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UNIFORM LISTS

CHAPTER ONE - UNIFORM LISTS

CHART OF ACCOUNTS

This Chart of Accounts is a guideline for each CLT. Specific accounts for a particular CLT may

vary from these but should follow as closely as possible.

Accounts that are indented are sub-accounts.

Assets Type
1000 - 1099 Bank Accounts - range Bank
1200 - 1299 Range for this account type Accounts Receivable
1201 Fees and Rents Accounts Receivable
1205 Grants Receivable Accounts Receivable
1210 Pledges Receivable Accounts Receivable
1212 Less: Discounts Accounts Receivable
1215 Consulting Fees Receivable Accounts Receivable
1220 Construction Loans Receivable Accounts Receivable
1299 Construction in Progress Accounts Receivable
1300 - 1399 Range for this account type Other Current Asset
1301 Investments Other Current Asset
1330 Undeposited Funds Other Current Asset
1350 Houses Held for Resale Other Current Asset
1400 - 1499 Range for this account type Fixed Asset
1405 Land Fixed Asset
1410 Improvements Held by CLT Fixed Asset
1411 Construction in Progress (alternative)  Fixed Asset
1415 Office Equipment Fixed Asset
1420 Accumulated Depreciation Fixed Asset
1500 - 1599 Revolving Loan Funds - range Other Asset
Liabilities Type
2000 - 2089 Range for this account type Accounts Payable
2001 Accounts Payable Accounts Payable
2010 Construction Costs Payable Accounts Payable
2020 Loans from Supporters Payable Accounts Payable
2090 - 2099 Range for this account type Credit Card
2090 Credit Cards Credit Card
2091 Card Holder #1 Credit Card
2100 - 2299 Range for this account type Other Current Liability
2100 Payroll Liabilities Other Current Liability
2150 Direct Deposit Liabilities Other Current Liability
2200 Escrow Payments Other Current Liability
2210 Security Deposits Other Current Liability
2220 Deferred Fees Other Current Liability
2230 Accrued Real Estate Tax Other Current Liability
2240 Accrued Sales Tax Other Current Liability
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UNIFORM LISTS

2300 - 2399 Range for these loan accounts Long Term Liability
2300 Notes Payable to CLT Supporters Long Term Liability
2301 Supporter #1 Long Term Liability
2500 - 2599 Range for these note payable accounts Long Term Liability
2500 Notes Payable Long Term Liability
2501 Note Holder #1 Long Term Liability
Equity Type
3100 Unrestricted Net Assets Equity
3200-3299 Range for Board Designated accounts Equity
3200 Board Designated Net Assets Equity
3201 Land Equity
3202 Improvements Equity
3250 Reserves (Neighborhood Annual) Equity
3251 Reserves (Neighborhood LT) Equity
3252 Reserves (House Structural Maint) Equity
3260 Revolving Loan Fund Equity
3290 Property Held for Resale Equity
3300-3399 Range for Temp Restricted accounts Equity
3300 Temp Restricted Net Assets Equity
3301 Restricted Purpose #1 Equity
3400-3499 Range for Perm Restricted accounts Equity
3400 Perm Restricted Net Assets Equity
3401 Endowment #1 Equity
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UNIFORM LISTS

5000
5100
5101
5102
5200
5300
5301
5400
5500
5600
5601
5650
5651
5652
5653
5654
5700
5900
5910
5915
5920
5999

6000

7000
7100
7200
7300
7301
8000
8010
8015
8020
8021
8025
8030
8035
8040
8041
8050
8055
8060
8070
8090

Income
Lease Fees
Rents
Rental Damage and Late Fees
Rental Vacancies
Application Fees
Proceeds from Sales of Houses
Sales Fees
Consulting Fees
Grants
Memberships
Contributions
In-Kind Contributions
Capital Improvements
Goods
Services
Facilities
Fund Raising Events
Interest
Realized Gain (Loss) on Investment
Unrealized Gain (Loss) on Investment
Deferred Mortgage Appreciation
Released from Restrictions

Cost of Goods Sold
Cost of Houses Sold

Expense

Personnel

Salaries & Wages

Payroll Taxes

Employee Benefits

Benefits (Retirement)
Operating & Property Management

Accounting

Advertising

Bank & Brokerage Fees

Credit Card Discount

Board Development

Computer Equipment & Supplies

Consultants

Cost of Merchandise Sold

Cost of Consulting

Depreciation Expense

Dues and Subscriptions

Equipment Rental

Fees, Permits & Licenses

Insurance
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Income
Income
Income
Income
Income
Income
Income
Income
Income
Income
Income
Income
Income
Income
Income
Income
Income
Income
Income
Income
Income
Income

Type

Type

Cost of Goods Sold

Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense

Type
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8200
8205
8210
8220
8300
8301
8350
8400
8401
8450
8500
8505
8510
8511
8515
8600
8620
8700
8701
8702
8705
8707
8710
8999
9000
9001
9010
9020
9030
9040
9050
9060
9100
9101
9111
9112
9113
9114
9115
9130
9140
9150
9190
9200
9201
9210
9220
9230
9231

Maintenance (Building)
Maintenance (Contract Labor)
Maintenance (Landscape)
Mortgage Interest
Office Supplies
Office Furniture
Postage and Delivery
Printing
Photocopies
Professional Development
Real Estate Taxes
Refreshments & Supplies
Rent
Rent Write-off (tenant default)
Rental Assistance
Telephone & Communications
Travel & Hospitality
Utilities
Electric
Garbage/Recycling
Security/Fire
Sewer/Septic
Water
Operating Cost Share Transfer

Acquisition

Purchase Price

Acquisition Appraisal

Brokers Fee

Closing Costs & Title Insurance
Financing

Inspections

Transfer Tax

Professional Services

Design (Architecture)
Design (Civil Engineering)
Design (Surveying)
Environmental Analysis
Landscape

Financing Consultant
Homebuyer Education
Lega

Market Analysis

Project Management

Site Development

Land Use Permits & Fees
Site Clearing

Storm Drainage

Road Work

Sidewalks & Paths
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Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
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9241
9242
9243
9244
9245
9250
9300
9301
9305
9310
9320
9350
9360
9400
9401
9410
9420
9430
9440
9441
9442
9450
9451
9500
9501
9502
9503
9504
9505
9506
9507
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Utilities (Electric)
Utilities (Telephone)
Utilities (Water)
Utilities (Septic/Sewer)
Utilities (Trenching)
Landscaping

Building Construction

Building Permits & Other Fees
House Site Excavation

New Construction (CLT)

New Construction (Contractor)
Renovation (CLT)

Renovation (Contractor)

Carrying Costs

Advertising

Audit

Insurance (Construction)
Construction Loan Interest
Loan Appraisal

Loan Fees

Loan Closings

Mortgage Loan Processing
Credit Reports

Adjustments

Personnel to Asset

Operating & Management to Asset

Land Acquisition to Asset
Professional Services to Asset
Site Development to Asset
Building Construction to Asset
Carrying Costs to Asset

Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
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CLASS LIST

The Class list below is a guideline for each CLT. Specific Classes for a particular CLT may vary
from these but should follow as closely as possible.

Class Use

100 Project Development Development costs not associated with a project
101 Resales Transfers of leasehold properties
191 Housing Assistance & Counseling Neighborhood Ops

200 - 399 Leasehold Projects Each leasehold project is a separate class

400 - 499 Rental Projects Each rental project is a separate class

500 - 599 Co-op Projects Each co-op project is a separate class

600 - 699 Agricultural Projects Each agricultural project is a separate class
700 Cost Pool for Programs Costs that will later be allocated across each program
710 Administration Costs of managing the CLT
720 Fund Raising Direct and indirect solicitations
800 Board Designated Header only - do not use
801 Property Acquisition Funds designated by board for property acquisition
802 Revolving Loan Fund Funds designated by board for revolving loan fund
900 Temporarily Restricted Header only - do not use
901 Property Acquisition Funds restricted by donor for property acquisition
902 Revolving Loan Fund Funds restricted by donor for revolving loan fund
970 Permanently Restricted Header only - do not use
971 Endowment #1 Funds permanently restricted by donor

ITEMS FOR PROJECT DEVELOPMENT & CAPITALIZATION

Each of the Items below should be a Non-inventory Part type of Item. These Items link to two
accounts, referred to on the item window as Expense Account and Income Account. However,
for this process, these items will link to two expense accounts. One is the specific project
development cost expense account. The other is the “adjustment” expense account used to
zero out the costs on the Profit & Loss report.

For details on creating these items, see the ITEMS FOR PROJECT DEVELOPMENT section of
CHAPTER TWO - PROJECT DEVELOPMENT AND CAPITALIZATION.

The Item Name/Number for these Items should be the same as the account numbers for the
corresponding project development expense accounts (in the Link to Expense Account
column).

Link to “Income” Acct
Land Acquisition to Asset
Land Acquisition to Asset
Land Acquisition to Asset

Link to Expense Account
Purchase Price

Item Description
Purchase Price
Acquisition Appraisal
Brokers Fee

Acquisition Appraisal
Brokers Fee

Closing Costs & Title Insurance
Financing

Inspections

Transfer Tax

Design (Architecture)

Design (Civil Engineering)
Design (Surveying)
Environmental Analysis

Closing Costs & Title Insurance
Financing

Inspections

Transfer Tax

Design, Architecture

Design, Civil Engineering
Design, Surveying
Environmental Analysis
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Land Acquisition to Asset
Land Acquisition to Asset
Land Acquisition to Asset
Land Acquisition to Asset
Professional Svcs to Asset
Professional Svcs to Asset
Professional Svcs to Asset
Professional Svcs to Asset
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Landscape

Financing Consultant
Homebuyer Education
Legal

Market Analysis

Project Management

Land Use Permits & Fees
Site Clearing

Storm Drainage

Road Work

Sidewalks & Paths
Utilities (Electric)

Utilities (Telephone)
Utilities (Water)

Utilities (Septic/Sewer)
Utilities (Trenching)
Landscaping

Sales Tax

Building Permits & Other Fees
House Site Excavation
New Construction (CLT)
New Construction (Contractor)
Renovation (CLT)
Renovation (Contractor)
Advertising

Audit

Insurance (Construction)
Construction Loan Interest
Loan Appraisal

Loan Fees

Loan Closings

Mortgage Loan Processing
Credit Reports

Landscape

Financing Consultant
Homebuyer Education
Legal

Market Analysis

Project Management

Land Use Permits & Fees
Site Clearing

Storm Drainage

Road Work

Sidewalks & Paths
Utilities, Electric

Utilities, Telephone
Utilities, Water

Utilities, Septic/Sewer
Utilities, Trenching
Landscaping

Sales Tax

Building Permits & Other Fees
House Site Excavation
New Construction (CLT)
New Construction (Contractor)
Renovation (CLT)
Renovation (Contractor)
Advertising

Audit
Insurance-Construction
Construction Loan Interest
Loan Appraisal

Loan Fees

Loan Closings

Mortgage Loan Processing
Credit Reports

Professional Svcs to Asset
Professional Svcs to Asset
Professional Svcs to Asset
Professional Svcs to Asset
Professional Svcs to Asset
Professional Svcs to Asset
Site Development to Asset
Site Development to Asset
Site Development to Asset
Site Development to Asset
Site Development to Asset
Site Development to Asset
Site Development to Asset
Site Development to Asset
Site Development to Asset
Site Development to Asset
Site Development to Asset
Site Development to Asset
Bldg Construction to Asset
Bldg Construction to Asset
Bldg Construction to Asset
Bldg Construction to Asset
Bldg Construction to Asset
Bldg Construction to Asset
Carrying Costs to Asset

Carrying Costs to Asset

Carrying Costs to Asset

Carrying Costs to Asset

Carrying Costs to Asset

Carrying Costs to Asset

Carrying Costs to Asset

Carrying Costs to Asset

Carrying Costs to Asset

The Items below are used to capitalize payroll costs for project development time. They should
be a Service type of Item. Create one or both (as applicable) for each employee who charges
time to project development. You may want to move these to the bottom of the list of Service
Items so they are adjacent to the other Items used to capitalize project development costs.

