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Areas to be Discussed Today
2

 Capital Project Contracts
 Setting up a new capital project
 Recording purchase orders for contracts
 Recording accounts payables
 Recording change orders

 Closing out Capital Projects
 Reporting Capital Fund revenues and 

expenditures in the ST-3
 Getting your accounting records ready for 

the 2025-26 school year



Accounting for New Capital Projects

Capital Project Contracts3

H



Your District Awarded Bids on a 
New Capital Project – Now What?

4

 We need to have purchase orders issued for 
each contract

 Before that can happen, we need to understand 
how the bid(s) are supposed to be coded
 Project numbers
 Amount per building

 Before that can happen, we need to set up new 
account codes in the Capital Projects Fund 

 Before that we need a budget by Project number



Budgets and Project Numbers
5

 Many times, the voters approve a proposition to 
do a variety of projects for a set maximum amount 
of money
 To account for all the projects correctly, we need a 

breakdown of the budget, by individual buildings
 Reported at this level:

 In the ST-3
 In the Schedule of Capital Expenditures (external audit)
 For the Final Cost Report (FCR)

 Request a Project # from Facilities Planning ASAP
 Let’s look at an example of an upcoming project vote
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Will be 1 Vote, but 9 
Project Numbers

Good Luck 
with the 
Vote! 



Project Numbers Issued From 
Facilities Planning
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0-015 = 
Watertown 
High School

-016 = 16th 
project 
submitted to 
Facilities 
Planning for 
approval

The next 
Watertown HS 
project will be 
numbered 
#0015-017

https://www.p12.nysed.gov/facplan/articles/Projects.htm



Account Codes in Capital Fund
8

ST-3 Codes Final Cost Report Codes



Recommended Account Codes
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 I would encourage you to code your projects using 
the codes from the FCR and then link them to the 
ST-3 codes in your accounting system

 Account code structure: Hxxxx.xxx-xx-xxxx

 So, for a Heating and Ventilation contract for 
Project #0015-017 some suggestions are:
 H1620.294-15-0017 – linked to ST-3 Code H1620.293
 H0015.017-25-0294 – linked to ST-3 Code H1620.293



Recording the Budget
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Example: Building #1’s (0005-022) budget includes $3,000,000 for General 
Construction, $1,500,000 for Heating and Ventilation and $500,000 for Electrical 
Work.  This project is one of four projects funded from a $25,000,000 serial bond.

Sub Acct Debit Credit
H510-Estimated Revenues 5,000,000$      

H5710-Proceeds of Bonds 5,000,000$    
H960-Appropriations 5,000,000$       

H1620.293-05-0022 - 
General Construction 3,000,000$    
H1620.294-05-0022 - Heat 
and Vent Work 1,500,000$    
H1620.296-05-0022-
Electrical Work 500,000$       


Sheet1

								Sub Acct		Debit		Credit

		H510-Estimated Revenues								$   5,000,000

						H5710-Proceeds of Bonds		$   5,000,000

				H960-Appropriations								$   5,000,000

						H1620.293-05-0022 - General Construction		$   3,000,000

						H1620.294-05-0022 - Heat and Vent Work		$   1,500,000

						H1620.296-05-0022-Electrical Work		$   500,000
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You should review 
the Board 

agendas/minutes 
for contracts being 

awarded.

This way, you can 
set up the 

budget/account 
codes before the 
purchase order 

needs to be issued 
with the proper 
account codes. 

The purchase order 
should happen 
before the first 

invoice is received.
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Roofing
February 10, 2025

February 28, 2025

#1

4,970,000

Niko K. Construction

Sample School District

180,000

200,000

20,000

20,000

180,000

4,970,000

0

4,790,000

XX

Niko Kapstatio 3/3/2025

180,000

I. M. Architect 3/5/25

Mr. Notary     
              8/2/26                           

New York                                                Albany
                             3rd                      March 2025
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ABC Elementary School: 0003-012

XYZ High School:  0014-007 

XX
XX
XX
XX

XX
XX
XX
XX

$3,000,000

$1,970,000

4,970,000

$200,000

$200,000

$200,000

$200,000

$20,000$2,800,000.067

$20,000

$1,970,000

$4,770,000

0 0 0 0

Tip: Before the first invoice is received, discuss with your 
architect/construction manager how you want the invoice split by 
building and you want invoices through the end of the month.  This 
will save everyone time!
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Recording the Contract/PO

