Checklist:  Steps for Setting up Projects for Project Billing

Step
Description
( Complete


Set up Funding

· Steps 1 through 15 are necessary only if the project / grant will be set up to “participate” in the automated “billing” process.

· Values established as a result of completing tasks highlighted in yellow may serve more than one “participating” project / sub-project / phase combination.



Set up Federal Funding

· Necessary only if the “participating” project / sub-project / phase combination will “bill” a Federal agency.

· The Responsible Agency is responsible for completing steps 1 through 7.  The Responsible Agency must inform Secondary Recipients of these values.


1.
Customer Table (CUST) using Customer Information Input document (CU)


2.
Federal Appropriation Program Table (FAPP)


3.
Letter-of-Credit Status Table (LOCS)


4.
Project Billing Funding Source Table (PBFS)


5.
Program/Provider Table (PGPV)


6.
Federal Obligation Ledger (FOBL)


7.
Project Billing Drawdown Group (PBGR), if necessary



Set up State and/or Bond Funding

· Necessary only if the “participating” project / sub-project / phase combination involves “matching costs” that the automated billing process must journal-voucher to an account in a state fund.


8.
Customer Table (CUST) using Customer Information Input document (CU)


9.
State/Bond Program Table (SPRG)


10.
Project Billing Funding Source Table (PBFS)


11.
Program/Provider Table (PGPV)


12.
State Obligation Ledger (SOBL)



Set up Other Funding

· Necessary only if the “participating” project / sub-project / phase combination will “bill” an external third party.


13.
Customer Table (CUST) using Customer Information Input document (CU)


14.
Project Billing Funding Source (PBFS)


15.
Program/Provider Table (PGPV)



Set up project


16.
Project/Grant Management Master document (PJ)


17.
Project Appropriation Table (PAPR)



Set up Agreement Amount(s)


18.
Project/Grant Participation document (PZ)


Shaded tasks may not have to be performed for every occurrence of project/grant, sub-project/sub-grant, and phase.