For details on creating these items, see the ITEMS FOR PROJECT DEVELOPMENT section
CHAPTER TWO - PROJECT DEVELOPMENT AND CAPITALIZATION.

If preferred, use a number for the Item Name/Number.

Item Name/Number Description Linked to Account

Improves - [Name] Personnel to Asset

HHR - [Name]

[Name’s] time: Improvements Held by CLT

[Name’s] time: Houses Held for Resale Personnel to Asset

Copyright © JACOBSON JARVIS & CO, PLLC 2006 All rights reserved 10
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ITEMS FOR FEES AND RESERVES

The Items below are used to invoice monthly leasehold and other fees including fees for
funding reserves. They should be a Service type of Item.

For details on creating these items, see the ITEMS FOR FEES AND RESERVES section of
CHAPTER FIVE - FEES, RENTS, AND RESERVES.

If preferred, use a number for the Item Name/Number.

Item Name/Number

Leasehold Fee

Reserve Fees
Neighborhood Annual
Neighborhood LT
House Structural Maint

Rents (residential)

Rents (commercial)

Rental Damage

Late Fees

Water Usage

Electric

Reserve Transfers
Unrestricted Net Assets

Neighborhood Annual

Neighborhood LT

House Structural Maint

Description
Leasehold Fee
Header only - do not use
Neighborhood Annual
Neighborhood LT
House Structural Maint
Rents (residential)
Rents (commercial)
Rents (commercial)
Late Fees
Water Usage (bill or reimburse)
Electric
Header only - do not use
Transfers to/from Unrestricted Net Assets

Transfers to/from Neighborhood Annual
Reserve

Transfers to/from Neighborhood LT Reserves

Transfers to/from House Structural Maint
Reserves

Copyright © JACOBSON JARVIS & CO, PLLC 2006 All rights reserved

Linked to Account
Lease Fees
Lease Fees
Lease Fees
Lease Fees
Lease Fees
Rents
Rents
Rental Damage and Late Fees
Rental Damage and Late Fees
Op & Prop Mgmt: Utilities:Water
Op & Prop Mgmt: Utilities:Electric
Unrestricted Net Assets
Unrestricted Net Assets

Board Designated Net Assets:
Reserves (Neighborhood Annual)

Board Designated Net Assets:
Reserves (Neighborhood LT)

Board Designated Net Assets:
Reserves (House Structural Maint)
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PROJECT DEVELOPMENT AND CAPITALIZATION

CHAPTER TWO - PROJECT DEVELOPMENT AND
CAPITALIZATION

SUMMARY OF PROCESS

It is useful to track project development costs as expenses so they can be compared to a
budget. However, project costs are capital costs and properly belong on the Balance Sheet
rather than on the Profit and Loss report. These apparently conflicting results can be
accomplished using the detailed procedures following the summary.

Set up an item for each project development expense account and link it to its related expense
account and to the adjustment account that is used to move it to the asset section of the
Balance Sheet (see ITEMS FOR PROJECT DEVELOPMENT AND CAPITALIZATION above).

Set up a customer named Project Development and add jobs under it for each project.

Use items rather than expense accounts when recording bills from vendors from whom goods
or services for project development are purchased, i.e. any costs that will eventually be
capitalized. Assign each line on the bill to the appropriate project using customer:job.

When reporting time on a paycheck, use the time tracking system and service items for time
spent on project development that should be capitalized. Assign each item to the appropriate
project using customer:job.

To capitalize (move costs to fixed assets on the Balance Sheet) project development costs, at
the end of each month create an invoice that will record the costs in a Construction in Progress
account on the Balance Sheet and will reduce the net effect of the project development costs
on the Profit and Loss report to zero while leaving the detail of the costs on the report.

The invoice is a device for easily moving costs from the Profit and Loss report to the Balance
Sheet by using the billable time and costs feature in QuickBooks. Use the accounts receivable
account named Construction in Progress on the invoice. The project development costs
charged to items on vendor bills will be pulled onto the invoice. They will increase the accounts
receivable account named Construction in Progress. This will be a temporary “holding” account
for these costs until distributing them into the appropriate fixed asset accounts.

An advantage of using the method described here for project development and capitalization is
that it eliminates the extensive use of General Journals in QuickBooks, resulting in audit trails
that are easier to follow.

While this method works well for capital costs recorded on vendor bills, checks, credit card
charges, and paychecks, not all capital costs are recorded on those forms. In many cases, a
CLT receives in-kind contributions that increase the value of capital projects and, therefore,
should be capitalized. In-kind contributions cannot be recorded in a manner that can be
incorporated into this method and, thus, must be addressed separately. If a CLT determines
that this method is not the most efficient, an alternative method can be used. The alternative
method is described in the APPENDIX.

Regardless of which method is used to capitalize costs, distribute the amounts in the
Construction in Progress account to the appropriate asset accounts when a project is
completed and/or at fiscal year-end if a project is still in progress.

CUSTOMERS AND JOBS FOR PROJECT DEVELOPMENT

In order to use the billable costs and time feature to capitalize project development costs,
complete the following steps to create a customer named Project Development and add jobs
under that customer for each project that is in process.
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PROJECT DEVELOPMENT AND CAPITALIZATION

Note that if you use the alternate method for capitalizing costs described in the APPENDIX,
you will not need to create these Customers and Jobs.

Create a Customer named Project Development:

1. From the Customer menu, select Customer:Job List
Click the Customer:Job button in the lower left corner
Select New

In the Customer Name field enter Project Development
Click OK

u A W N

When a new project begins (and for existing projects that have project development or other
capital costs), add it as a new job under the customer Project Development:

From the Customer menu, select Customer:Job List

Highlight the Project Development Customer

Click the Customer:Job button in the lower left corner

Select Add Job

Enter the project name

Click OK

ok LN

Government funding sources usually require recipient organizations to report how the funding
was spent. Use a sub-job to delineate funding sources and charge costs to sub-jobs on vendor
bills, checks, or credit card charges. You can print a report of expenditures by funding sources.

If any costs of a project will be charged to specific funding sources, add a sub-Job under the
project Job for each source of funding and one called No Specific Funding:

From the Customer menu, select Customer:Job List

Highlight the appropriate Job under Project Development Customer

Click the Customer:Job button in the lower left corner

Select Add Job

Enter the funding source name (or No Specific Funding)

Click OK

ou kLN

ACCOUNTS FOR PROJECT DEVELOPMENT

Project development costs will be charged to expense accounts and then zeroed out against
“adjustment” expense accounts. When they are zeroed out, those costs will be “held” in an
accounts receivable account named Construction in Progress until the costs are finally
distributed to the appropriate asset accounts.

Create the Accounts Receivable Account:

From the Lists menu, select Chart of Accounts

Click the Account button in the lower left corner

Select New

From the Type drop-down menu, select Accounts Receivable
In the Name field enter Construction in Progress

Click OK

O U A WN R

Create the project development expense Accounts and “adjustment” expense Accounts:

1. From the Lists menu, select Chart of Accounts
2. Click the Account button in the lower left corner

Copyright © JACOBSON JARVIS & CO, PLLC 2006 All rights reserved 13
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Select New

From the Type drop-down menu, select Expense

In the Name field enter the name of the Account

Click the Subaccount of box if necessary

Select the appropriate “header” Account from the drop-down list
Click OK

® N kW

Create all the project development accounts in the 9000 series of expense section of the
CHART OF ACCOUNTS table in CHAPTER ONE - UNIFORM LISTS. These accounts are
grouped under the following header accounts: Acquisition, Professional Services, Site
Development, Building Construction, Carrying Costs, and Adjustments. Do not use the header
accounts in transactions.

ITEMS FOR PROJECT DEVELOPMENT

Items are always linked to an account on the Chart of Accounts so that, when the item is used
in recording a transaction, the account that the item is linked to is affected. When costs paid
to a vendor will be charged through to a customer, an item can be set up that links to two
accounts. It links to an account that will be debited when a vendor bill is entered using the
item. This account is referred to as Expense account on the Item window. It also links to an
account that will be credited when an invoice is created using the item. This is referred to as
Income account on the Item window. However, any type of account can be assigned in those
fields and, in this process, expense type accounts will be assigned to both.

This feature can be used to charge (debit) project development and other capital costs to
expense accounts and then to credit “"adjustment” expense accounts for the same amounts,
reducing the net effect of the costs on the Profit and Loss report to zero. The purpose of the
“adjustment” expense accounts is to zero out the costs without losing the detail in each of the
project development expense accounts.

Note that if you use the alternate method for capitalizing costs described in the APPENDIX,
you will not need to create these Items.

ITEMS FOR VENDOR COSTS
Create Items for charging project development costs payable to vendors:

1. From the Lists menu, select Item List

Click the Item button in the lower left corner

Select New

From the Type drop-down menu, select Non-inventory Part

For the Item Name use the same name as the project development expense Account it is
associated with (or use the Account number of that expense Account)

6. Click the box This item is purchased for and sold to a specific customer:job
This will allow you to link the item to an expense Account and to an income Account

7. For the Description use the name of the project development expense Account the item is
associated with

8. From the Expense Account drop-down menu, select the expense Account associated with
the item to link the item to when entering a vendor bill

u A W N
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Type

Norinventory Part | Use for goods you buy but don't track, like office

W supplies, or materials for a specific job that yvou
charge back to the customer.

Item Name/Mumber || Subitemn af
Purchase Price

This iterm is purchased for and sold to a specific customer:job
Purchase Information
Description on Purchase Transactions

Sales Information
Description on Sales Transactions

Purchase Price Purchase Price

Cost 0.00 Sales Price 0.00

Expense Account | uisition:Purchase Price |

OK
Cancel
[ext
Custom Fislds

Spelling

|:| Item is inactive

Preforred Yendar Utilities Expenss
Electric Expense

Garbage/Recycling Expense

Security/Fire Expense

Sewer /Septic Expensa

\higter Expense

Operating Cost Share Transfer Expense

Acquisition Expense

( ]

Acquisition Appraisal Expense
Brokers Fee Expense
Closing Costs & Title Insurance Expense
Financing Expensa
Inspections Expense
Transfer Tax Expense
Professional Services Expense
Design, Architecture Expense

9. From the Income Account drop-down menu, select the expense Account that will be used to

reclassify the expense to the Balance Sheet

———.