Assume the following budgets were recorded previously for the Roof Work:
Sub Acct Debit Credit

H510-Estimated Revenues 5,000,000$      
H5710-Proceeds of Bonds 5,000,000$    

H960-Appropriations 5,000,000$       
H1620.293-03-0012 - 
General Construction 3,000,000$    
H1620.293-14-0007 - 
General Construction 1,970,000$    
H1620.293 - Contingency 30,000$         

Sub Acct Debit Credit
H521-Encumbrances 4,970,000$      

H1620.293-03-0012 - 
General Construction 3,000,000$    
H1620.293-14-0007 - 
General Construction 1,970,000$    

H821-Reserve for Encumbrance 4,970,000$       

To record encumbrances for the purchase order issued to Niko K Construction:


Sheet1

								Sub Acct		Debit		Credit

		H510-Estimated Revenues								$   5,000,000

						H5710-Proceeds of Bonds		$   5,000,000

				H960-Appropriations								$   5,000,000

						H1620.293-03-0012 - General Construction		$   3,000,000

						H1620.293-14-0007 - General Construction		$   1,970,000

						H1620.293 - Contingency		$   30,000










Sheet1

								Sub Acct		Debit		Credit

		H521-Encumbrances								$   4,970,000

						H1620.293-03-0012 - General Construction		$   3,000,000

						H1620.293-14-0007 - General Construction		$   1,970,000

				H821-Reserve for Encumbrance								$   4,970,000
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H522-Expenditure Control 180,000$    
H1620.293-0003-012 
General Construction 180,000$    

H600-Accounts Payable 180,000$    

H821-Reserve for Encumbrances 180,000$    
H521-Encumbrances 180,000$    

H1620.293-0003-012 
General Construction 180,000$    

Recording the Payment Application

To record a payable for Application #1 and release related encumbrance:

Balance of the encumbrances is now $4,790,000 ($4,970,000 - $180,000)


Sheet1

								Sub Acct		Debit		Credit



		H522-Expenditure Control								$   180,000

						H1620.293-0003-012 General Construction		$   180,000

				H600-Accounts Payable								$   180,000



		H821-Reserve for Encumbrances								$   180,000

				H521-Encumbrances								$   180,000

						H1620.293-0003-012 General Construction		$   180,000
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Roofing
February 10, 2025

June 30, 2025

#5

4,970,000

Niko K. Construction

Sample School District

300,000

2, 200,000

220,000

220,000

1,980,000

4,990,000

1,680,000

3,010,000

XX

Niko Kapstatio 7/3/2025

300,000

I. M. Architect 7/5/25

Mr. Notary     
              8/2/26                           

New York                                                Albany
                             3rd                      July 2025
   
             

20,000

20,000
20,000

20,000
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ABC Elementary School: 0003-012

XYZ High School:  0014-007 

XX
XX
XX
XX

XX
XX
XX
XX

$3,000,000

$1,970,000

$4,990,000

$222,222

$333,333

$1,333,333

$2,200,000

$133,333$1,686,667.

$220,000

$1,103,333

$2,790,000

111,111 866,667 $ 86,670

Change Order R0001 $20,000

$1,111,111

$755,556

$1,866,667

#5
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Recording the Change Order

To record a change order for Application #5:

Sub Acct Debit Credit
H960-Appropriations 20,000$           

H1620.293-Contingency 20,000$         
H960-Appropriations 20,000$           

H1620.293-03-0012 - 
General Construction 20,000$         


Sheet1

								Sub Acct		Debit		Credit

		H960-Appropriations								$   20,000

						H1620.293-Contingency		$   20,000

				H960-Appropriations								$   20,000

						H1620.293-03-0012 - General Construction		$   20,000
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Recording the Year End Payables

To record accounts payable for Application #5: (Reduction of encumbrance not 
shown here)

Sub Acct Debit Credit
H522-Expenditure Control 300,000$         

H1620.293-03-0012 - 
General Construction 200,000$       
H1620.293-14-0007 - 
General Construction 100,000$       

