal Year for each line (if the Budget FY field is left blank).  

Processing of the JVL requires approval by the FAC’s Division of Statewide Accounting Services.   Check the following information and any additional information entered to ensure that the fields are correct:

	New/Modification
	· Default – New
· Modification - reuse a JV number in the same accounting period 

	Debit Total
	Total amount of the debit lines on this document

	Credit Total
	Total amount of the credit lines on this document

	Account Type
	· Asset

· Liability

· Fund Balance

· Asset Offset to Expense

· Encumbrance

· Expense/Expenditure

· Expenditure

· Expense

· Revenue

· Revenue Transfer

	Ref Doc/ Line
	Transaction code, agency, and number of the related document 

	Fund
	FUN2 contains valid fund codes

	Agency
	Agency used on this JVL

	Organization/Sub
	Organization used on this JVL

	Appropriation Unit
	Program Budget Unit code associated with this JVL

	Object/Rev/Sub
	· If Account Type is “Expense/Expenditure”, a valid Object code must be entered from the Object (OBJ2) table

· If Account Type is “Revenue”, a valid Revenue Source code must be entered from the Revenue Source (RSR2) table

	Debit
	Amount for this JVL line is to be debited (blank if $0)

	Job Number
	Required on Federal (1200) and Capital Project  (0200) funds

	Vend/Cust
	· Default  - None (blank)
· Valid values are:

Vendor

Customer

Quantity 

None

	Credit
	Amount for this JVL line is to be credited  (blank if $0)


END OF CHAPTER 25

 26.
 PROJECTS AND GRANTS

 (Version 1
1/15/02)

26.1      General

The pre-audit function for projects and grants involves three critical MARS documents – PJ, CU, and PZ.

26.2   Project/Grant Master (PJ)

The Project/Grant Master (PJ) document establishes and maintains descriptive and budgetary information about projects.

A PJ document can have up to 99 lines for subprojects and phases per Project/Grant.  Different subproject/phase combinations may be created to track charges in different reportable categories.  In terms of the fund split logic, a subproject/phase combination generally represents areas with different fund splitting ratios.  However, this same user can only select from the pre-defined phases as to what phase goes with his Project/Subproject/Phase combination.
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Check the HEADER to ensure the information in the new PJ document or modification  is correct:

	Date of Record
	Date (mmddyy) associated with this document

	Document Number
	Nine-digit number beginning with PJ, then the four-digit PBU number followed by the agency unique coding assignment.

	Agency
	· Agency setting up this project

· See Agency Index (AGCY) for valid values

	Project
	· For a new project, it must be a unique number

· When modifying an existing project, project must match a value on AGPR

	Organization
	Organization code for this project (Optional)

	New/Modification
	· New - entering a new project

· Modification - modifying an existing project

	Description
	Description of the project (Optional)

	Start Date
	Beginning date (mmddyy) of the project

	End Date
	Estimated last day (mmddyy) of project activity



	6 Year Item Number
	The six year item number for reporting purposes.

	
	Selection
	Pre-Audit Consideration

	Project/Grant

Dropdown

Selections
	Capital Projects, general

Capital Projects, Deferred Maintenance Pool

Capital Projects, Emergency

Capital Projects, Force Account

Capital Projects, Line Item

Capital Projects, Non-line Item

Capital Projects, w/ Contingency

Grant

Highway Project

Other Project


	The item should be a capital expenditure project for which accounting will be carried out in the Capital Projects Fund (0200).

This selection should be chosen only if the item meets the general criteria for a capital project and some or all of its funding is from the Deferred Maintenance Pool

This selection should be chosen only if the item meets the general criteria for a capital project and some or all of its funding is from the Emergency Repair, Maintenance, and Replacement Account.

This selection should be chosen only if the item meets the general criteria for a capital project and, pursuant to KRS 45.491, your agency’s own labor is being used to build the project.   

The project should be clearly and uniquely identifiable in the Budget of the Commonwealth, Capital Construction Fund section or, if not uniquely identifiable in the Budget of the Commonwealth, it has a budget of $400,000 or more if a building project, or $100,000 or more if it is a single item of equipment.

This selection should be chosen for any item that meets the general criteria for a capital project, does not meet the criteria to be designed as a “line item” (above), and has a budget of less than $400,000 if it is a building project, or less than $100,000 if it is a single item of equipment.

This selection should be used it the item meets the criteria for a capital project and some or all of its funding is from the Capital Projects Fund’s Contingency Account.

The item should be supported by a contractual agreement (i.e., grant award) between a grantor and a grantee.

Choose this selection if the Transportation Cabinet is the Responsible Agency and the item is a highway construction or maintenance.

The item should meet the definition of a project (An undertaking requiring concerted effort: ex.  a community cleanup project; a government-funded irrigation project.)


	Status
	See Project Status (PRST) for valid values

	CMIA-Eligible


	If this item represents federal financial assistance (i.e., grant, cooperative agreement, or FHWA road project) that is subject to the terms of Kentucky’s CMIA agreement with the United States Treasury, make sure that “Yes” is selected.  The CFDA number, if applicable, determines whether this selection applies.  Check this number against the list of applicable CFDA numbers provided by the FAC’s Division of Statewide Accounting Services.



	Project FY
	The last two digits of the fiscal year the capital project was established. 

	Project FY Start Period
	Make sure the value “07” is entered here.  The system will produce unexpected results if any other value is entered.

 

	Termini Required

Yes/No/No Change
	· No

· The Transportation Cabinet will select “Yes” if Termini must be coded on all accounting documents processed against this project.



	Manager
	· Name of the individual managing the project

· For projects administered by the FAC’s Division of Engineering, contact the Division for the name of the project manager.



	Entity-wide Project Number
	Assignment of the correct Entity-wide Project number is essential to efficient reporting to grantors.  If your agency is a sub-grantee, make sure that the value entered in this field was provided by the Responsible Agency.  If your agency is the Responsible Agency, make sure the value entered in this field ties together multiple projects in the intended manner.



	Resp Agency
	· Agency responsible for monitoring the project and for requesting federal reimbursements

· Can differ from Agency above

· See AGCY for valid value

Make sure the correct value is entered here.  If this item represents a sub-grant award from another state agency, make sure that agency’s code is entered here. 




Check the FUND VIEW to ensure the information in the document is correct:

	Bond Funds 

Federal Funds

Entity Funds (State)

Other Funds 


	Evidence should exist to establish the credibility of the amounts entered in this section.