Type

Use for goods you buy but don't track, Tkey povation IEoniEtoy

Horrinventory Part supplies, ar materials for a specific job th Carmng Eom
charge back to the customer, Aué?tr €ing

Insurance-Construction
Construction Loan Interest
Loan Appraisal
Loan Fees
Loan Closings
Loan Date Down Endorsements
Sales Information|  Mortgage Loan Processing
Description on Sald  Credit Reports
Adjustrents

Personnel to Asset

Item kameMumber [ subitem of
Purchase Price

This iterm is purchased for and sold to a specific custorner: job
Furchase Information
Description on Purchase Transactions

Purchage Price Purchage Price

Professional Services o Asset
Site Developrrent to Asset
Building Construction to Asset
Carrying Costs t Asset

Cost 0.00 Sales Price

Expense Account | Acquisition:Purchase, .,

Cperating & Management 1o Asset

Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
Expense
E:

Expense
Expense —
Expense
Expense

Preferred Yendor Income Account | Adjustrments:Land cqL

10. Click OK

Create all the Non-inventory Part items in the ITEMS FOR PROJECT DEVELOPMENT &
CAPITALIZATION table in CHAPTER ONE - UNIFORM LISTS and link each to the accounts

noted in the table.
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ITEMS FOR PAYROLL COSTS
Create items for employee time for project development:

1. From the Lists menu, select Item List

Click the Item button in the lower left corner

Select New

From the Type drop-down menu, select Service

For the Item Name include identification of the employee and the type of cost capitalized

Note that the types of costs that employees spend time on that will be capitalized are
Improvements Held by CLT and Houses Held for Resale

For the Description identify the employee and the type of cost
7. In the Rate field enter the approximate hourly cost of the employee

To determine the hourly cost of an employee, calculate the cost of payroll taxes and
benefits. Then calculate those costs as a percentage of gross pay. Determine the hourly
rate for the employee and increase it by the calculated percentage, e.g. if tax and benefits
are 15% of an employee’s gross pay, multiply the hourly rate by 115%)

8. From the Account drop-down menu, select the adjustment expenses Account Personnel to

u A W N

o

Asset
Type K

Use for services you charge for or purchase, like
specialized labor, consulting hours, or professional
fees.

Sarvice
Cancel

Mext

Item MameMumber [ subiterm of

Custom Fields
Improves - Elmer

Spelling
[] This service is perforrmed by a subcontractor, owner, or partner

Description ate |:| Item is inactive

Elmer's time: Improvements Held by CLT 13.82

ACcount

N Renovation, Cantragiss”
Howe can [ set rates by customers or employess? | ©30 Expense

Expense
Advertising Expense
Audit Expense
Insurance-Construction Expense
Construction Loan Interest Expense
Loan Appraisal Expense
Loan Fees Expense
Loan Closings Expense
Loan Date Down Endorsements Expense
Mortgage Loan Processing Expense
Credit Reports Expense
Adjustments Expense
Exp
Land Acquisition to Asset Expense
Professional Services to Asset Expense =
Site Development to Asset Expense —
Building Construction to Asset Expense
Carrying Costs to Asset Expense

9. Click OK

For each employee who has time charged to project development costs, create an Item for
each combination of employee and type of cost (Improvements Held by CLT and Houses Held
for Resale). Be sure to update the rate for each employee whenever pay rates, taxes,
or benefits change.

Move Items related to payroll project development costs to the bottom of the Service Items
section on the Item List just above the other (Non-inventory Part) project development Items.

Copyright © JACOBSON JARVIS & CO, PLLC 2006 All rights reserved 16
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PAYROLL SETUP FOR PROJECT DEVELOPMENT COSTS

Note that if you use the alternate method for capitalizing costs described in the APPENDIX,
you will not need to set up payroll this way.

Use the Time Tracking feature in QuickBooks to record employee hours for project
development. You may use this feature for all employees but it is not necessary.

To turn on Time Tracking:
1. From the Edit menu, select Preferences
Click the Time Tracking preference

2
3. Click the Company Preferences tab
4. Click Yes in the Do You Track Time? Box

Preferences TP a o st X|
My Preferences Company Preferences
Sales Tax
o v Track TN
Send Forms, ettt
Moriday
& Also See:
Service
Connection General
@ Sales and
Customers
Spelling
Jobs and
Estimates

To turn off the time tracking feature (optional) for employees who do not have
project development time:

1. From the Employees menu, select Employee List

2. Edit an employee who does not have time for project development

3. In the Change tabs field, drop down the list and select Payroll and Compensation Info

4. Uncheck the Use time to create paychecks box

Edit Employee

Information for: Mathanis! Parks

Change tabs:

—_— FPersonal Info
Payroll Info «Payrall and Cormpensation Info

Ernployrment Info

Earnings

Ttem Name Hourly/Arrualeate | P9 Period | Monthly
Hourly Rate et | Class 100 Project, .
< [[Use time data to create paychecks
e Iy Contributions
[ Item Name Amount Limit | ‘ Tares
5. Click OK
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RECORD PROJECT DEVELOPMENT COSTS

VENDOR BILLS

Often project development costs include contractor bills that provide for retainage of a portion
of the bill until the work is completed. When this is the case, enter the entire bill and then pay
only the portion currently due, leaving the retainage unpaid until completion. At completion,
pay all the unpaid portions of bills to each contractor who had retainage withheld.

When you incur costs for project development that will be capitalized to the project, enter a
vendor bill to record the costs:

1.
2.

® N U AW

10.

11.
12.

From the Vendors menu, select Enter Bills

If there is more than one Accounts Payable Account, select one from the A/P Account drop-
down list

In the Vendor field, drop down the vendor list to select the vendor or enter the vendor name
Tab between fields on the form

In the Date field enter the date printed on the bill

Tab to the next field and enter a reference number if necessary

Tab to the next field and enter the amount

Tab to the Bill Due field and accept the default or enter another due date

The default due date for all vendors is 10 days after the bill date and can be changed in
Preferences \ Purchases & Vendors. It can then be overridden for individual vendors by editing
vendor information (Vendor List, Edit Vendor, Additional Info tab). It can also be overridden in
the Terms field.

Tab to the next field and, if necessary, select the terms from the drop-down menu or Add
New terms

If there is retainage, tab to the memo field above the coding section and enter the amount
of retainage

Tab to the coding section of the window
Click on the Iltems tab in the coding section

« Enter Bills - Accounts Payable Type a help question v How Do I?

previous Pext & Find % Hstory =l Journal

@ el Ocredit AP Account Accounts Payable []eill Received

verdor Date 02/10/2006 (=]

Terms Ref. Mo

Bill Due  02/20/2006

Amount Due 9.00

y
Expenses $0.00 | Items $0.00

Ttem Description g Oty Cost Amount Custormer:Job =] Class |
T — |
Clear splits Recalculate Save 8 Close I l Save & New I l Clear
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13. In the Item column on the ltem tab drop down the item list and select the Item associated
with the appropriate project development expense Account

14. Tab to the next column and accept the description

15. Tab to the next column and, if applicable, enter a quantity
16. Tab to the next column and, if applicable, enter a rate
17. Tab to the next column and accept or enter the amount

18. Tab to the next column, drop down the Customer:Job list and select the appropriate project
(Job) under the Project Development Customer (and if there are sub-Jobs for specific
funding sources, select the appropriate sub-Job)

= Enter Bills - Accounts Payable Type a help question V How Do I?‘

previous B pext € Fnd % History = Journa

@il (credit AP Account Accounts Payable I [V]eil Received
Yendor £20Us Environmental Sciences | Date 02/10/2006

Bilces 02/20/2005 [a)]

Amount Due  1,500.00

Terms Ref. No.
Mo
Expenses £0.00 | Items $1,500.00
Item Description aby Cost Amount [=] Class
PRSI X
Erwironment... Environmental Analysis 1,500.00 m |F‘m]act Development:Madr B 230 Madro...

Custormer :Job
Job

Project Development
Madrona
Mo specific funding

19. Tab to the next column and drop down the Class and select the appropriate Class for the
project

20. Add additional lines as needed
Note: If there are costs on the bill that are not project development costs that
will not be capitalized, click the Expenses tab and enter them there.

21. Click Save & Close

Note that other methods for recording project development costs are Write Checks and Record
Credit Card Charges, both accessed from the Banking menu. If either or both of these
methods are used (in addition to vendor bills or instead of), the process is the same as above.
Click on the Items tab and record costs there, using items, rather than on the Expenses tab.

See the APPENDIX for payment of bills with retainage.

If using the alternate method for capitalizing costs, record costs on the Expenses tab using the
appropriate project development expense account and the appropriate Class. See the
APPENDIX for a description of that method.
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PAYROLL HOURS

Be sure to separate an employee’s project development hours by each combination of project,
funding source, and type of cost (Improvements Held by CLT or Houses Held for Resale)
before beginning this process.

Enter hours for the pay period that will be charged to project development on a weekly
timesheet:

1. From the Employees menu, select Time Tracking and then Use Weekly Timesheet

Banking Reports  Window Help

Employee Mavigator

Fay Employees,..
Editvoid Paychecks...

Frocess Payrol Liabiites 4
Process Payrol Farms...

Workers Compensation
Order Checks & Envelopes
Run Payroll Checkup

Time / Enter Single Activity...