H600-Accounts Payable 300,000$          

Work completed in June:
003-0012:  $222,222 - 10% Retainage = $200,000 A/P
014-0007:  $111,111 - 10 % Retainage = $100,000 A/P


Sheet1

								Sub Acct		Debit		Credit

		H522-Expenditure Control								$   300,000

						H1620.293-03-0012 - General Construction		$   200,000

						H1620.293-14-0007 - General Construction		$   100,000

				H600-Accounts Payable								$   300,000















At Year-End
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Review each open contract and:
Tie out amount in accounts payable
Tie out expenditures to date, by 

project #
Tie out balance in reserve for 

encumbrances
Make sure change orders have all 
been accounted for



Reporting Expenditures in ST-3
21

Report 
expenditures by 

function and object 
of expense on the 

top half of 
Schedule G3

Tip: Now is a good 
time to review your 

accounting 
software to ensure 

all expenditure 
lines are linked 

properly to a ST-3 
code
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For the bottom half of 
Schedule G3 you report 
expenditures by project 

#

Lines 18-29 are for 
projects that you are 

claiming Capital Outlay 
Exception Aid

Lines 30-59 are for 
projects that will be 

aided over 15, 20 or 30 
years

Note: You will need to 
divide the expenditures 

for each project by 
funding source (either 

H522 or H524)
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When a Capital Project is Completed and 
FCR Submitted, it Should be Closed Out

Closing a Capital Project24

H



Capital Projects – Time to Close?
25

 When a capital project has had the Final Cost 
Report submitted, all expenditures should 
have already been paid.

 If the district received more funding than the 
actual expenditures, there will be a remaining 
cash balance.

 Extra funds should be sent back to the fund 
that provided the original funding and/or that is 
servicing the debt service on the project.



Schedule of Project Expenditures -  
From  Your External Audit

26

Projects ready to be closed = $31,838 + $25,976 + $3,793 = $61,607

Step 1 – Identify projects that can be closed.
Step 2 – Determine funding source(s) of remaining balance.
Step 3 – Have the Board of Education approve closing the project(s).
Step 4 – Prepare journal entries to close project(s).



Identify Projects to be Closed
27

 21-22 Jr/Sr HS Roof / Project #0001-023
 Funded from $350,000 Transfer to Capital from the 

Capital Reserve
 21-22 Bus Garage Roof / Project #5015-010

 Funded from $100,000 Transfer to Capital
 22-23 HS Gym / Project #0001-024

 Funded from $100,000 Transfer to Capital



To Close The Three Projects
28

Sub Acct Debit Credit
H522-Expenditure Control 31,838$         

H9901.9-Transfer to General Fund 31,838$         
H630-Due to General Fund 31,838$        

A391-Due from Capital Fund 31,838$         
A980-Revenue Control 31,838$        

A5031-Interfund Transfer from 
Capital 31,838$         

To close Project #0001-023 which had a remaining 
balance of $31,838 from a transfer from the Capital 
Reserve.


Sheet1

								Sub Acct		Debit		Credit

		H522-Expenditure Control								$   31,838

						H9901.9-Transfer to General Fund		$   31,838

				H630-Due to General Fund								$   31,838



		A391-Due from Capital Fund								$   31,838

				A980-Revenue Control								$   31,838

						A5031-Interfund Transfer from Capital 		$   31,838











To Close The Three Projects
29

Sub Acct Debit Credit
A909-Fund Balance 31,838$         

A878-Capital Reserve 31,838$        

Entry assumes that revenue control was closed against A909.  This would be the correcting entry.

At year end, this Interfund Transfer from Capital 
would be closed against the Capital Reserve as that 
was the original source of the funds:


Sheet1

								Sub Acct		Debit		Credit

		A909-Fund Balance								$   31,838

				A878-Capital Reserve								$   31,838



		Entry assumes that revenue control was closed against A909.  This would be the correcting entry.

















To Close The Three Projects
30

Sub Acct Debit Credit
H522-Expenditure Control 29,769$         

H9901.900-15-010-Transfer to 
General Fund 25,976$         
H9901.900-01-024-Transfer to 
General Fund 3,793$           

H630-Due to General Fund 29,769$        

A391-Due from Capital Fund 29,769$         
A980-Revenue Control 29,769$        

A5031-Interfund Transfer from 
Capital 29,769$         

To close Project #5015-010 which had a remaining balance 
of $25,976 and Project #0001-024 which had a remaining 
balance of $3,793 both from a transfer from the General 
Fund.