If the item being established or modified is a grant from a Federal agency, the sum of the amounts entered in Bond Funds, Entity Funds, and Other Funds should reflect the Commonwealth’s cost-sharing commitment at a minimum.  For example, the item being recorded represents a $9 million dollar grant from a Federal agency that requires the Commonwealth to finance twenty-five percent of the activity’s total cost.  The sum of the values in Bond Funds, Entity Funds, and Other Funds should be at least $3 million.   ($9 million / 0.75 = $12 million.  $12 million - $9 million = $3 million Commonwealth commitment.)

If used, evidence should exist that this project was authorized to be funded from the proceeds of a bond issue.

Only commitments of funds by agencies of the federal government that meet the test of being a “grant” or a “cooperative agreement” should be recorded here.  Evidence of this commitment should exist in some form.

This field should be used to record all state funds that will fund the project except bond funds (e.g., General Fund - 0100, Agency Revenue Fund – 1300, Other Special Revenue Fund – 1400, etc.).

This field is only used to record commitments to the project by external, non-federal entities (e.g., local governments, other states, etc.).  Evidence should exist that substantiates the existence of the agreement and the amount of the commitment

	Total Project Budget 
	Sum of all budgeted amounts

	Bond Funds, Federal Funds, Entity Funds, Other Funds, Total Project Budget
	· Default - Blank

· Increase [Inc] to increase a fund amount or Decrease [Dec] to decrease a fund amount

	Revenue Budget Editing 

Yes/No/No Charge


	· Default – No Change on a new entry only

· Yes – Revenue budgets are used and edits are performed to ensure that funding source and revenue source amounts are synchronized.
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Check the GENERAL VIEW to ensure the information in the document is correct:

	Sub-Project
	Sub-project(s) that identifies the division of the project

	Phase
	· Each sub-project must have at least one phase

· See Project Phase (PRPH) for valid values

	Status
	· New transaction – Open or Closed
· Modification – No Change (blank), Open, or Closed



	Participating
	Participating must be chosen if any of the following are true:

· The project/grant being set up or modified is a federal grant and it is subject to the Commonwealth’s Treasury-State CMIA agreement and the agreement specifies that it will use the “Composite Clearance” funding technique.

· The project/grant being set up or modified is a federal grant and it is subject to the Commonwealth’s Treasury-State CMIA agreement and the agreement specifies that it will use the Zero-Balance funding technique and you are the Responsible Agency and you are not prepared to manually distribute the federal and state shares of costs to the appropriate funds.

· The project/grant being set up or modified is a federal grant and it is subject to the Commonwealth’s Treasury-State CMIA agreement and it will use the Zero-Balance funding technique and you are a sub-grantee (i.e., not the Responsible Agency) and you are not prepared to manually distribute the federal and state shares of costs to the appropriate funds or you and the Responsible Agency have not mutually agreed that it is appropriate to set up the project/grant as “Non-participating.”

· The project/grant being set up or modified is a federal grant and it is not subject to the Commonwealth’s Treasury-State CMIA agreement and you are the Responsible Agency and you are not prepared to manually distribute the federal and state shares of costs to the appropriate funds.

· The project/grant being set up is a federal grant and it is not subject to the Commonwealth’s Treasury-State CMIA agreement and you are a sub-grantee (i.e., not the Responsible Agency) and you are not prepared to manually distribute the federal and state shares of costs to the appropriate funds or you and the Responsible Agency have not mutually agreed that it is appropriate to set up the project/grant as “Non-participating.”

· The project/grant being set up or modified involves an external, non-federal entity (i.e., part of the budget on the Fund View is “Other Funds”) and you want to regularly bill this entity for its share of the costs.

· The project/grant being set up or modified consists totally of Entity Funds (and, possibly, Bond Funds) and you want the system to automatically distribute costs among two or more state funds.

Notes:

The term “grant” means any agreement under which one party provides resources to another party and the provider requires the recipient to use the resources for a specified purpose.

The Treasury-State CMIA agreement is a contract between the Commonwealth of Kentucky and the United States Treasury.  This contract specifies the terms under which the Commonwealth will comply with the Cash Management Improvement Act of 1990.  Contact your accountant in the Division of Statewide Accounting Services to obtain a copy of the agreement currently in force.

Non-participating is selected when the project/grant being set up or modified involves an external, non-federal entity (e.g., local government or not-for-profit sub-grantee) and you want to record that entity’s costs and/or financing contribution to the project/grant. 

Non-participating is selected in any other scenario not addressed under the “Participating” selection.



	Funds Edit
	· Indicates whether project budgetary controls are applied when accounting transactions are made against the project

· Valid values: Default (blank), Yes, or No

	Budget Amount
	Amount allocated for this portion of the project



	Def/Inc/Dec
	Required on Modification transactions -- Increase [Inc] notes an increase in the budget amount and Decrease [Dec] notes a decrease

	Authorized Date
	Date the expenditures start incurring against the sub-project/phase combination (Optional).

	CE Phase Percent
	Percentage of construction engineering costs eligible for reimbursement (Optional). 

Leave blank if this is not a construction engineering phase or if the Project Billing System is not installed.

	Job Number
	If expenditures against this project/sub-project/phase will be recorded in the 0200 fund (Capital Projects), 1200 fund (Federal), or 6200 fund (Unemployment Benefits), leave this field blank.  Otherwise if you want a job number inferred when this project/sub-project/phase is present on accounting transactions, make sure that the valid job number is entered here.



	Agreement Date


	· Earliest date reimbursements for expenditures can be made

· Required if using Project Billing Subsystem

	Description
	Description of the subproject phase (Optional).

	Fed Prefix/Route/Section
	·  Applicable Federal prefix, route and section if a FWHA-funded project (Optional).

· For other projects, this field may be used at the agency’s desecration. 
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Check the FEDERAL VIEW to ensure the information in the document is correct:

	Federal Catalog Number

Drawdown Group
	If the project/grant being entered or modified represents a grant from an agency of the Federal Government, ensure that the contents of this field are correct.  The Federal Catalog Number may be found in the grant award document or otherwise associated with the federal source of funds.  If necessary, check with the funding provider.  Federal Catalog Number is also know as Catalog of Federal Domestic Assistance Number or CFDA Number.