Payroll Services
Get Updates 4
Fayroll Update Information

2. In a blank timesheet, enter the employee name
3. Click the Set Date button in the lower left corner and enter the last day of the pay period

& Weekly Timesheet Type a help question v How Do I?-

previous PP Next <GPrint -  BF oot sigl Aciviny
Name ] -
S Timesheet
Week OF Jan 2 to Jan 8, 2006
M Tu w Th F Sa Su
Customer :Job Service Ikem Payroll Itermn Notes Class 2 3 4 5 ] 7 ] Total
[~
&
Totals 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 ‘
Potes field

SetDate .. \] I Copy Last Sheet Save & Close ] l Save & New I [ Clear I
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4. On the first line, in the Customer:Job column, drop down the Customer:Job list and select the
appropriate Job and sub-Job under Project Development Customer (project and funding
source)

@ Weekly Timesheet

@ rrevious B Mext <HPrint -

Marme Julian Rennurb

\Week Of Jan 30 to Feb 5, 2006

Custormer:Job Service Item Pavroll Item Motes
Project Developm... [Improves - Julian  (Hourly Rate
Project Developr [ [+

Project Develapment Customer:Job |
Madrona Job
Mo specific funding Job =
FHLE Job
Oberon Waood Iob
LEASEHOLDS Customer:Job

5. In the next column, drop down the Service Item list and select the appropriate service item
(appropriate employee and type of cost)

& Weekly Timesheet

@ previous [ MNext &&Print -

Marme Julian Rennurb
Wweek Of Jan 20 to Feb 5, 2006
I Tu
Custorner :Job Service Item Payroll hem Motes Class 30 31
Project Developm... (Improves - Julian  |Hourly Rate | 230 Madrana | 120.00
Project Develo... |4HR: - Elmer |
Wiater Usage Service Wiater Usage (bill or reimburse)
Electric Service Electric
Reserve Fees Service HEADER OMLY - DO NOT LUSE
Meighborhood Ops Service Meighborhood Ops
Property (LT} Service Property (LT
House Structural Maint Fund Service House Structural Maint Fund
Reserve Transfers Service HEADER ONLY - DO MNOT LISE
Unrestricted Met Assets Service Transfers to/from Unrestricted Met Assets
Meighborhood Ops Service Transfers to/from Neighborhood Ops Res...
Property (LT Service Transfers to/from Property (LT) Reserve
House Structural Maint Fund  Service Transfers to/from House Structural Maint...
Board Designated Transfers Service HEADER OMLY - DO NOT USE
Unrestricted Met Assets Service Transfers to/from Lnrestricted MNet Assets
Land Service Transfers to/from Board Designated - Land
Improvernents Service Transfers to/ffrom Board Designated - Im...
Personnel to Asset Service Personnel to Asset
Improves - Elmer Service Elrner's time: Improvements Held by CLT
Improves - Julian Service Julian's time: Improvements Held by CLT  —|
«HHR. - Elmer : ] Il
HHR. - Julian Service Julian's time: Houses Held for Resale

6. In the next column, select the appropriate Payroll ltem for the employee
7. 1In the Class column, select the appropriate project (Class) for the time
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8. Summarize the hours for the pay period for that combination of project, funding source,
and cost type and enter them in the column for the last day of the pay period

9. If you enter more than 24 hours for one day you will get a warning

[ WarmneE
1

‘E &n activity's duration totals for a day should not exceed 24 hours,
L

10. Click OK

11. Continue entering, on separate lines, hours for each combination of funding source
(Customer:Jobh), cost type (Service Iltem), and project (Class)

@ Weekly Timesheet Type a help question V How Do I?
Dprevious B Next Grrint - BZ EdtSnge Activity
Name  Julian Renrurb .
R — Timesheet
Week Of Jan 30 to Feb 5, 2006
M Tu W Th F Sa Su
Customer:Job Service Iem Payrall ltem Notes Class 0 ki 1 2 3 4 5 Total
Project Developr... [Irmproves - Julian — |Hourly Rate 230 Madrana 120.00 120,00
Froject Develn.., | HHR - Julian Hourly Rate 230 Ma... 40,00 | 40,00 B
I f f I nonl =@

Note that you can enter all of an employee’s hours on the timesheet if you want. Click in
the last column (to X out the billable cost icon) for lines with hours that are not project
development hours. Do not select a Service Item for those hours.

Timesheet

P

\
Tn:utal/ ‘

a\on] & |

N_¥

Alternatively, you can enter only project development hours on the timesheet and enter
the other hours when processing the payroll in Pay Employees

12. Click Save & Close (or Save & New to enter another timesheet)
13. If you entered more than 24 hours for one day you will get a warning

Copyright © JACOBSON JARVIS & CO, PLLC 2006 All rights reserved 22



PROJECT DEVELOPMENT AND CAPITALIZATION

l Day limit exceeded
3

More than 24 hours have been entered for a single day. Da you want to
L3 continue?

14. Click Yes

When you go into Pay Employees, the hours from the timesheets will automatically populate the
paycheck (if no hours were entered on a timesheet you will get a message saying that). You
can add additional earnings or other items as usual when creating the paycheck if you did not
put non-project development hours on the timesheets.

REVIEW PROJECT DEVELOPMENT COSTS

Capitalize project development costs as part of the month-end process so the Balance Sheet
and the Profit & Loss report are correct. Review the vendor and payroll costs carefully. When
you are certain the costs are correct and complete, you will pull them onto an invoice. The
effect will be to zero out the costs on the Profit & Loss report without eliminating the detail of
the costs on that report.

REVIEW VENDOR COSTS

1. From the Reports menu, select Jobs, Time & Mileage
2. Select Unbilled Costs by Job to display the report
3. Drop down the list in the Dates field and select Last Month
4. Press Tab and note that the dates in the From and To fields change
5. Click the Modify Report button
6. Click the Filters tab
7. 1In the Choose Filter box highlight Name
8. From the Name drop-down list, select the Customer:Job Project Development
9. Click OK
Unbilled Costs by Job
H January 2006
* Type - Date B Source Name - Memo * Account - Billing Status - Amount
Project Development
Madrona
No specific funding
Bill 01/09/2006  Terra Firma N LLC  Design, Arch... Design, Architecture  Unbilled 7.500.00
Bill 011272008 Aldort, Harvey Purchase Pr...  Purchase Price Unbilled 9,500.00
Total Mo specific funding 17,000.00
FHLB
Bill 01/05/2008  Aldort, Harvey Purchase Pr...  Purchase Price Unbilled 100,000.00
Total FHLE 100,000.00
WA State HFU
Bill 01/27/2008  Azous Erwironment...  Erwironment...  Environmental Anal...  Unbilled 1,500.00
Total Wa State HFU 1,500.00
Total Madrona 118,500.00
Total Project Development 118,500 00
TOTAL 118,500.00

—_ S e

Copyright © JACOBSON JARVIS & CO, PLLC 2006 All rights reserved 23
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Print this report as supporting documentation for the amounts capitalized. To reprint
this report after creating the invoices:

1. Click the Modify Report button
2. Click the Filters tab
3. In the Choose Filter box select Billing Status
4. Click Billed
5. If you plan to print the report, click the Header/Footer tab and change the Report Title
6. Click OK
ModinaREpanllhillEdiEa s eyl Type ahelp qUBStID” LE
Display Filters Header /Footer Fonts & Humbers
Choose Filter Current Filter Choices
Filter BillngiStatls Filter Setto
Date O any Account Selected accounts...
Item B Date Custom
Memo = O Mot Billable Mame Project Development:
Mame i Billing Status Billed
1 Nurnber () Untilled Detail Level all excent summary
1 TransactionType = ]
1] |aging @
|
I Remove Selected Filter
Billing Status Filtsr
Choose the billing status you want to include (which
expenses you've hilled and which ones you haven't).
| Choose 'Mat Billable' to show expenses you don't intend
i o bill.
I [8]14 ] [ Cancel ] I Help ]

REVIEW PAYROLL COSTS

From the Reports menu, select Jobs, Time & Mileage

Select Time by Job Detail to display the report

Drop down the list in the Dates field and select Last Month

Press Tab and note that the dates in the From and To fields change

A W NP
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Time by Job Detail
January 2006
@ Date @ Name + Billing Status « Duration

Project Development:Madrona:FHLB
Improves - Elmer
01/31/2006  Elmer C Sre...  Unbilled 120.00
Total Improves - Elmer 120.00

Improves - Julian

013172006 Julian Renn...  Unbilled 120.00
Total Improves - Julian 120.00
Total Project Development: Madrona: FHLE 240.00

Project Development:Madrona:WA State HFU

HHR - Julian
013172006  Julian Renn...  Unbilled 40.00
Taotal HHR - Julian 40.00
Total Project Development: Madrona: W, State HF 40.00
TOTAL 280.00

MEMORIZE REPORTS TO REVIEW COSTS EACH MONTH
It is helpful to organize memorized reports into groups.

To create a memorized report group:

From the Reports menu, select Memorized Reports

Select Memorized Report List to display the list

Click the Memorized Report button at the lower left corner of the list
Select New Group

Enter the name of the group, for instance Project Development Capitalization
Click OK

o U A WN =

To memorize the report:

1. With the report open, click the Memorize button

2. Accept the default name for the report

3. Click Save in Memorized Report Group box

4. From the drop-down list select Project Development Capitalization
.E:.‘ZfHJUFJZjJ”.f}J'JJ’i L:j

Mame; |Unbilled Costs by Job

Save in Mermorized Report Group:

v Project Developrment Ca...

[ OK ] \ Cancel Board Reports
CLTA& Unifarmity Project
ACcountant
Banking
Carmpary
Customers
Harvey Purchase Pr Effpltyeed '
_ _ _ _ Wendors
5. Click OK
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REVIEW FOR MISTAKES AND MISSING COSTS

Review all the costs listed on these reports for correctness of amount or hours, project, and
funding source. To make corrections, double-click on the transaction on the report and make
the correction.

Also carefully consider whether there are any costs that should be on the report that are not.
They may be missing because:

= The costs were not recorded in QuickBooks yet
= The customer:job Project Development was not used when recording the costs
= The costs were recorded on an Expense tab rather than an Item tab

It is very important that each of the vendor costs was recorded using an Item rather than an
expense account (see VENDOR BILLS above).

It is not easy to correct mistakes made when pulling costs onto an invoice so it is a
good idea to proceed carefully. Although the invoice can be deleted, the costs pulled
onto it are not “"restored” to the status of “unbilled” if the invoice is deleted. Each
vendor bill would have to be deleted and re-entered to restore unbilled status.

CAPITALIZE PROJECT DEVELOPMENT COSTS

To capitalize development costs create an invoice and, using the Time/Costs feature, pull the
project development costs onto the invoice. It is essential that all vendor costs were recorded
using an Item and all payroll hours were recorded on a timesheet. Any vendor costs that were
not recorded that way will be zeroed out against the project development expense account
they were originally recorded to rather than being zeroed out against the appropriate
“adjustment” account. Any payroll hours not recorded that way will not appear at all.

As explained above, the invoice is a device for transferring costs to the Balance Sheet while
leaving the expense detail in the accounts they were originally recorded to (via Items). The
effect of this invoice will be to move all the costs to an accounts receivable “holding” account
named Construction in Progress and, on the Profit & Loss report, create negative amounts in
the various “adjustment” accounts, indicating the costs were transferred to the Balance Sheet.

