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Fund (Required) - A unique four (4) character code beginning with the letter (C) is assigned by Finance and Administration Cabinet, Statewide Accounting Services on the SAS-14 Account Maintenance Form when requested by the agency and approved by the Office of State Budget Director for new projects. (Example:  C123).

Department (Required) - Three (3) character department code where the project is established (Example: 670).

Unit (Required) - Four (4) character organizational element defined by the agency.

Activity - Four (4) character field that agencies must request from Facilities and Support Services for all Facilities administered projects.
Sub-Activity – Two (2) character field that agencies must request from Facilities and Support Services for all Facilities administered projects.
Accounting Template ID - 6 character field for the agency and Facilities use in order to specify an accounting string for contracts and payment documents.  For projects administered by Facilities and Support Services agencies must create an accounting template which contains the required accounting elements (fund, department, unit, appropriation unit), any agency defined accounting elements and the Activity and Sub-Activity codes assigned by Facilities and Support Services.  The accounting template should not contain an object or revenue source code.  The Accounting Template ID should be named with the first letter as assigned by the Finance and Administration Cabinet followed by the Fund code (e.g. Health and Family Services project would be: HC***)

Project Manager (Required) - Manager responsible for the project.
Agency (Required) - Name of agency where project is located.

Project Name (Required) - 60 characters as reflected on the SAS-14 Account Maintenance Form.

Project Location (Required) - The location of the project (Example: County, City, State Park, or Building).

Project Estimate (Required) - Estimated cost of the project.

eMARS Document Numbers (Required) – Enter the eMARS document numbers.  When creating the eMARS documents (do not use automatic numbering) the document number should begin with “CPTL-” followed by the Fund and a sequential number. (Example: CPTL-CY01-1).

APPROPRIATION (BGE43 LEVEL 1)
Information provided below is used to create the eMARS Appropriation (BGE43 Level 1) document to establish or modify project Appropriation amounts.  

Current Amount (Required) - Enter the total life-to-date Appropriation of the project.

Event Type - The drop-down provides a list of valid Appropriation event types (Example: X050).

Amount - Enter the amount of the increase/decrease requested.

Revised Amount - This amount is automatically calculated by adding the increases and subtracting the decreases from the Current Amount.

ALLOTMENT (BGE43 LEVEL 2)
Information provided here is used to create the eMARS Allotment (BGE43 Level 2) document to establish or modify project Allotment amounts.

Current Amount (Required) - Enter the total Allotments to-date of the project.

Object - The drop-down provides a list of valid object codes (Example: E703).

Amount - Enter the amount of the increase/decrease requested.

Revised Amount - This amount is automatically calculated by adding the increases and subtracting the decreases from the Current Amount.
RECEIPTS/TRANSFERS (JV2T)

The following section, Receipts/Transfers (JV2T), is used in creating the eMARS JV2T document. 

Current Amount (Required) - Enter the total life-to-date receipts of the project.

Object - The drop-down provides a list of valid receipt codes (Example: N879).

Amount - Enter the amount of the increase/decrease requested.
Revised Amount - This amount is automatically calculated by adding the increases and subtracting the decreases from the Current Amount.

CASH TRANSFERS (JV2T)

Information provided below, combined with the Receipts/Transfers section described above, are used to create the eMARS JV2T document to transfer cash to and from the project.

BFY - Four (4) digit budget fiscal year associated with the source/destination cash account.  If the source/destination cash account is a capital account, enter “9999”.
Fund - Four (4) character fund associated with the source/destination cash account.

Dept - Three (3) character department code associated with the source/destination cash account.

Unit - Four (4) character organizational element associated with the source/destination cash account.

Function - Four (4) character budgetary code associated with the source/destination cash account.  This field is required for operating source/destination accounts.
Object - Four (4) character object code associated with the source/destination cash account.  The drop-down list provides valid codes.

Description – Sixty (60) character field provided for the name of the source/destination account. 

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

Additional lines are provided on the second page for Cash Transfers (JV2T) Continued Information.  

REVENUE BUDGET (BGR42)

The information provided below is used to create the eMARS Revenue Budget (BGR42) document for establishing/modifying the projects budgeted funding.
Revenue Source Code - Four (4) character revenue source code funding the project.  The drop-down provides a list of valid codes (Example: BFII).

Current Amount - Enter the life-to-date revenue budget for the revenue source code.

Increase/Decrease - Enter the amount of the increase/decrease requested.
Revised Amount - This field is automatically calculated by adding the increases and subtracting the decreases from the Current Amount.

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

POOL INCREASE/DECREASE APPROPRIATION (BGE43 LEVEL 1)
Pool Increase/Decrease Appropriation fields are REQUIRED if Appropriations are being transferred from/to the source/destination pool account such as: Maintenance Pools, Appropriated Clearing Accounts, etc.  This information will be used to create the necessary eMARS Appropriation (BGE43 Level 1) documents for transferring the pool Appropriation amounts.

Fund - Four (4) character code pertaining to the Appropriation for a Capital Project (Example:  C123)

Dept - Three (3) character department code where project is established (Example: 670).

Event Type - The drop-down provides a list of valid appropriation event types (Example: X050).
Amount - Enter the Appropriation increase/decrease amount requested.
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Cash Transfers (JV2T) Continued – Additional lines (if necessary) have been provided for the JV2T information.  Follow the instructions from page 1 in completing this section.

Project Description or Information - This field provides narrative information so policy makers can make informed decisions.  The information should include all pertinent facts related to the requested action(s).
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