Drawdown Group is used to group projects for

which draw amounts can be combined and requested from the same Federal provider of funds and deposited as a single bank deposit.  Ensure that the code in this field is appropriate.  If you are a sub-grantee, the Responsible Agency should have provided you with the code to use.  If you are the Responsible Agency, make sure that funds for this and all the other project/grants that use the same code can be deposited as a single bank deposit.



	Federal Number
	The federal code that connects the grant to a federal appropriation.

	Common Accounting Number
	If applicable (Optional)

	Federal Identification Number
	The federal number identifying the grant (Optional).

	Major Federal Aid Number
	Used if you wish to connect this grant to other grants for reference purposes (Optional).

	Revenue Source
	If the project/grant being entered or modified represents a federal grant and if any of the sub-project, phase combinations are “Participating,” make sure the value in this field accurately describes the source of federal revenues that will be recorded to the grant.

If part of the project/grant’s budget on the Fund View is “Other Funds,” and the provider of those funds is to be automatically billed (i.e., a “Participating” sub-project, phase combination applies to those funds), make sure that the value in this field accurately describes the revenue that will be collected from that provider.

Note that if both of the conditions above apply, the former guideline takes precedence.


26.3   Customer (CU)

A Customer (CU) document must be processed to make an entry in the Customer table (CUST).  A CU is required before a Project/Grant Participation (PZ) document can be processed.  For  more general discussion of the CU document, see Chapter 23 – Revenue and Receivables. 
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Check the HEADER to ensure the information in the document is correct:

	Customer
	Customer/client

The last two characters will be used as the address indicator used to identify multiple locations for the customer

	New/Infer/ Modification
	New –new entry

Modification – modification of a previously entered CU

	Corporation Name
	Required if Individual Name is blank

Completed when the customer is a company or government

	Individual Name (Last, First, MI)
	Required if Corporation Name is blank

Name of the customer if the customer is an individual


Check the GENERAL INFORMATION VIEW to ensure the information in the document is correct:

	Miscellaneous Customer
	Make sure this check box is selected for customers being set up for the purposes of Project Billing.


Check the CUSTOMER DETAIL VIEW to ensure the information in the document is correct:

	Project Funding Source
	Make sure the “Yes” button is selected for customers being set up for the purpose of Project Billing.



	Project Funding Source Type
	“Federal” for providers of federal funds (i.e., federal grant funds)

“Other” for external, non-federal funds providers (e.g., a local government, another state government, etc.)

“State” for sources of “state matching funds” when those sources are not bond funds.

“Bond” for state matching funds that will be provided from the proceeds  of bond issues.


26.4   Project/Grant Participation (PZ) 

The Project/Grant Participation (PZ) document is used to establish the financial participants in a project, sub-project, or phase.  This document specifies the participating programs or providers and their agreement amounts.  It allows users to add or remove programs/providers or modify their agreement amounts at any time.  

All expenditures must be recorded 100% against the Federal fund for federally funded projects participating in the automated billing process, with the exception of capital projects that are recorded against the capital projects fund.  The sum of the agreement amounts across all the program/providers must equal the budget established for the project/subproject/phase on the PJ document.  

This document also defines the invoicing cycle, or CMIA-compliant funding technique, for each program/provider.  This information is used to bill and obtain reimbursement from the funding sources.

A separate PZ is processed for each project/subproject/phase combination.  PZ document details can be retrieved from the MRDB table: MREP_VW_FCT1_PROJECT_BILLING
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The pre-audit of a PZ should ensure that the following information is accurate:

	Date of Record
	Date (mmddyy) associate with this document

	State Fiscal Year
	Last two digits of the applicable state fiscal year.  The state fiscal year is used in conjunction with Funding Type, Funding Source, and Program (i.e., Program/provider) to find the proper State Obligation Ledger (SOBL) record(s) against which to record the Agreement Amount(s) for the state and/or bond fund providers (i.e., Program/Provider recorded on the PZ document. 

	Federal Fiscal Year
	· Required if one or more funding lines have a Federal funding type

· Last two digits of the applicable federal fiscal year  (See FOBL)

The federal fiscal year is used in conjunction with the Funding Source and Federal Program (i.e., Program/Provider) to find the proper Federal Obligation Ledger (FOBL) record(s) against which to record the Agreement Amount(s) for the federal funding providers (i.e., Program/Provider) recorded for the PZ document.

	Agency
	See Agency Project (AGPR) for valid values

	Project
	Enter project number 

	Sub Project
	Enter sub project number

	Phase
	See Project Budget Line (PRBL) for valid phase code

	Sponsor
	If this is a Transportation Cabinet project/sub-project/phase or if it is a sub-grant for which the Transportation Cabinet is the Responsible Agency, enter “TC” in this field.  Otherwise, enter the value “SP”.

	Document Total
	Unsigned net amount of all the line items on this transaction

	Total Eligible
	Net amount of all the line items on this document that are eligible for billing

	Orig/Adj
	· Original [Org] - document is first entered

· Adjustment [Adj] - Modification 

Select “Orig” when the line on your PZ document will add a new record to the Project Funding Source Inquiry (PFST).  ADVANTAGE will return an error message if you select “Orig” and a matching record already exists on the PFST.

Select “Adj” when the line on your PZ document will update an existing PFST record.  ADVANTAGE will return an error message if you select “Adj” when no matching record exists on PFST.

For the PFST table, unique records are defined by the values in the following fields:

· Agency

· Project

· Sub-Project

· Phase

· Funding Type

· Program/Provider



	Funding Type
	Funding type to which the program/provider belongs

Valid values are:

· Federal 
· State – any form of state money

· Bond – project funded by bonds

· Other – external third parties

· No Change (blank) – Modification of another field on the PZ

	Program/Provider
	Code identifying the federal, state, bond or other funding entity which contributes to the project, sub-project, and phase



	Agreement Amount
	When summed across priorities for each of the fund types selected (e.g., Federal, State, etc.), evidence should exist to establish that there is a basis in fact for the amount entered in this field.



	Agreement Date
	This is the earliest date the funding provider will reimburse expenditures.  If expenditures can be reimbursed immediately, this field may be left blank.



	Billing Cycle
	If the relevant AGPR record indicates that the project/grant is CMIA-eligible and the Fund Type on this line is “Federal,” it is critical that the appropriate selection be made here – either “Composite Clearance” or “Zero Balance.”

In all other cases where the Fund Type is “Federal,” it is recommended, though not mandatory, that the Billing Cycle be “Composite Clearance.”

“Weekly” should be chosen when the Fund Type is “State” or “Bond.”

The other choices may be appropriate to circumstances other than those described here.