Enter one invoice for each Job or sub-Job under the Project Development Customer:Job
included on the Unbilled Costs by Job report and the Time by Job Detail report:

1. From the Customers menu, select Create Invoices

2. In the Customer:Job field, from the drop-down list select Project Development and the
appropriate Job or sub-Job under that

f= Create Invoices - Construction in Progress

erevious B Hext &@Print - Ldsend - B shp - ELFnd [ Speling %

Customer:Joh Class Arccount
Project Development:Madrc Congtruction in Progr...
Project Developrment Customer :Job
Madrana filula]
Mo gpecific fundin fi[ula]
Wle State HFU filula]
Oberon Wood filula]
| F&aSFHMI MS ~histnmer 0k

3. Press Tab to move through the data entry form
4. Tab to the Class field and from the drop-down list select the appropriate project
5. Tab to the Account field and select the Construction in Progress Account
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m Create Invoices - Construction in Progress

Werevious P rext &@Print - Send - Bshp - B Fnd & Speling % History E Journal & TimefCosts,.. [y Letters

Customer: Job Class Arcount
Project Development:Mad. ., | 230 Madr... |_ Comstruction in Progres
. ~ < Add Mew =
Construction in Progress
Accounts Receivable Accounts Receivable
Fees and Rents Accounts Receivable
Grants Receivable Accounts Receivable
Consulting Fees Receivable Accounts Receivable
Construction Loans Receivable Accounts Receivable

fruction in Prog Al =)

Tab to the Template field and select the appropriate template

Tab to the date field and enter the last day of the previous month in the date field
Tab to the next field and enter a reference number or accept the default

Click on the Time/Costs icon in the toolbar at the top of the invoice

© ® N

m Create Invoices - Construction in Progress

pravious P Mext GPrint - Gdsend - BShip - ELFnd & Speling %y History JJouma [lyletters -

Custormer: Job Clags Account
Project Development:iad. .. |:| 230 Madr... |:| “onstruction in Progres D

Construction in Progress

The Choose Billable Time and Costs window will pop up

“rzagz Bl aF s e @ Type a help question E:a

Time and Costs For: Project Development:Madrona:FHLB

$0.00 | Time $£0.00 | Mileage +0.00

Amount

100,000,000

V]

I:| Print selected time and costs as one invoice itam Total billable tirme and costs 100,000,00

oK | [ cacel || He
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10. On the ltems Tab click in the Use column to select all costs for the month
11. Click on the Time Tab and select all hours for the month (click in Use column)

r 2
] Type 2 help question il

EhEosEBI bl ENNmERENHNEO5 TS

Time and Costs For: Project Development:Madrona:FHLB

Mileage $0.00

Ikems $100,000.00 | Expenses

Select &l iK™ i e 0wy Infor mati ™
=A% timesheets is brought into QuickBocks invaice: pHons. .

Amount i |

Use Date Employes Service Iterm Hours Rate

01/31/2006 |Julian Rennurb
5 |Elmed

. [120.00

Total hillable time and costs 103,032.40

[ Print selected time and costs as one invoice itam

[ oK | [ cacel || b

12. Click the Options button
13. Click Transfer item descriptions

UIIE! Lﬁ]

When fransferring billable time fo an invoice!

PptenseralirEns e ne Bl Eile

(@) Enter a separate line on the invoice for each activity

'Z::' Transfer activity notes
() Transfer iterm descriptions
() Transfier haoth notes and descriptions

() carmhine activities with the same service item and rate

oK Cancel Help
|| |

14. Click OK
15. Click OK to pull all selected Items and Time onto the invoice
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= Create Invoices - Construction in Progress Type a help question V How Do I?-E

Wprevios B next &@Print ~ Cdsend - Bshp - & Fnd [ Speling By History [l Journa &% TimefCosts..  dhletters -

Customer:Job Class Account Template

Project Development:Mad. D 230 Madr.. D Construction in Progr. D Construction in Prog. D

Construction in Progress i/A12008 | m| (L1

Iem Description Qby Amount,

Improves - Julian Julian's time: Improvements Held by CLT 11,50 |230 Madrona 1,380.00 D
Improves - Elmer Elmer's time: Improvements Held by CLT 13.82 |230 Madrona 1,692.40 E|
Purchase Price Purchase Price 100,000.00 | 230 Madrona 100,000.00
Tatal 103,032.40
(7o be printed. Apply Credits | Payments Applied 0.00
170 be e-mailed Balance Due 103,038.40
Memo
Let QuickPinnks help vou get paid online by credit card. l Save & Close ] [ Save & New ] [ Clear

16. Click Save & Close

REPORTING PROJECT DEVELOPMENT COSTS

After recording all invoices to transfer costs to Construction in Progress, the relevant section of
a Profit & Loss report, filtered for one project (Class) and certain expense accounts, displays
project development costs in detail while zeroing them out in the adjustments section.

Profit & Loss - Madrona Project Development
January 2006

“ Jan 06 @
Expense

Personnel

Salaries & Wages 3,162.50

Payroll Taxes 304.17
Total Personnel 346667
Acquisition

Purchase Price 109 500.00
Total Acquisition 109 500.00
Professional Services

Design, Architecture Fa00.00

Environmental Analysis 1.500.00
Total Professional Services 9.000.00
Adjustments

Personnel to Asset (3 467 .60)

Land Acquisition to Asset (109 500.00)

Professional Services to Asset 9,000.00%
Total Adjustments 121 957 607

Total Expense 0.93)
Net Income > 0.93 4

Note: Because the hourly cost for employee hours capitalized is an estimate, that amount
does not exactly zero out.
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The amounts zeroed out in the adjustments accounts were transferred to Construction in
Progress via invoices as described above. By drilling into the Construction in Progress
(accounts receivable account) on the Balance Sheet, you can see the detail currently in that

account.

Transactions by Account
As of January 31, 2006

+ Type <« Date ¢ Name ¢ Class @ Amount ¢ Balance

Construction in Progress 0.00
Irvoice 01/31/2006  Project Developrment: Oberan Waood 220 Oberon Wood 378000 3780.00
Invoice 0143172006  Project Development: Madrona: FHLE 230 Madrona 102 9597 B0 106,747 60
Iryaice 01/31/2006  Project Development:Madrona: Mo specific funding 230 Madrona 17,000.00 123747 60
Invoice 01/31/2006  Project Development:Madrona: WA, State HFU 230 Madrona 1,970.00 125 717 .60
Total Construction in Progress 125 717 60 125 717 60
TOTAL 125,717.60 125,717.60

DISTRIBUTE CONSTRUCTION IN PROGRESS TO ASSETS

The Construction in Progress account is a holding account used to quickly and easily capitalize
costs via the device of an invoice. This should be done as part of the month-end process.

Periodically the costs held in that account should be reclassified into the appropriate asset
accounts: Houses Held for Resale, Land, and Improvements Held by CLT. This should be done
at the end of each fiscal year or sooner, if a project is completed during the year. However it
can be done more frequently.

SUMMARIZE COSTS FOR DISTRIBUTION TO ASSETS
The first step is to print a summary of the costs by project.

1. From the Reports menu, select Custom Summary Report

2. The Modify Report window automatically opens to the Display tab
3. Set the date range
4. From the Display columns by field, select Class
5. From the Display rows by field, select Item detail
| odifyReport -.-..-:r|=.--.1:=;‘;-..J,-_-:-..-“-='u,-"rr"""‘hfrf"-'"“-!E.-;:m| rd
Display Eittirs Header Footer | Forts 8 Mumbers:

From oLt [m] To (onsssoos [w)

This satting determines how this report caloulates ncome and expensas.

8) Acoryal Cagh

Display columns for

Sortpy |Oefalt
&) At L
" %) ascordng order £
Quantity oo '] .
Bath Descerelpg v o4
[ Previous Beried [previous Year  [] Year-To-Date ] % of oy [[] % of Cglumn

Adpared. Pgvert,

6. Click the Filters tab
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7. 1In the Choose Filter box, highlight Account

8. From the Account field drop down the list and choose Selected (or Multiple) Accounts
9. A list of Accounts will pop up

10. Click each Account in the Adjustments section of Expenses (at the end of the list)

| BElectACESInT taj‘

(@) Manuak Loan Closings
Loan Date Down Endorsements
Martgage Loan Processing
Credit Reparts

stdjustments
Personnel to Asset

s e
click oK.
() Automatic

Eniter the exact account below, then
click CK.,

Operating & Management to Asset
Land Acquisition 10 Asset
Professional Services to Asset
Site Developrment 1 Asset
Building Construction o Asset

v
v
v
v
v
v
v
v Carrying Costs to Asset

QK

Cancel

11. Click the Header/Footer tab
12. In the Report Title field enter Distribute Project Development Costs to Assets
13. Click OK to display the report

Distribute Project Development Costs to Assets

January 2006
+ 220 Oberon Wood - 230 Madrona - TOTAL %
Parts
Purchase Price » 0.00 4 108,500.00 108,500.00
Design, Architecture 0.00 T.,500.00 T.,500.00
Environmental Analysis 0.00 1,500.00 1,500.00
Storm Drainage 3,750.00 0.00 3,750.00
Total Parts 3,750.00 118,500.00 122,250.00
Service
Improves - Elmer 0.00 1,587 .60 1,587 .60
Improves - Julian .00 1.410.00 1.410.00
HHR - Julian 0.00 470.00 470.00
Total Service 0.00 3467 60 3467 60
TOTAL 3,750.00 121,967.60 125,717.60

Print all the reports used to determine the distribution as support for the General
Journal distributing the costs.

PREPARE A GENERAL JOURNAL

From the information summarized above, determine the amounts to distribute to each asset
account. Then prepare a General Journal to transfer amounts from Construction in Progress to
the appropriate asset accounts. The General Journal will also transfer amounts from
Unrestricted Net Assets into Board Designated Net Assets for land and for improvements.
Select a Class (project) for each line.

If you are distributing costs for more than one project, make a separate General
Journal for each project.
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It may be helpful to export the Distribute Project Development Costs to Assets report for each
project to Excel to summarize amounts for the General Journal:

1. With the Distribute Project Development Costs to Assets report open, filter the report to
show one project (then follow these steps for each project with costs to distribute)
Click the Modify Report button

On the Display tab, drop down the Display columns by field and select Total only

Click the Header/Footer tab and add the project name to the Report Title

Click OK to display the report

au A WN

Madrona - Distribute Project Development Costs to Assets

January 2006
« Jan06 -
Parts
Purchase Price » 109,500,004
Design, Architecture 7,500.00
Environmental Analysis 1,500.00
Total Parts 118,500.00
Service
Improves - Elmer 1,587 .60
Improves - Julian 141000
HHR - Julian 470.00
Total Service 3467 60
TOTAL 121,967.60
6. Click the Export button.
7. Click the Advanced tab
'g,P-J,f g e g help quest\un Lj]
Oa '“”"“Z“‘w'j Sl
F w;ligﬁeipﬁmlrgrksheeg in the workbook that explaing Excel
[ Export ] I Cancel ] [ Help ]

8. Uncheck the Space between columns box
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st ilogope Type a help question

Basic Advanced

Preserve the follow ing Sk Sag matting options:

Eonte D Space between columns
W Row height

Colors
Turn on the fallowing Excel features for this report:

AutoFit (set colurmn width to display all data)
Freege panes (keep headers and labels visible)
Show Gridlines

[ suto Dutline éllows collapsing / expanding)

[ suto Filtering (allows custom data filtering)

Printing options

'}.‘Eend header to Page Setup in Excel;

( : ) Send header to screen in Excel

Repeat row labels on each page

X

[ mpot | [ el | [ wep
9. Click Export
AlB] C [ o 1 E [ F ]
2 ||[Madrona - Distribute Project Development Costs to Askets
3 || January 2006
4 Jan 06
5 Parts
3] Purchase Price 109,500.00
7 Design, Architecture 7.500.00
8 Environmental Analysis 1,500.00 / Exported
g Total Parts 118,500.00 / report from
QuickBooks
10 Service to Excel
11 Improves - Elmer 1,987 .60
12 Improves - Julian 1,410,000
13 HHR - Julian 47000
14 Total Service 2,467 .60
15)| TOTAL 121,967.60
16k
A7 )
18| | Summary to Reclassify to Asset Accounts Summarize
19 | Land 108, 500.00 / amounts by
20 | Improvements Held by CLT 4 4597 50 asset account
A Houses Held for Resale 7.,970.00
22 127 967 60

In the Excel worksheet, add the summary for distributing costs to each asset account. Use
Excel features to do this, creating formulas rather than manually adding amounts.