Sheet1

								Sub Acct		Debit		Credit

		H522-Expenditure Control								$   29,769

						H9901.900-15-010-Transfer to General Fund		$   25,976

						H9901.900-01-024-Transfer to General Fund		$   3,793

				H630-Due to General Fund								$   29,769



		A391-Due from Capital Fund								$   29,769

				A980-Revenue Control								$   29,769

						A5031-Interfund Transfer from Capital 		$   29,769











To Close The Three Projects
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Sub Acct Debit Credit
A980-Revenue Control XX

A909-Fund Balance XX

Returned funds have no restrictions on them.

At year end, the Interfund Transfer from Capital for 
Projects #5015-010 and #0001-024 would be closed 
against unassigned fund balance as that was the 
original source of the funds:


Sheet1

								Sub Acct		Debit		Credit

		A980-Revenue Control								XX

				A909-Fund Balance								XX



		Returned funds have no restrictions on them.
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Transfer of Closed 
Projects balances 
are reported here.

If the remaining 
funds had been from 
bond proceeds and 
the Debt Service 
Fund is used to pay 
for debt service, the 
transfer would have 
been to Debt Service 
and Interfund 
Transfer in Debt 
Service Fund would 
be closed against the 
V884-Reserve for 
Debt.



What if the Project was Funded 
From Multiple Sources?

33

 To be able to distribute the remaining balance to 
the proper fund and/or fund balance and to 
complete the Final Cost Report properly, tracking 
expenditures by funding source from the beginning 
of the project is a best practice.

Example: Project #0007-001 was funded 
$5,000,000 from serial bonds & $500,000 from an 

Interfund Transfer from the General Fund. The 
district uses the Debt Service Fund to pay for debt 

service.



Activity over Life of the Project
34

Bond Proceeds/ 
BAN $

Interfund 
Transfer

2022-23 School Year:
Revenues/BAN Payable
Expenditures

 $2,000,000
  (1,750,000)

2023-24 School Year:
Revenues/$4.75M Bond (new funds is $3 
M, District paid $250,000 on BAN)
Expenditures

 $3,000,000
(3,100,000)

 $500,000
(450,000) 

2024-25 School Year:
Balances   $150,000  $50,000
2024-25 School Year:
Project Closed by BOE
Interfund Transfer:
To Debt Service Fund
To General Fund

$150,000
$50,000
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Reporting
Capital Project #1

0007001     22/23 0007001    23/24 0007001    24/25

$500,000

$4,750,000

$250,000
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Project #1                                                    0007-001                            0                1,750,000

For 22-23:

For 23-24:

Project #1                                                    0007-001                450,000                 3,100,000

$  50,000
$150,000

For 24-25:



To Close Project #0007-001
37

In the Capital Fund: 

H522-Expenditure Control 200,000$        
H9901.900-07-001-
Transfer to General 50,000$          
H9901.960-07-001-
Transfer to Debt Service 150,000$        

H630-Due to General Fund 50,000$         
H630-Due to Debt Service Fund 150,000$       


Sheet1

								Sub Acct		Debit		Credit

		H522-Expenditure Control								$   200,000

						H9901.900-07-001-Transfer to General		$   50,000

						H9901.960-07-001-Transfer to Debt Service		$   150,000

				H630-Due to General Fund								$   50,000

				H630-Due to Debt Service Fund								$   150,000















To Close Project #0007-001
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In the Other Funds: 
Sub Acct Debit Credit

A391-Due from Capital Fund 50,000$           
A980-Revenue Control 50,000$         

A5031-Interfund Transfer 50,000$          

Revenue is not restricted so would close to unassigned fund balance.

V391-Due from Capital Fund 150,000$        
V980-Revenue Control 150,000$       

V5031-Interfund Transfer 150,000$        

Revenue is restricted to only be used to repay outstanding debt service, so would 
close to Reserve for Debt (V)884.


Sheet1

								Sub Acct		Debit		Credit

		A391-Due from Capital Fund								$   50,000

				A980-Revenue Control								$   50,000

						A5031-Interfund Transfer		$   50,000



		Revenue is not restricted so would close to unassigned fund balance.