Values listed are:

· Weekly 
· Bimonthly 
· Monthly 
· Quarterly 
· Semiannually 
· Annually 
· Current 
· Exclude 
· No Change (blank)
· Composite Clearance

· Zero Balance


END OF CHAPTER 26

27.
 CAPITAL CONSTRUCTION

 (Version 1
1/15/02)

27.1      MARS Form SAS 5

The SAS-5 form is used as a capital construction authorization to record the financial activity of projects.  The form is completed by the agency and submitted to both the Finance and Administration Cabinet’s Division of Engineering or GOPM.  GOPM approves ADVANTAGE documents.

A pre-audit of SAS-5 should ensure that the following information is correct:

	Account Number
	Unique number that was established on SAS 14

	Budget Fiscal Year
	2 digit year when the project was authorized

	Fund
	Default – 0200 (capital construction)

	Agency
	3 character agency code where the project is established

	Org
	4 character organization code

	AP
	2 character appropriation code

	AL
	3 character allotment code

	PBU
	4 character PBU

	Project
	5 character project number 

· Facilities Management provides project numbers for all Facilities administered projects

	Sub
	Default - 00

	Ph
	Default - Z

	County
	· County that pertains to the project

· If multiple counties - 121 for statewide

	Agency
	Agency where the project is located

	Project Description
	30 characters based on SAS 14

	Project Location
	Where the project is located

	Current Project Estimate
	Estimated cost of the project

	ALLOTMENT (AL)
	

	Amount to Date
	Current allotment balance of this project

	Object Class 
	Drop down item selected should conform with the project

	Amount
	Increase/decrease requested in allotments

	RECEIPTS/TRANSFERS (JVT)
	

	Amount to Date
	Life to date actual receipt balance

	Obj/Rev Code
	Drop down item selected should conform with the project

	Amount
	Increase/Decrease requested in receipts

	APPROPRIATION (AP)
	

	Amount to Date
	Life to date appropriation balance

	Budget Object
	Drop down item selected should conform with the project

	Amount
	Increase/Decrease requested in appropriations

	CASH TRANSFER (JVT)
	

	BFY
	2 digit budget fiscal year associated with the source/destination cash account

	Fund
	4 digit fund associated with source/destination cash account

	Agcy
	3 character agency code associated with source/destination cash account

	Org/Sub
	4 character organization associated the source/destination cash account

	AP
	2 character appropriate code associated the source/destination cash account

	AL
	3 character allotment code associated the source/destination cash account

	PBU
	4 character program budget unit code associated the source/destination cash account

	Actv
	4 character activity code associated the source/destination cash account

	Fun
	4 character function code associated the source/destination cash account

	Obj/Rev/Sub
	4 character object/revenue code, from the drop down box, associated the source/destination cash account

	Job/Proj
	8 character project/sub-project/phase code associated the source/destination cash account

	Rptg
	4 character reporting code associated the source/destination cash account

	Termini
	7 character code associated the source/destination cash account

	Description
	30 character title, as reflected on PRFT, associated the source/destination cash account

	Amount
	Amount of increase or decrease associated the source/destination cash account

	BUDGETED FUNDING (RB)
	

	Revenue Source Code
	4 character revenue source code funding the project, from the drop down box

	Current Amount
	Current budgeted funding balance for this revenue source code

	Increase/Decrease
	Amount this revenue source code’s budgeted funding is to be changed


SAS 5  Page 2

	Date of Record
	Date (mmddyy) associated with this document

	File Number
	Facilities Management assigned file number from page one

	Agency
	Agency setting up this project from page one

	Project
	Project number from page one

	Org
	Organization code from page one

	Description
	30 character description from SAS 14

	Start Date
	Today’s date

	End Date
	Estimated last day (mmddyy) of project activity – Automatically calculated to be 10 years from start date

	Project/Grant
	Valid values:

· Capital Proj-Def Maint Pool

· Capital Proj-Emergency

· Capital Proj-Force Acct

· Capital Proj –Line Item

· Capital Proj-Non-line Item

· Capital w/ Contingency

· Grant

· Highway Project

· Other Project

· No Change (for Modification only)

	Status
	A - Active for new project

C - Complete for closed project

	CMIA-Eligible
	Select this checkbox if the project applies to the CMIA agreement

	BFY
	BFY from page one

	Termini Required
	Yes – KYTC project

No – all other projects

	Manager
	Name of the project manager administering the project

	Entity Wide Project No
	Entered by Facilities Management if required

	Resp Agency
	· Agency responsible for monitoring the project and for requesting federal reimbursements

· 785 for Facilities administered projects

· If funded by Federal grant, Division of Engineering will coordinate a responsible agency

	Bond Funds, Federal Funds, Entity Funds (State), Other Funds (External 3rd party)
	Funds committed to the project from one or more of the four types of revenue associated with the project

	Budget Amount 
	Sum of all budgeted amounts

	Description
	Narrative information for policy makers to make informed decisions


27.2   ADVANTAGE Appropriation (AP)

The Appropriation (AP) document records appropriations.  Each document can record multiple appropriations per fund. This document also modifies existing appropriations.  

A pre-audit should ensure that the following information is correct:

	Agency Number
	three-digit agency code

	Document Number
	Nine-digit number beginning with AP, then using the four digit PBU, and followed by the agency unique coding assignment

	Budget FY
	Last two digits of the fiscal year in which the capital project was established

	Fund
	0200

	Agency
	Three-digit agency code for the appropriation

	Net Appropriation Amount
	Total of each of the amount columns, if adding or modifying appropriation lines

	Action
	Valid values are:

· Default - Add

· Add - Adds a new appropriation to your system, or re-activates an inactive unit of appropriation

· Modify - Modifies the appropriation period or amounts

· Deactivate - Deactivates/Closes a unit of appropriation

	Appropriation Unit
	Two digit appropriation program code

	Appropriation Type
	· Continuing - setting up the appropriation the first time

· No Change – modifying an appropriation

	End Date
	· Ten years from the date you set the appropriation up

· When modifying an appropriation, this will be No Change 

	Appropriation Amount
	· Total amount, when adding an appropriation

· Revised amount, when changing an appropriation

	Def/Inc/Dec
	· Default - blank

· If Appropriation Amount is modified - Increase or Decrease

	Appropriation Object
	Appropriation object code found on Budget Object (BOBJ)

	Reversion/Beginning Cash Balance
	· Default is Neither (blank)

· Reversion

· Beginning Cash Balance

	Appropriation Name
	Description as it will appear on reports (optional)

	Short Name
	Name that you want to appear on the reports when not enough space is available for the full name (optional)

	Allotment Control 
	· Object Class - setting up the project

· No Change - modifying a project

	Budget Authority 
	Valid values are:

· Default – Appropriation Only

· Appropriation Only - spending limit is the current modified appropriation amount, as it exists on EAP2

· No Change – modifying a project

	Presence Control
	No - setting up the project

No Change – modifying the project


27.3   ADVANTAGE Allotment (AL)

The Allotment (AL) document records allotments for an appropriation. One allotment per document is allowed. This document also modifies existing allotments.