In this example, Purchase Price is distributed to Land, Environmental Analysis is distributed to
Improvements Held by CLT and Design, Architecture is distributed to Houses Held for Resale.
Where applicable, personnel costs are added to the appropriate line item.
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MAKE GENERAL JOURNAL
To record a General Journal:

1. From the Company menu, select Make General Journal Entries

yuickBooks File - QuickBooks Premiers Accountant Editidg

W Customers  Vendors Employess  Bankin

[ = Comparty Mavigator i
2g  Accnt Business Services Navigator wup Fe
Comparty Center

Company Information...

Set Up Users...

Change Your Password...

Modify Service Access...

Advanced Service Administration...
Flanning & Budgeting

To Do List

Reminders

Alerts Manager

Chart of Accounts

Enter Wehicle Mileage...

Prepare Letters with Envelopes
Print Labels...
Synchronize Contacts

Online Company Services

2. Enter the effective date of the General Journal (the date you want the journal to affect the
financial reports)

3. In the first line, select Construction in Progress in the Account column
4. Tab to the Credit column and enter the full amount being distributed for the project

5. Tab to the Name field and enter the Customer Project Development and the Job that
represents the project (do not use the sub-Job level in the General Journal)

EIMake General Journal Entries

erevious [P Mext &GPrint.. B Find % Hstory EReverse  EReports ~

Date  |01/31/2006 Enfry Mo, |3 [ ] Adjusting Entry

Account Debit Credit Name =]

Construction in Progress “ IEIJQEJ.E{I| Project Developrment:Madrona | _-

Project Development

Mo specific funding
FHLE Job

Wa State HFU Job
Oberon Wood Job
| FASFHOI TS st

Tab to the Class field and enter the appropriate project

Tab to the next line and in the Account column enter one of the asset Accounts
Tab to the Debit column and enter the amount distributed to that Account

Tab to the Class column and enter the project

10. Continue until all appropriate asset Accounts have been entered

© © N
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EMake General Journal Entries Type a help question V How Do I? E
“Dprevious [ Next &HPrint.. ELFind By History @ Reverse Reports -

Date 01/31/2006 Eniry No. |2 [ adjusting Entry

Account Dehit Credit Mema MNarne [=] Class

Construction in Progress 121,967.60 Project Development:Madrona 230 Madrona

Real Property:Land 109,500.00 230 Madrana =l
Real Property Improvements H.. 4,497.60 230 Madrona

Houses Held for Resale 7,.970.00 230 Madrona

Tatals 121,967.60 121,957.60

11. Finally, enter lines to transfer net assets from unrestricted to board designated for land
and/or for improvements

12. Tab to the next line and select Board Designated Net Assets: Land and in the Credit column
enter the amount recorded to Land

13. Tab to the Class column and enter the project

14. Tab to the next line and select Board Designated Net Assets: Improvements and in the Credit
column enter the amount recorded to Improvements Held by CLT

15. Tab to the Class column and enter the project

16. Tab to the next line and select Unrestricted Net Assets and in the Debit column enter the sum
of amounts recorded to Land and Improvements Held by CLT (or accept the default)

EMake General Journal Entries Type a help question V How Do l?j
Werevious O Mext &Print.. BFnd B History @ Reverse Reports -

Data 01/31/2006 @ Eniry No, |3 [ Adjusting Entry

Account Dehit Credit Mema Marme = Class

Construction in Progress 123,490.05 Project Development:Madrona 230 Madrona

Real Property:Land 109,500.00 230 Madrona = |
Real Property Improvements H... 4,497.60 230 Madrona

Houses Held for Resale 7,970.00 230 Madrona

Board Designated MNet Assets:L... 109,500.00 230 Madrona

Board Designated Net Assets 1. 4,497 60 230 Madrona

Unrestricted Net Assets 115,520.05

Totals 237,487 65 237,487.65

17. Click Save & Close

After recording a General Journal to distribute costs from the “holding” account Construction in
Progress to the appropriate asset accounts, the relevant section of a Balance Sheet, filtered
for one project (Class), displays asset balances.

Note that this is not a balanced financial statement; it is informational only.

Again, print all reports that support the General Journal entry.
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Balance Sheet - Madrona

A= of January 31, 2006

ASSETS
Current Assets
Cther Current Assets
Houses Held for Resale
Total tHher Current Assets

Total Currert Assets

Fixed Asseats
Re=l Property
Land
Improwerments Held by CLT
Total Real Property

Total Fixed Asset=

TOTAL ASSETS

LIAEBILITIES & EQLITY
Equity
Bo=ard Designated Net Asset=
Land
Improwverments

Total Board Oesignated Net Assets

Total Equity

TOTAL LIABILITIES & EQUITY

Jan 31, 0

F.Aa70.00
F.A70.00

F.aro.ao

109,500,000
4,497 60
112,997 .60

112,997 .60

121967 .60

= =1 =

109,500.00
4,497 60
112,997 .60

112,997 .60

112,997 60 4
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CHAPTER THREE - SALES OF HOUSES

When a house is sold, there are really two transactions to record:

1. Income from the sale and an increase of cash and/or receivable
2. Cost of the house sold and a decrease in other current assets

The transaction may be more complicated than that but at a minimum should include these
two transactions. Additional components may include payment of taxes or other fees from
proceeds, repayment of loans from proceeds, escrow transactions, etc. It is important to
identify and record total income to the CLT from the sale of the house and then reduce the
cash or receivable by the other parts of the transaction.

RECORD INCOME FROM THE SALE OF HOUSES

Record the “first transaction” on an invoice or, if cash is received, on a deposit form or a sales
receipt. (See CHAPTER FIVE - FEES, RENTS, AND RESERVES to create a customer for this
transaction so that it can also be used for monthly fee and reserve invoices.)

# Customer: Job List

Tdarme
¢ EASEHOLDS
¢ Jim & Candy Dandy - Bonnie Brae 10
#Polly Cracker - Bonnie Brae - 20
sYalentino Dayvo - Bonnie Brae - 30
¢ John & Jane Doe - Oberon Wood - 100
¢5andy & Terry Gavlord - Oberon Wiood - 105
¢Camilia Flowers - Oberon Wood - 110
+REMTAL PROFPERTY

#Bakery - Reddick Commercial 101
¢'Yoga Studio - Reddick Commercial 102
«Law Office - Reddick Commercial 103

If recording the first transaction on an invoice or sales receipt use a service-type item called
Sales of Houses. Link the item to the income account Proceeds from Sales of Houses.

Mame Description Type Account

+Sales of Houses Sales of Houses Service Proceeds from Sales of Houses
+Leasehold Fees Leasehold Fees Service Lease Fees

*Rents {residential) Rents (residential) Service Rents

aRamte framrmareial Rante {rarmmarcialh Carvira Rarhe

However, it may be easiest to record the first transaction on a deposit form. Use the account
Proceeds from Sales of Houses to record the income portion of the transaction. Include
additional lines necessary to bring the total deposit to the correct amount.

In the following example, total income from the sale is $93,500. Of that, $20,000 is borrowed
by the buyer as a deferred mortgage note payable upon sale of the house in the future by the
current buyer. The cash portion of the sale is $73,500. The amount of cash received by the
CLT is net of an escrow payment of $7,350 and a real estate tax payment of $1,837. These
additional components are included with the first transaction because they impact the amount
of cash received and deposited.
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The amounts that reduce the cash received are entered as negative amounts so the total
deposit is $64,313.

it Make Deposits Type a help question v How Do I? m

previous B Hext @ pint ~ @ Payments
Deposit To |Bark Checking| »  Date |01/31/2008 Mema | Ceposit
Click. Payments ko select cuskomer payments that you have received. List any other amounts to deposit below,

Received From From Account Memo Chk Mo, Pk Meth. Class Arnount |
Valentina Dayo - Bonnie Brae - 30 Proceeds From Sales of Houses |Sale of Bonnie Brae unit 30 215 Bonnie B... 73,500.00
Valentina Dayo - Bonnie Brae - 30 Escrow Payments Sale of Bonnie Brae unit 30 215 Bonnie B... -7,350.00
Walentino Dayo - Bonnie Brae - 30 Accrued Real Estate Taxes Sale of Bonnie Brae unit 30 215 Bonnie B... -1,637.00
| ~ I - I N A B

-
Deposit Subtotal B4,313.00

RECORD COST OF HOUSES SOLD

Record the “second transaction” in a General Journal.

Put any other components of the sale in the General Journal because it is easier to determine
whether a line is a debit or a credit. Usually the offset for additional components will be

Proceeds from Sales of Houses, increasing or decreasing income depending upon the details of
the transaction.

Continuing the example, after the second transaction recording the cost of the house sold and
removing the house from Houses Held for Resale on the CLT’s Balance Sheet, lines are added
for two other components of the sale. Add lines to record the CLT’s sales fee, which is
included in the purchase price, against the income from the sale of the house. Add lines to

record the portion of income from the sale of the house received in the form of a deferred
mortgage note.

giMake General Journal Entries Type a help questian v How Do 1?

L] Previous [ Mext @ Prink. .. Qh Histary
Date  |o1/3t/2008 Entry N, [4
Account Debit Credit Merna Hame @ lass

Cost of Houses Sold 95,000,00 Sale of Bonnie Brae unit 30 Valenting Dayo - Bonnie Brae - 30 215 Bonnie Brae a
Houses Held For Resale 95,000,00 |Sale of Bonnie Brae unit 30 Valenting Dayo - Bonnie Brae - 30 E |215 Bonnis Brae

Sales Fees 950,00 |Sale of Bonnie Brae unit 30 Valenting Dayo - Bonnie Brae - 30 215 Bonnie Brae
Proceeds from Sales of Houses 950,00 Sale of Bonnie Brae unit 30 Valenting Dayo - Bonnie Brae - 30 215 Bonnie Brae
Deferred Mortgages Receivable 20,000,00 Sale of Bonnie Brae unit 30 Valenting Dayo - Bonnie Brae - 30 S00-Board Designa...
Proceeds From Sales of Houses 20,000,00 |Sale of Bonnie Brae unit 30 Valenting Dayo - Bonnie Brae - 30 215 Bonnie Brae

-

| w

Because projects can span more than one fiscal year, grant income that subsidizes a project
may be received in one year and sales of the project’s houses may take place in another year.
If the sale price of a house is less than the cost to build the house and grant proceeds were
received in a prior year, a loss will show in the year of the sale.
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Profit & Loss
January 2006

+ Jan G -
Income
Proceeds from Sales of Houses 92 550.00
Sales Fees 950.00
Total Income 93 500.00
Cost of Goods Sold
Cost of Houses Sold 95 000.00
Total COGS 85 000.00
Gross Profit (1, 500.00
Expense 0.00
Net Income b (1.500.00) 4
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CHAPTER FOUR - REVOLVING LOAN FUNDS AND
OTHER ACCRUALS

REVOLVING LOAN FUNDS
There are three transactions related to a revolving loan:
1. Funding the fund

2. Lending funds out
3. Receiving repayment

Create a Class for each revolving loan fund, either in the board-designated section or the
temporarily restricted section of the Class list. Each transaction for revolving loan fund activity
should use the appropriate revolving loan fund Class.