		V391-Due from Capital Fund								$   150,000

				V980-Revenue Control								$   150,000

						V5031-Interfund Transfer		$   150,000



		Revenue is restricted to only be used to repay outstanding debt service, so would close to Reserve for Debt (V)884.







Time to Prepare for the Outcome of the 
Budget Vote

Getting Our Accounting Records 
Ready for 25-26

39

A,F



Getting Ready for 25-26 SY
40

 Budget vote is May 20th

 Once the 25-26 school budget is approved, the 
General Fund budget can be entered into your 
accounting records
 This will allow departments to begin entering 

purchase requisitions which can be approved by 
the Purchasing Agent so they can be released 
starting July 1st

  What can you do now to make that process go 
smoother?



Tips on Getting Ready
41

 Does the district’s budget have new account 
codes?
 New programs?
 Budget restructure?
 New revenue sources?

 Are there Special Aid Fund grants that need 
new accounts codes?

 Set them up now so that they will be available 
when you want to use them.



Tips for Getting Ready (con’t)
42

 Are there new staff that handle purchasing 
requests?
 Either administrators or clerical support?
 Consider training sessions on how to roll over 

purchase requests/review budget reports
 Enter budget and distribute to key stakeholders 

the portion that they are responsible for, so 
everyone understands what is in the final 
budget (and what isn’t), provide guidance on 
new codes, purchase request process, etc.



Tips for Getting Ready (con’t)
43

 Review with Payroll and HR any new salary 
codes and account codes for new positions
 This may help when payroll is rolled over and/or 

so account codes can be updated appropriately
 Also, when new positions are filled, all involved 

understand what account codes are in the new 
budget that should be used for paperwork related 
to the new positions and processing payroll

 Your efforts done this spring, should make 
summer 2025 go smoother!



Conclusion
44

 Accounting for capital projects properly 
requires some pre-planning for best results.

 When the work of a capital project is complete, 
take the time to close the capital project in 
your accounting records too.

 The ST-3 for the Capital Projects Fund 
requires detailed reporting for revenues and 
expenditures by each SED project number.

 The 25-26 budget will be here soon.  It is not 
too early to get your accounting records ready!

  

  

  

  



Index to Tea Time Topics
45

March 2023 June 2023 September 2023 December 2023
Overview of 
double entry 
bookkeeping

Food Service bad 
debts and 
subsequent 
collections

Accounting for 
Summer 4408 
activity

Due To/From 
accounting and 
how to reconcile

Areas to check 
mid-year

Accounting for 
BANs

Grossing up 
TRS/State Aid

Recording 
Deferred Taxes

Accounting for 
fund balance 
reserves 

Accounting for 
ERS payment

Recording budget 
with funding/use 
from reserves in it

Cleaning up old 
payables

Cleaning up old 
receivables



Index to Tea Time Topics
46

March 2024 June 2024 Aug/Sept 2024 January 2025
Journal entries to 
correct opening 
fund balance

Excel tips and tricks 
for SBO and 
treasurers

Tips for preparing 
the ST-3

Mid-Year Review

Accounting for FS-
10As and moving 
expenses between 
A and F

Aggregation 
functions: 
SUMIF
COUNTIF

Tips for reviewing 
and revising the 
ST-3

When to use H5730-
BANs vs. H5731-
BANs Redeemed 
from Appropriations

23-24 waiver for 
Food Service Fund 
bad debt

Lookup & Reference 
Functions
VLOOKUP

Deferred Building Aid 
– What Causes it and 
How to Account for It

Accounting for 
Propositions

Date & Time  
Functions
DATEIF

Accounting for 
Prior Year State 
Aid recoveries



Index to Tea Time Topics
47

March 2025 June 2025
Accounting for 
capital 
construction 
contracts
Journal entries for 
closing out capital 
projects
Reporting Capital 
Fund revenues 
and expenditures 
in the ST-3
Getting your 
accounting 
records ready for 
next year’s budget
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Questar III
State Aid & Financial Planning Service

10 Empire State Boulevard
Castleton, NY 12033

(518) 477-2635, Option 1
Fax (518) 477-4284
sap.questar.org

@qiiisap

Questions?
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