A pre-audit should ensure that the following information is correct:

	Agency Number
	Three-digit agency code

	Budget FY
	Last two digits of the fiscal year that the capital project was established

	Action 
	Valid values are:

· Default - Add

· Add - indicates a new allotment period or reactivates an allotment

· Modify - modifies appropriation period or amounts

	Allotment Object
	· Active project – BCAP

· Close project – B666

	Allotment Year
	Current fiscal year

	Fund
	0200

	Agency
	Three-digit agency code for the allotment

	Appropriation Unit
	Two-digit Appropriation Program and three-digit Allotment Program 

	Total Allotment Amount
	Total of the amount column

	Allotment Name
	Description of the allotment, as you want it to appear on reports (optional)

	Short Name
	Name that you want to appear on the reports when not enough space is available for the full name (optional)

	Object Class
	Allotment object class code, from Object Class (OCLS)

	Allotment Period
	01

	Allotment Amount
	Adding a new allotment - full amount of the allotment

Modifying a previously entered allotment - amount of increase or decrease

	Def/Inc/Dec
	· Default – Default

· If adding or changing allotment lines, select Increase or Decrease

	Presence Control
	· Yes

· No  - for Fund Allotment Control

· No Change


27.4   ADVANTAGE Revenue Budget  (RB)
The Revenue Budget (RB) establishes and maintains line item revenue budgets.


A pre-audit should ensure that the following information is correct:

	Agency Number
	Three-digit agency code

	Document Number
	Nine-digit number beginning with RB, then the four digit PBU and followed by the agency unique coding assignment

	Budget FY
	Last two digits of the fiscal year that the capital project was established

	Fund
	0200

	Agency
	· Three-digit agency code for the revenue budget

· See Agency Index (AGCY) and Fund Agency Index (FAGY) 

	Total Revised Revenue Amount 
	Total of the revised budget amount for those revenue sources that are to be added or modified

	Action
	Valid values: 

· Add - Add a new line or reactivate an inactive line

· Modify - Change the description, the two amount columns, or the unit of appropriation in active lines

· Deactivate - Deactivate a revenue budget line or close a capital project revenue budget

	Appropriation Unit
	· PBU for the capital project

· See Program Reference Table (PRFT) for valid values

	Rev Source
	· Revenue source represented by this line

· Refer to Revenue Source Index (RSRC) for valid values

· Each capital project revenue begins with BF

	Revised Amount
	Amount, when adding a new line or changing amounts on a line

	Inc/Dec Amount
	Unsigned difference between the revised budget amount and the existing amount

	Description
	Optional description


27.5   ADVANTAGE Journal Voucher Transfer (JVT)

The Journal Voucher  (JVT) document is a limited use Journal Voucher.  This special Journal Voucher type will allow agencies to make on-budget/off-budget cash transfers.  The JVT will require approval by Central Finance and/or GOPM.

A pre-audit should ensure that the following information is correct:

	Agency
	Three-digit agency number 

	Document Number
	Nine-digit number beginning with JVT, then the four-digit PBU and followed by the agency unique coding assignment

	New/Modification
	Always use New for capital projects

	Comments
	Optional descriptive note

	Debit Total
	Total amount of the debit lines on this document

	Credit Total
	Total amount of the credit lines on this document

	Budget FY
	Last two digits of the fiscal year that the capital project was established

	Account Type 
	Valid values:

· On-Budget Transfer Out 

· Off-Budget Transfer Out 

· Transfer-In

	Fund
	Fund code valid on FUN2

	Agency
	Agency used on this journal voucher

	Organization/Sub
	Organization and sub-organization (optional) used on this JVT

	Appropriation Unit
	PBU for this line

	Object/ Revenue/Sub 
	Object and sub-object associated with this journal voucher OR the revenue source and sub-revenue source associated with the journal voucher

	Activity
	Activity code used on this JVT line

	Function
	Function code used on this JVT line

	Debit
	Amount to be debited on this line

	Job Number
	Proj/Sub-Proj/Phase or job number associated with this JVT

	Report Category
	Reporting category associated with this JVT

	Termini
	· Required if Termini Validation Indicator is selected on Agency Project (AGPR) for this project

· Mile point, range of mile points, or bridge identifier at which work is performed for a given Highway Route

	Vendor/Customer
	Valid values are:

· Default – none (blank)

· Vendor 

· Customer

	Code
	Vendor or customer associated with this journal voucher

	Name
	Name of the vendor or provider

	Description
	Optional description for this journal voucher line.

	Credit
	Amount to be credited on this line


27.6   ADVANTAGE Project Management Master (PJ)

The Project Management Master (PJ) document establishes and maintains descriptive and budgetary information about projects.  The PJ document will need to be completed to establish Capital Construction Projects.  A PJ Modification will need to be completed when there is a project change. 

A pre-audit should ensure that the following information is correct:

	Agency Number
	Three-digit agency code

	Document Number
	Nine-digit number beginning with PJ, then the four digit PBU and followed by the agency unique coding assignment

	Agency
	Three-digit agency code for the project

	Project
	· Number to uniquely identify the project

· Contact Finance and Administration Cabinet, Division of Engineering, for project numbers administered by Facilities Management (502) 564-3155 ext. 225

	Organization
	Organization code for this project (optional)

	New/Modification
	· Defaults - New

· New - entering a new project

· Modification - modifying an existing project

	Description
	Optional description of the project


	Start Date
	Beginning date (mm dd yy) of the project

	End Date
	10 years from the Start Date


	6 year item No. 
	Six-year item number for reporting purposes

	Project/Grant
	Appropriate project type from drop down list

	Status
	· Type A (Active) for new projects

· Type C (Complete) for closed projects

	CMIA – Eligible      Yes/No/No Change
	· NO - 100% entity funds (state funds), bond funds or other funds

· YES - Federal funds being used to fund the project and the activity is as subject to the Commonwealth's CMIA agreement with the U.S. Treasury

· No Change – modifying an existing project

	Project FY
	Last two digits of the fiscal year that the capital project was established

	Project FY Start Period
	07 

	Termini Required   Yes/No/No Change
	· NO

· Department of Transportation will Select Yes if Termini must be coded on all accounting documents processed against this project

	Manager
	· Name of the individual managing the project

· For projects administered by Division of Engineering, contact Division of Engineering for the name of the project manager


	Entity-wide Project Number
	Optional number that joins a group of projects together.