FUNDING THE FUND
There are three ways to fund a revolving loan fund:
1. Community Land Trust

2. Grantor
3. Lender

COMMUNITY LAND TRUST FUNDED

When the CLT funds the revolving loan fund record a transfer of funds between net asset
accounts. Enter a General Journal debiting Unrestricted Net Assets and crediting Board
Designated Net Assets for revolving loan fund.

fiMake General Journal Entries Type a hielp question V How D

‘ﬂErevious @ﬁext @Prin;m @_Find E‘:t]History IﬁReverse Reports w

Date 02152006 Entry M. 7 [ Adjusting Entry
ficcount Debit Credit Memo Name H Class
|nrestricted Net Assets Create Revalving Loan Fund from unrestricted net assets
ed Nt Assets:Revalving Loan Fund 50,0000 |Creal 7 Loan Fund from unrestricted n 5
Uinrestricted Nek Aissets

Board Designated Net Assets

Land

Impravements

Property Acquistion

Memberships
1q Loan Fund

Reserves

Neighborhood Ops
Praperty (LT)
Holsse Structural Maint Fund Equity
Temp Restricted het Assets Equity
Praperty Acquistion Equity
Yilaker Membarching Fonibye
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GRANTOR FUNDED

If a grantor funds a revolving loan fund there is a transaction resulting in income. In that case,
use Make Deposits to record Grant income. Use the appropriate temporarily restricted Class
for the income.

1z1. Make Deposits Type a help question v How Do 1?7

Wprevious B Next &@Print ~ BPayments [E) Journal

Depasit To  Bank Checking Date | 02/15/2006 Memo Deposit

Click Payments to select custamer payments that you have received. List any other amounts 1o deposit below,

Received From From Account Mermo Chk Mo, Prit Meth, Class Amnount
Graints Loan Fund fo orme und S0%Me

230 Madrona

300 Scattered Sites

301 23 Winterbrook

302 9 Seaview Sireet

303 113 Alder Street

401 Reddick Residential

402 Reddick Offices

960 Administration
990 LT Alliance

980 Fundraising

500-Board Designated
520-8.0.-Water Memberships
S10-B.D.-Property Acquisition
590 - Revolving Loan Fund

600 Temporarily Restricted
601 C. Samuel Haines Fund

aperty Acquisition

hi

To get cash back fram this deposit, enter the amount below, Indicate the acco
where you want this money 1o go, such as your Petty Cash account,

e gan Fur
930 Cost Share Allocation

Cash back goes to Cash back memo Cashl]

Add two additional lines transferring funds from Unrestricted Net Assets to Temporarily
Restricted Net Assets for revolving loan fund. Use a negative number to debit Unrestricted Net
Assets and use a positive humber to credit Temporarily Restricted Net Assets on the Deposit
form.

i1 Make Deposits Type a help question v How Do 1?-3

previous B Next &HPrint -~ B Payments = Jounal

Deposit To Bank Checking Date  02/15/2008 Memo | Deposit

Click Payments to select customer payments that you have received. List any other amounts to deposit below,

Received From
05-"Washingbon Mutual Foundation

From Account Mema

A 1o fund Revolving Loan Fund for low income

Pmt Meth.

Grants
Unrestricted Net Assets
Ternp Restricted MNet Assats:

35,000.00

House Structural Maint Fund
Temp Restricted Met Assets Equity
Property Acquisition
\iater Memberships
Revolving Loan Fund
Ferm Restricted Net Assefs

LENDER FUNDED

If the revolving loan fund is funded by a lender, record that on a deposit form the same way
as a grant (above) except use a liability account instead of an income account. If the loan is
forgivable, recognize income and zero out the liability when the loan is forgiven.
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LENDING THE FUNDS OUT

Typically the funds are loaned out at the time of closing the sale of a house. Include the
lending transaction in the General Journal recording the cost of the house sold and reducing
Houses Held for Resale (see Sales of Houses above). Debit Deferred Mortgages Receivable
(Other Asset) and credit Proceeds from Sales of Houses. Select the appropriate revolving loan
fund Class for the transaction so the receivable can be tracked by the various revolving loan
funds.

EfMake General Journal Entries Type a help question v How Do 17

& Previous L4 Mext ;% Printk... Qﬁ Histary

Date  |o1/31/2008 Entry Mo, [4

Account Diehit Credit Memo hame =] lass
Cost of Houses Saold 95,000.00 Sale of Bonnie Brae unit 30 Valenting Dayo - Bonnie Brae - 30 215 Bonnie Brae ~
Houses Held For Resale 95,000.00 |Sale of Bonnie Brae unit 30 Valenting Dayo - Bonnie Brae - 30 E |215 Bonnie Brae

Sales Fees 950,00 |Sale of Bonnie Brae unit 30 ‘alentino Dayo - Bonnie Brae - 30
Proceeds from Sales of Houses 950,00 Sale of Bonnie Brae unit 30 ‘alentino Dayo - Bonnie Brae - 30
Deferred Mor ... : nnie Brae unit 30 30
Proceeds from Sales of Houses 20,000.00 |Sale of Bonnie Brae unit 30

215 Bonnie Brae

215 Bonnie Brae

ing Loan Fundfies

ladrona ~

300 Scattered Sites

301 23 winterbrook

302 9 Seavisw Street

303 113 Alder Strest

401 Reddick Residential

402 Reddick Offices

960 Administration
-— Alliance

950 Fundraising

500-Board Designated

520-B.D.-Water Me. .,

Yalentino onriie B 5
‘alentino Dayo - Bonnie Brae -

RECEIVING REPAYMENT

When the loan is repaid, record a Deposit to reduce Deferred Mortgages Receivable. If a
portion of the repayment is interest or appreciation, add a line to record that to income in
Deferred Mortgage Appreciation account. Select the appropriate revolving loan fund Class.

w1 Make Deposits [Tys a help question v How Do 1?

Wprevious [ Next eHPrint - BPayments 5] Journal

Deposit Ta |Bark Checking Date |03/15/2006 Mema | Deposit

Click Payments to select customer payments that you have received. List any other amounts to deposit below.

Recaived From Frarm Account Mamo Chik Mo, Prot Meth, Class Amount |
Bonnie Brae - 10:Jim & Candy Dandy Deferred Mortgages Receivable S00-Board De... 7,500.00
Bonnie Brae - 10:Jim & Candy Dandy Deferred Mortgage Appreciation S00-Board De... 600.00 (=)
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REAL ESTATE TAX ACCRUAL AND PAYMENT

Monthly fees are designed to include the cost of real estate tax applicable to each leasehold.
Therefore, the CLT records income that will cover real estate taxes. Payment of the taxes is an

expense on the books of

the CLT.

Accrue real estate taxes monthly to spread the cost evenly over the year using a memorized
General Journal. Debit the expense subaccount Real Estate Taxes (under Operating & Property
Management) for each property for one-twelfth of the annual tax and selecting the appropriate
Class for each property. Credit Accrued Real Estate Taxes (other current liabilities type

account).

BEMake General Journal Entries Type a help questmnv How Do 1? E

@previous P Mext &Print.. €L Fnd T Hstory @ Reverse Reports =
Date 01/31/2006 Entry o, 6 D Adjusting Enfry

Account Debit Credit Memo Name Class |
Operating & Property Manage.., 33.97 Arcrue property tax 303 113 Alder Street
Operating & Property Manage... 307.88 ACCrUe property tax 210 Opal Carmmons _|
Operating & Property Manage.., 23.62 Arcrue property tax 302 9 Seaview Street
Operating & Property Manage... 112,11 ACCrUe property tax 220 Oberon Wood
Operating & Property Manage... 67.85 Arcrue property tax 221 Oberon Meadow
Operating & Property Manage... 56.97 ACCrUE property tax 230 Madrona
Operating & Property Manage... 464,54 Arcrue property tax 215 Bonnie Brae
Operating & Property Manage. . 416.93 ACCrUe property tax 402 Reddick Offices
Accrued Real Estate Taxes 1,483.87 |Accrus property tax

Totals 1,483.87 1,483.87 |

When payments are due in April and October, enter a vendor bill or write a check reducing the
Accrued Real Estate Taxes liability account.

4 Enter Bills - Accounts Payable

@il () credit A Account |Accounts Payable

Derevious Prext B rnd WHstory H Joumd

Bill Received

wendor 330 Juan County Treasurer

AmountDue 890318

Date D4/30/2006
Biloue D4/0/005

Type a help questmn' How Do I?m

Terms Ref. Mo,
Mema
Expenses $8,903.18 | Items $0.00
Account N Amount Iema Customer:Job Class \
Accrued Real Estate Taxas ‘ ) 9,003.18
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SHORT-TERM LOANS TO CLT

When a CLT borrows funds for a short term (one year or less), record the liability as a vendor
bill to the accounts payable account called Loans from Supporters Payable. In the coding
section, select the cash account that the borrowed funds were deposited into. Do not record
a deposit for the transaction.

s Enter Bills - Loans from Supporters Payable Type a help question v How Do I?

Aprevios BPrext EAnd % Hstory 2 Journal
@il Ocredt AP gourt Lozns from Supparters .. )/ |2l Received
vendor Friends of the Orcas Island Library Date 02/20/2008
Bl i DB/A9/2005
Discaunt Date amoLt D 10,000.00
Terms Met 180 Ref o,
Memo
Exeenses $10,000.00 | Items $0.00
Aot N Armount Memo Customer:Joh H Class \
~ Bank Checking / ‘ 10,000.00 |Six marith loan - rate 5% annual ‘ ‘ |
|

Accrue interest to the loan in the same way, by recording a vendor bill. In the coding section,
select the appropriate expense account for interest. If you capitalize the interest, be sure
to use the Item tab on the vendor bill and the appropriate customer:job (see Record
Project Development Costs above).

« Enter Bills - Loans from Supporters Payable Type & help quastion v How Do I? m

ﬂﬁrevinus @N&xt @_Fmd EthHistury JJuurna\

O O et 4P Aot g from Supgarters . [V Bl Receved
Wendor Friends of the Orcas Island Libary Date 03/19/2008
Bl e BHISJ2008
fownt Do 467
Tems Ref ko,
Mema
Expenses E Ttems S $41.67
A
Ttem — Tescription [ Cost fnog?” Custamer Job N (ass \
Construction L., |+ Construction Loan Interest 4167 QLS? Project Development: Madrona:No specif E Madrona
‘ B |

Note that if you use the alternate method for capitalizing costs described in the APPENDIX,
you will not need to use the Items tab for capitalized interest.
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CHAPTER FIVE - FEES, RENTS, AND RESERVES

SUMMARY OF PROCESS

Use groups of memorized invoices to record monthly fees and rents and to increase the
appropriate reserve equity accounts. Add each current owner or tenant as a Customer.

