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Commonwealth of Kentucky
ACCOUNT MAINTENANCE FORM
Operating Accounts
REQUIRED ELEMENTS:

· Establish – Requesting a new Allotment, Function, Operating Fund (cash control)

· Inactivate – Requesting to inactivate an existing Allotment, Function, Operating Fund (cash control)

· Change – Requesting to change an account element (e.g. overrides, interest income posting).  Any requests for changes must have a corresponding explanation in the Reason for Change box.

· FY – Select the fiscal year from the drop-down list. Select the dual FYs (Example: 2018 & 2019) when making account changes at fiscal year-end, and the change applies to both the old and new fiscal years when the new fiscal year has been setup in eMARS
· Dept – Select the appropriate department from the drop-down list.
· Update Valid Fund Department Function (VFDF) Table – Check the box to allow expenses/revenues to be posted against the department, fund, function combination (applies to fund and function actions only)
FUNCTION AREA:

· FUNCTION GROUP/TYPE - Complete this section when requesting to establish, change, or inactivate a Function Group or Function Type and/or override an Allotment account.
· Select the Function Group (AP) from the drop-down list.

· Enter the Function Type (AL) being requested.

· Select the Fund Type (AL) for the Allotment Account from the drop-down list.

· Enter the name of the Function Group and/or Function Type.
· Override Allotment - If requesting an Allotment override, select this check box.  The From/To dates must be completed as well as the justification for the override.  The end date of an override cannot exceed the end of the current fiscal year.
· FUNCTION – Complete this section when requesting to establish or inactivate a Function code.
· Enter the Fund code from which the function code will be expended from.  If a new fund is being requested on the same form – enter an asterisk (*) in the fund field to indicate the fund will be the new fund established.
· Select the Function Group (AP) from the drop-down list.

· Enter the Function Type (AL) for the requested Function.

· Enter the Function being requested.

· Enter the Function Name.

FUND AREA:
· FUND – Complete this section when requesting to establish, inactivate or change an Operating Fund.
· Select the Fund Type from the drop-down list.

· To inactivate or change an existing Fund, enter the Fund.  To request a new Fund, leave the Fund field blank.  This Fund code will be assigned by Statewide Accounting Services.

· Enter the Fund Name.
· Enter the Function code from which the fund code will be expended from.
· For Restricted Funds Only – Select whether the restricted fund is on-budget or off-budget 
· For Fund Types 1300, 1400, 6300, 6310 and 6350:
· Legal citation, if any, authorizing the receipt of funds into a special revenue fund: Enter the statute or legal authority establishing the special revenue fund.

· Legal citation, if any, that restricts the spending from the source of funds: If there are restrictions on the use of the funds, enter the statute or legal authority defining these restrictions.

· Fund accrues interest income – If this fund accrues interest income, check this box.  The legal authority for the accrual of interest income as well as the account information where the interest income should post must be completed. (e.g. KRS 94A.220, 101 KAR 3:10) Fund, Dept, Unit and Function is required except where the interest is posting to the new fund.  In this case, leave the Fund blank and it will be completed by Statewide Accounting Services.  All remaining fields are discretionary.
· Override Cash – If requesting a cash override on a fund, check this box.  Justification and the From/To dates for the override must be completed.  The end date of a cash override cannot exceed the end of the current fiscal year.
· Spending and Revenue – Departments can require Function (Capital), Sub Function, Activity, Sub Activity, Appropriation Unit, Reporting, Sub Reporting, Location, Sub Location, Dept Object, Dept Revenue, Task, Sub Task, Task Order, Program, and Program Period at the fund and department level for both spending and revenue.  Check the appropriate boxes based on the departments needs.

Capital Projects
REQUIRED ELEMENTS:

· Establish – Requesting a new Capital Project

· Inactivate – Requesting to inactivate a Capital Project

· Change – Requesting to change an account element (e.g. overrides, interest income posting).  Any requests for changes must have a corresponding explanation in the Reason for Change box.

· FY – Select the fiscal year from the drop down-list.
· Dept – Select the appropriate department from the drop-down list.
FUNCTION AREA:


Leave Blank

FUND AREA:

· FUND – Complete this section when requesting to establish, inactivate or change a Capital Project Fund.
· Select Fund Type 0200 from the drop-down list.

· To inactivate or change an existing Capital Project, enter the Fund.  To request a new Capital Project, leave the Fund field blank.  This Fund code will be assigned by the Governor’s Office for Policy and Management.
· Enter the Capital Project name.
· Function should be blank unless agency requires function codes to be entered on capital project transactions.
· For Restricted Funds Only – Do not change.

· For Fund Types 1300, 1400, 6300, 6310 and 6350:
· Legal citation, if any, authorizing the receipt of funds into a special revenue fund: Leave blank.

· Legal citation, if any, that restricts the spending from the source of funds: Leave blank.
· Does this Fund accrue interest income? –
· If the Capital Project does not accrue interest income leave this section blank.

· If the Capital Project does accrue interest income, check this box. The legal authority for the accrual of interest income (ex: IRS-IRC Section 148 & 149) as well as the account information where the interest income should post must be completed.  Fund, Dept and Unit is required except where the interest is posting to the new Fund.  In this case, leave the Fund blank and it will be completed by the Governor’s Office for Policy and Management.  If the interest posts to an operating budget fund, the Function field is also required.  All remaining fields are discretionary.

· Override Cash – If requesting cash override on the Fund check this box.  Justification and the From/To dates for the override must be completed.
· Spending and Revenue – If this project is maintained by Finance and Administration Cabinet, Facilities and Support Services, check the “Require Activity” and “Require Sub-Activity” box on Spending.  Contact Facilities and Support Services at (502) 564-3155 ext. 224 to obtain an Activity and Sub-Activity code.
Agency Contact – Enter the agency contact for this request.


Completed SAS-14’s should be submitted to the Governor’s Office for Policy and Management for approval. Once approved, the SAS-14 will be submitted to Statewide Accounting Services for processing.
Operating Account - If requesting a new “Fund” for an Operating Account, Statewide Accounting Services will assign the Fund code and notify the agency contact.

Capital Project - If requesting a new “Fund” for a Capital Project, the Governor’s Office for Policy and Management will assign the “Fund” code and submit the SAS-14 to Statewide Accounting Services for processing as well as notify the agency contact.
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