	Fund View
	

	Bond Funds, Federal Funds, Entity Funds, Other Funds  (Dollars)
	· Default is 0.00

· Estimated revenue from one or more of the four types (bond, federal, entity, or other) of revenue associated with the project


	Total Project Budget (Dollars)
	· Default is 0.00

· Sum of all budgeted amounts

	Bond Funds, Federal Funds, Entity Funds, Other Funds, Total Project Budget (Def/Inc/Dec)
	· Default - blank

· Increase - increase a fund amount

· Decrease - decrease a fund amount

	Revenue Budget Editing

Yes/No/No Charge
	· Default - No Change on new entry only

· Yes - revenue budgets are used and edits are performed to ensure that funding source and revenue source amounts are synchronized

	General View
	 

	Sub-Project
	Sub-project(s) that identifies the division of the project

	Phase
	· Phase that identifies the division of the sub-project

· See Project Phase (PRPH) for valid values

	Status
	· New transaction - Open or Closed

· Modification transaction - No Change (blank), Open or Closed

	Participating
	· Default - No Change (blank)

· Participating - if this sub-project/phase combination is associated with project activity participating in the automated expenditure reimbursement process

· No Change (blank) or Non-Participating - if associated costs are not eligible for participation in a reimbursement process

· Check with your contact in the Division of Statewide Accounting Services if unsure

	Funds Edit
	No

	Budget Amount
	· Default is 0.00

· Amount allocated for this portion of the project


	Def/Inc/Dec
	· Default – blank

· Modification transactions - Increase to note an increase in the budget amount or Decrease to note a decrease

	Authorized Date
	Optional date when expenditures start incurring against the sub-project/phase combination

	CE Phase Percent
	· Optional percentage of construction engineering costs that are eligible for reimbursement

· Leave blank if this is not a construction-engineering Phase or if the Project Billing Subsystem is not installed

	Job Number
	· Required if your agency has the Job Cost Subsystem installed

· Enter the job number associated with this project/sub-project/phase

	Agreement Date
	· Required if you have installed the Project Billing Subsystem

· First date (mm dd yy) when you can be reimbursed for the expenditures against this project

	Description
	Optional description of the sub-project phase

	Fed Prefix/Route/Section
	· Optional applicable Federal prefix, route and section if a FHWA-funded project

· For other projects, this field may be used at the agency’s discretion

	Federal View
	 

	Federal Catalog Number
	· Required if CMIA-Eligible is selected

· If entered, the first two characters must reference a federal agency on Federal Agency (FEAG)

	Draw down Group
	· Draw down group for this project (optional)

· See Project Billing Draw down Group (PBGR) for valid entries 

	Federal Number
	Federal code that connects the grant to a federal appropriation.

	Common Accounting Number
	Common accounting (CAN) if one applies (optional)


	Federal Identification Number
	Federal number identifying the grant (optional)

	Major Federal Aid Number
	Major federal aid number if you wish to connect this grant with other grants for reference purposes (optional)

	Revenue Source
	Revenue source code if you wish to charge to this revenue source code instead of the revenue source code found on Project Billing Parameters (PBPT) for federal billings (optional)


END OF CHAPTER 27

28.
PERSONAL SERVICE CONTRACTS AND MEMORANDA OF        AGREEMENT

(Version 4
3/04/04)

28.1     Sub-types

Please be sure to select the appropriate sub-type when creating your Personal Service contracts, Memoranda of Agreement and Grants:

Personal Service Contract – Standard 

Award/Contract Sub Type:  Contract-PSC-Standard

This document sub-type is used for all personal service contracts other than legal services or a two-year psc. These must be filed with the Finance and Administration Cabinet and LRC.

Personal Service Contract – Legal 

Award/Contract Sub Type:  Contract-PSC-Legal
This document sub-type is used for personal service contracts for legal services.  Legal contracts must use this sub-type for the additional approvals required  by statute.  These must be filed with the Finance and Administration Cabinet and LRC.

Master Agreements For Two-Year Personal Service Contracts
Personal Service Contract Standard Fixed (Not encumbered) 

Master Agreement Sub Type:  MA-PSC Std Fixed (not encumbered)  

This sub-type should be used for all personal service contracts as defined in KRS 45A.690, when an agency desires to enter into a biennium (two-year) contract. (PSC’s cannot cross over a biennium.)  A delivery order (which encumbers the document) for the first fiscal year must be established once the Master Agreement is approved and released in PD.  Payments for the first fiscal year must be made against the delivery order and NOT the Master Agreement.  A second delivery order for the balance of the Master Agreement must be established for the second fiscal year. (Note:  The price on a resulting Delivery Order or Invoice cannot exceed the price listed on the Master Agreement.) This sub-type may also be used for Multi Provider Agreements, in which an agency contracts with a group of vendors to perform the same services, but is unable to determine the amount to encumber for each contract.  These contracts must be filed with the Finance and Administration Cabinet and LRC.

Personal Service Contract – Legal

Master Agreement Sub Type:  MA-PSC-Legal
This document sub-type is used for personal service contracts for legal services for two-year biennial contracts.  Legal contracts must use this sub-type for the additional approvals required by statute. These must be filed with the Finance and Administration Cabinet and LRC.  

MA-PSC Fluctuating/Capped (tolerances) 

Master Agreement Sub Type:  MA-PSC-Fluctuating/capped
These sub-types should be used for personal service contracts as defined in KRS 45A.690 that will not encumber funds and do not meet the definition of other master agreement sub-types.  (Note: Only on rare occasions are personal service contracts not encumbered.) This sub-type may be used in situations in which the agency contracts with a vendor for services, such as pharmaceuticals, and the contract is written based on number of medications ordered, which continuously fluctuate.   Currently, the unit price or miscellaneous cost on a resulting Delivery Order or Invoice can be increased to any amount within your agency's budgetary constraints.  However, with the release of PD 4.9, price increases will be limited to the Unit Price or Miscellaneous Cost listed on the Detail tab, plus any tolerance listed on the Pricing tab. These contracts must be filed with the Finance and Administration Cabinet and LRC. 

Personal Service Contract - Contingency Fee 

Master Agreement Sub Type:  MA-PSC-Contingency Fee
This sub-type should be used for all personal service contracts as defined in KRS 45A.690 which do not encumber funds and do not meet the definition of other master agreement sub-types in which the agency is paying a vendor based on collection type services. These contracts must be filed with the Finance and Administration Cabinet and LRC.

Memorandum of Agreement- Internal 

Master Agreement Sub Type:  MA-MOA-Internal/fixed/capped
This is for use with all master agreements created for memoranda of agreement, and memoranda of understanding with internal vendors, such as the Workforce Development Cabinet, as defined by KRS 45A.690. The internal vendors would be agencies that utilize MARS as their payment system.  These documents must be filed with the Finance and Administration Cabinet and LRC.

Memorandum of Agreement- Standard 

Master Agreement Sub Type:  MA-MOA-Standard
All master agreements created for memoranda of agreement, and memoranda of understanding,  as defined by KRS 45A.690, should use this document sub-type.  These documents must be filed with the Finance  and Administration Cabinet and LRC.

Memorandum of Agreement- Grant Agreement 

Master Agreement Sub Type:  MA-Grant Agreement
Memoranda of Agreements with sub-recipients of federal grant funds should use this sub-type.  These must be filed with the Finance and Administration Cabinet and LRC. 

Note:  Grants must have specific state statutory or budgetary authorization to be approved.  The authority to be cited is the specific state statute or line item information from the budget.  The state statute authority should describe the agency’s ability to make grants, gifts, etc. to certain qualifying entities.  The state budgetary authority must either specifically describe the grantee, or state the agency can make grants for a specific purpose, etc.  If these conditions are not met, the contracts must be created as personal service contracts with accompanying bidding requirements.

Memorandum of Agreement – Universities

Master Agreement Sub Type:  MA-Universities 

This sub-type should be used for agreements that are set up with a Commonwealth university as the second party.  These must be approved by the Finance and Administration Cabinet but are exempt from LRC filing and review. 

Memorandum of Agreement (Encumbrance) 

Award/Contract Sub Type:  Contract-MOA (encumbered)
This document sub-type is used for memoranda of agreement, memoranda of understanding,  and inter-local agreements meeting the definition of a memorandum of agreement in KRS 45A.690. Other statutory authorities may also apply.  These must be filed with the Finance and Administration Cabinet and LRC.

Master Agreement/Internal LRC Exempt

Master Agreement Sub-type: MA-Internal LRC Exempt/Fixed/Capped
This sub-type should be used for exceptions of Memoranda of Agreement as defined in KRS 45A.690(d)(2 & 3):  

(1) Agreements between the Kentucky Auditor of Public Accounts and any other governmental agency or political subdivision of the Commonwealth for auditing services;

(2) Agreements between state agencies as required by federal or state law.  (Those contracts that are specifically exempt by wording in the statutes.)

These must be approved by the Finance and Administration Cabinet but are exempt from LRC filing and review per  KRS 45A.690(d)
Master Agreement/External LRC Exempt

Master Agreement Sub-type: MA-External LRC Exempt/Fixed/Capped
This sub-type should be used for exceptions of Memoranda of Agreement as defined in KRS 45A.690(5) -- Agreements involving child support collections and enforcement (CFC only)

These must be approved by the Finance and Administration Cabinet but are exempt from LRC review.

28.2   Exemption from KRS 45A.695 – Requests For Proposal
Exemption requests must explain the “sole source” nature of the vendor in detail.  Please provide sufficient justification for all exemption letters.  Experience and qualification are criteria that can be placed in a written RFP. 

Per KRS 45A.095(1), “sole source” requires that there can be only one (1) known capable supplier of a commodity or service, occasioned by the unique nature of the requirement, the supplier, or market conditions. 

The Finance and Administration Cabinet will rigorously scrutinize personal service contracts to make sure that all statutory requirements are met, that there is a need for the services and the cost is consistent with the rate schedule prescribed by the Government Contract Review Committee.
28.3   Other Requirements

KRS 45A.695(1) Except as provided in subsection (8) of this section, no one shall begin work on a personal service contract entered into by any contracting body, until notification of  the personal service contract is filed with the Government Contract Review Committee. 

KRS 45A.695(8) In the event of a governmental emergency as defined under KRS 45A.690, work may begin prior to filing notification of the personal service contract with the committee, if the secretary of the Finance and Administration Cabinet or his designee determines that the time involved in the normal review process would be detrimental to the Commonwealth's ability to act or procure the services and the normal process will not accommodate the governmental emergency. Payment shall not be made until written notification and explanation of the reasons for this action is forwarded to the Government Contract Review Committee.

KRS 45A.695(9)  If a governmental emergency exists, as defined under KRS 45A.690, and work is authorized to begin on a personal service contact immediately, a copy of a statement, approved by the secretary of the Finance and Administration Cabinet or his designee, setting forth in detail the nature of the emergency shall be filed with the Government Contract Review Committee, along with a copy of the personal service contract.  Per KRS 45A.690(c) "governmental emergency" means an unforeseen event or set of circumstances that creates an emergency condition as determined by the committee by promulgation of an administrative regulation.

While preparing an RFP, consider which attachments are necessary from vendors.  A list of standard attachments is located at http://mars.ky.gov/attchmn.htm.
28.3 Highlights of Contract Creation 
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Incomplete Fields:  Please make certain that all fields are properly completed, including the following:
Effective Date – Please insert the date that the agency has negotiated with the vendor to begin services.   This field is often incorrect when received by the Finance and Administration Cabinet.  According to KRS 45A.700(1), personal service contracts in aggregate amounts of ten thousand dollars ($10,000) or less during any one (1) fiscal year shall be exempt from routine review by the Government Contract Review Committee, but shall be filed with the Committee for informational purposes only, not more than thirty (30) days after their effective date.
Expiration date - Cannot cross over the biennium, whether the fund source is state or federal funds. (Note:  Because the General Assembly has exclusive authority to appropriate funds, including those received from federal grants, and absent a statutory provision indicating otherwise, a state agency may not enter into an MOA, or other contractual agreement, which extends beyond the biennium, regardless of the source of the contract’s funding without prior approval from the Legislature.)

Main Tab:  Payment Terms, Basis for Selection

Lines Tab:  Partial Payment/Final Payment Box, Accounting Fiscal Month/Year, Budget Fiscal Year 

Line Item Detail:  Extended Description; Unit Cost (many agencies are incorrectly using the miscellaneous cost field and not using the unit of cost measurements)  Please break down your fee, travel and other expenses using appropriate object codes.  Travel E363 Other Expenses E154.  Type of Item (Services); Commodity Code-Incorrect or missing.

Line Item Detail/Address Tab - Invoice Address

Line Item Detail/Pricing Tab - Ensure tolerances are at 0.00 for Quantity, Unit Cost, and LIT

Line Item Detail/Unit - Ensure the unit of measure reflects the basis for payment 

Line Item Detail/Line Item Acceptance Tab – This defaults to Item Invoiced (Please do not change the default settings when creating personal service contracts.)

Clause Tab- Incorrect clauses selected or missing.  This tab may also be utilized to incorporate specs or attachments instead of attaching numerous word documents or excel documents to the PD contract.  Numerous attachments cause confusion and can delay processing.

PON Tab - The description field on the PON Tab is used to convey exactly what service the vendor (contractor or agency) is providing to the host agency.  This description should be in the form of an accurate, complete, yet concise statement, and should be phrased in very understandable terms.  No abbreviations should be used in the description, and acronyms should be spelled-out completely.   

The information contained in the description field on the PON Tab, if phrased correctly, is used verbatim in the committee's monthly meeting material.  This statement will be read by legislators, the media, and the general public, and will be the primary item a legislator will utilize in forming decisions about disapproval of, or objection to, the contract or agreement.

Basis for Selection (PSC) –This field asks the agency to explain the process used in making the decision. (i.e., solicitation of proposals, bids, references, and evaluation criteria applied):  The information contained in this field should be in the form of an accurate, complete, yet concise statement, and should be phrased in very understandable terms, with no abbreviations or acronyms.
Basis for Selection-Reason for Exchange (MOA) -This field asks the agency to explain the reason(s) for exchanging resources (including staff, money, or other capital) or responsibilities (the duty or obligation to fulfill) with another agency.  Again, the information contained in this field should be in the form of an accurate, complete, yet concise statement, and should be phrased in very understandable terms, with no abbreviations or acronyms.

Planned Performance Monitoring Activities – This field should provide the Government Contract Review Committee with a statement of the agency's ongoing plan(s) for monitoring the performance of the vendor.  This may be accomplished by the use of follow-up meetings, periodic surveys, spontaneous visits, required reports, or any other means or methods.  This field should be taken very seriously and answered accurately.  

28.4   Other Areas of Concern 
From the staff of the Government Contract Review Committee:

”Agencies should be cognizant of our end of the month closing date, and be aware that other individuals along the routing path will have to approve documents prior to filing with the Government Contract Review Committee.  This process may take several days.  It is highly unlikely that a contract or agreement routed on the last day of the month will be received in time for inclusion on the agenda for the following month. 

Agencies should be cognizant of all start dates, and the need for any Request for Emergency Effective Date from the secretary of the Finance and Administration Cabinet.

Agencies should be cognizant of committee policies (listed on the Government Contract Review Committee web page at http://lrc.state.ky.gov/Stat comm/Contracts/homepage.htm and all proposed policies.  We really appreciate and welcome agency participation in the various requests for comments on these proposed policies.  

Note: While we are in the area of appreciation, please inform agencies that the Government Contract Review Committee and this staff are extremely appreciative of the willingness and understanding of the agencies with respect to their participation in committee meetings.  We realize it is sometimes difficult to take time out of their busy routine, especially considering the short notice, to discuss contracts and agreements with the committee, and we appreciate the outstanding efforts and professionalism always displayed by agency representatives.

When routing documents to this office, searching ‘LRC%’ in the first name field will provide you with the correct address, however searching ‘LRC%’ in the last name field will provide you with everyone employed by the Legislative Research Commission. ‘LRC Government Contract Review T.’  is our team cabinet and items cannot be routed to a team cabinet.”

28.5   Other Matters

(a) Attachments – Please make certain that all letters of exemption and emergency start date letters are attached to the PD contract prior to sending your contract to the Finance and Administration Cabinet. 

(b) Approval Templates – Make certain that you select proper approval templates and all in-house approvals are obtained.

(c)  Be sure to validate your contract

28.6   Contract Routing

Routing Sheet -- Make certain that all appropriate in-house personnel are inserted on your routing sheets along with the Finance and Administration personnel and LRC (if required).  NOTE:  All psc’s entered into with individuals MUST be routed to the Finance and Administration Cabinet’s Division of Social Security – James Driver, prior to coming to the Personal Service Contract office of the Finance and Administration Cabinet.

Standard personal service contracts, MOAS, and grants should be routed as follows:

1. If an individual route to James Driver – Division of Social Security

2. DARLA HOAGLAND

3. ANGELA ROBINSON

4. KEN HOUP

5. GOVERNMENT CONTRACT REVIEW, LRC (APPROVAL)

6. AGENCY CONTACT

Legal personal service contracts should be routed as follows:

1. If an individual route to James Driver – Division of Social Security

2. DARLA HOAGLAND

3. ANGELA ROBINSON

4. KEN HOUP

5. SHANNON COX (Governor’s Office)

6. GOVERNMENT CONTRACT REVIEW

7. AGENCY CONTACT 

Note:   PSC’s $10,000 or less, MOAs, and grants $50,000 or less are routed to LRC for informational purposes only and do not require LRC on the approval template, unless you have exceeded the 30 day grace period given by law (KRS 45A.700).

28.7   Contract Modification

A modification to a personal service contract shall be processed in the same manner as the original contract in the state’s procurement system.  A modification shall be used when the parties to an established personal service contract agree to increase or decrease funds, revise the scope of work, or extend the time within the current biennium.

For more discussion of PSCs and MOAs, see Chapter 9 – Contacts and Awards; and Chapter 10 – Master Agreements. Grants are covered in Chapter 26 – Projects and Grants.
For questions or comments concerning PSCs and MOAs, please call or write Darla Hoagland, Finance & Administration Cabinet, Room 369, Capitol Annex Building, Frankfort, KY  40601.  mailto: Darla.Hoagland@ky.gov
END OF CHAPTER 28
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