Accrue all fees and rents into an accounts receivable account named Fees and Rents.
Use the following income accounts to report fees and rents:

1. Lease Fees
2. Rents
3. Rental Damage and Late Fees

On the monthly invoices use items, which are linked to appropriate income or expense
accounts, to report fees in detail. Examples are as follows:

Leasehold Fees - links to Lease Fees income account

Reserve Fees [various] - links to Lease Fees income account

Rents (Residential) - links to Rents income account

Rents (Commercial) - links to Rents income account

Rental Damage - links to Rental Damage and Late Fees income account

Late Fees - links to Rental Damage and Late Fees income account

Utility Fees [various] - links to appropriate expense account

NowuhkwnNe

When necessary, use a credit memo to credit an account, selecting the appropriate item, e.g.
Water Use [a utility fee] to refund under-usage of water.

Also on the monthly invoices use items, which are linked to appropriate equity accounts, to
transfer fees for reserves from Unrestricted Net Assets to the appropriate board designated
net asset categories. Examples are as follows:

1. Unrestricted Net Assets - links to Unrestricted Net Assets equity account

2. Neighborhood Ops - links to appropriate Board Designated Reserves equity account

3. Property (LT) - links to appropriate Board Designated Reserves equity account
4

House Structural Maintenance Fund - links to appropriate Board Designated Reserves
equity account

Use Vendor bills to record expenditures. When an expenditure is appropriately charged against
a reserve, add lines to the vendor bill to reduce the appropriate reserve(s).

An advantage of using the method described here for recording transactions affecting reserves
is that it eliminates the extensive use of General Journals in QuickBooks, resulting in audit
trails that are easier to follow.

CUSTOMERS FOR FEES AND RESERVES

Create a Customer for the current owner of each leasehold lot and tenant of each rental unit.
It may be helpful to include the project name in the Customer name. Another option is to
create a Customer Type for each project and assign the appropriate Type to each Customer:
1. From the Customer menu, select Customer:Job List

2. Click the Customer:Job button in the lower left corner

3. Select New
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Enter the name and address

Click the Additional Info tab

In the Type field, enter the project name (if necessary, click Add New to add it)
Click OK

No vk

When the current owner or tenant changes, inactivate the Customer and create a new one for
the new owner or tenant.

ITEMS FOR FEES AND RESERVES

Create items for recording fees and reserve transfers on monthly invoices:

1. From the Lists menu, select Item List

2. Click the Item button in the lower left corner

3. Select New

4. From the Type drop-down menu, select Service

5. Enter the name of the item

6. If the item is a subitem, click the Subitem of box and select the “header” item from the
drop-down menu

7. Enter the description

8. From the Account drop-down menu, select the appropriate account to link the item to
9. Click OK

Type ok
=] Use for services you charge for or purchase, lke

SEnie specialized labor, consulting hours, or professional
ancel
fees,
Ttem NameMNumber Subiterm of
.
Meighborbood Ops Reserve Transfers
|:| This service is performed by a subcontractor, owner, or partner
Description Rate [J1tem is inactive
Transfers to/from Meighborhood Ops .00
Feserve Account
Board Designated Net ¢ |
Unrestricted Met Assets Equity
Hiow can I set rates by customers or ermplovess? | Board Designated MNet Assets Equity
Land Equity
Impravements Equity
Froperty Acquisition Equity
Wizter Mermberships Equity = |
Revolving Loan Fund Equity |
Feserves Equi
MNeighborhoo 5
Property (LT) Equity
House Structural Maint Fund Equity
Termp Restricted Met Assets Equity
Property Acquisition Equity
Wister Mermberships Equity
Revalving Loan Fund - S0%Median Equity
Perm Restricted Met Azssets Equity
Endorernent Equity
Lease Fees Income
Rents Incame
Rental Darmage and Late Fees Incorme
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Create all the items in the ITEMS FOR FEES AND RESERVES table in CHAPTER ONE -
UNIFORM LISTS and link each to the account noted in the table.

RECORD A MONTHLY INVOICE FOR FEES

To record a monthly invoice for leasehold fees, water usage, and reserves:

1. From the Customers menu, select Create Invoices
2. In the Customer:Job field, from the drop-down list select the appropriate Customer

= Create Invoices - Fees and Rents

<|iﬂlErEvin:uus @ﬂext ﬁF‘rinl; - @Send - mﬁhip - E}_Find ¥ sSpeling q'-'hHi_sI:n:ur*;.-

Customer: Job

Zlass

Aocount

Dioe - Oberon Wood - 100 | %

% | fAccounts Receivabl, .

LEASEHOLDS

Jirn & Candy Dandy - Bonnie Eras 10

Polly Cracker - Bonnie Brae - 20

Valenkino Daya - Bonnie Brae - 30

. 1= on d - 100
Sandy & Te

Zamilia Flawers - Oberon Wood - 110
REMTAL PROPERTY

Bakery - Reddick Commercial 101
¥oga Studio - Reddick Cormmercial 102
Law Office - Reddick Commercial 103

W

rr':.fay ord - Oberon Waod -

Zuskametr: Jaob
Zuskamet: Jaob
Zustamer: Job
Zuskomer: Job
Zuskomer: Job
105 Zuskametr: Jaob
Zuskamet: Jaob
Zustamer: Job
Zuskomer: Job
Zuskomer: Job
Zuskametr: Jaob

3. Press Tab to move through the data entry form
4. Tab to the Class field and from the drop-down list select the appropriate project
5. Tab to the Account field and select the Accounts Receivable:Fees and Rents account

g Create Invoices - Fees and Rents

£

Tvpe a he

< Previous L Mexk

Customer: Job Class

Fees Rents

John & Jane Doe
100 Oberon Wood Drive
COrcas Island, 'Wa 98245

ggrint ~ Elsend - BEship -

John & Jane Doe - Obera,., | ~

Account

wable:Fees and Rents JR

%‘,}I_ Find ﬁ Spelling Eth Hiskary @ TimejCosts...

_é] Letters -

< Add Mew =

Accounts Receivable

Fees and Rents

Grants Receivable

Consulting Fees Receivable

Caonstruction Loans Receivable
Construction in Progress

Accounts Receivable
Accounts Receivable
Accounts Receivable
Accounts Receivable
Accounts Receivable
Accounts Receivable

6. Tab to the Template field and select the appropriate template
7. Tab to the date field and enter the date for the invoice
8. Tab to the next field and enter a reference number or accept the default
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9. Tab to the next field where the address displays (if you add or change the address you will
get a message before saving the invoice about saving the changes)

10. Tab to the Item field and from the drop-down list select the Item to record a leasehold fee
11. Tab to the next field and accept the default ltem description

12. Tab to the Class field and from the drop-down list select the appropriate project

13. Tab to the next field and enter the amount of the fee

14. Tab to the next line and enter the remaining fees

15. After each reserve fee, enter the following two lines:

a. Select the Item to transfer the amount of the reserve fee out of Unrestricted Net Assets
(use a negative number because this is a debit)

b. Select the ltem to transfer the amount of the reserve fee into the appropriate board-
designated reserve net asset class (use a positive number because this is a credit)

16. Note the boxes at the lower left: To be printed and To be e-mailed and click if appropriate
17. Click Save & Close

= Create Invoices - Fees and Rents Type a help questlnnv How Do 1?7 L:

Derevious [ Mext &@Print ~ Ldsend - Bshp - €Fnd [ Speling B Hstory =] Journal &8 TimefCosts...  [dyletters -

Customer:Job Class Account Template

John & Jane Doe - Obero... D D Accounts Receivable... D Fees & Rents

Fees Rents 02012006 |m | (3G

John & Jane Doe
100 Oberon Ywood Drive
0Orcas Island, Wa 98245

Leasehold Fees Leasehold Fee 220 Oheron Wood 105.00

Water Usage Water Usage (bill or reimburee) 220 Oheron Wood 12,00 _é]\
Reserve Fees:Neighborhood Ops  |Community Funds 220 Cberon Wood 2100
Reserve Transfers:Unrestricted N... |Transfers to/from Unrestricted Net Assets 220 Oberon Wood -21.00
Reserve Transfers:Neighborhood... |Transfers to/from Community Funds Reserve 220 Oheron Wood 21.00
Reserve Fees:Property (LT) Leaseholds (LT) 220 Cberon Wood 10.00
Reserve Transfers:Unrestricted N... |Transfers to/from Unrestricted Net Assets 220 Oberon Wood -10.00 D
Customer
Message
Total 161.00
170 be printed apply Credits | Payments Applied 0.00
[ 7o be e-mailed Balance Due 161.00
Mema
Let OuickBooks help you get paid online by credit card, [ Save & Close l l Save 8 New l l Clear

To record a monthly invoice for rental fees, follow the same steps. Use the appropriate
Customer and the appropriate project Class.

GROUP AND MEMORIZE MONTHLY INVOICES FOR FEES

The most efficient way to record monthly fees for owners and tenants is to memorize each
invoice and set it up to record automatically. When there are many memorized invoices, they
can be grouped. Create a group for each project. The instructions for recording the memorized
transactions are assigned to the group and affect all the memorized transactions assigned to
the group.
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To create a memorized transaction group:

From the Lists menu, select Memorized Transaction List

Click the Memorized Transaction button at the lower left corner of the screen
Select New Group

Use the development project name as the group Name

Click Automatically Enter

From the How Often field, select Monthly from the drop-down list

Select the next date for recording a new invoice

Enter the number of invoices to be recorded through the remainder of the year
Click OK

<= New Memorized Transaction Group

U1 WNH WNRH

Name |Oberon Wood
) Don't Remind Me Mext Date | 03/01/2006
CEJ Automatically Enter MNurmber Remaining 10

Diays In Advance To Enter u]

To memorize invoices into a group:

1. Open the invoice you want to memorize (or you can memorize the invoice before you save
and close it)

Open the Customer list and highlight the appropriate Job

Click the Reports button at the bottom of the screen and select Quick Report

Find the invoice you want to memorize and double-click to open it

From the Edit menu, select Memorize Invoice to pop up a Memorize Transaction window

Accept the default Job name for the Name

Click With Transactions in Group

From the Group Name field, select the appropriate group from the drop-down list

© N Uk WN

- 9 . = L u
R MeEmBrIze Niransaction |‘;§
Name | John & Jane Dog
() Don't Rermind Me ; [=]

() Autg

@) With Transactions in Group

Group Mame |8

9. Click OK
10. Close the Invoice by clicking the red E at the upper right corner
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RECEIVE PAYMENTS ON INVOICES

When income is accrued by recording an invoice, it is very important to record the payment
subsequently received in the proper manner. Not doing so will make the accounting records
incorrect by recording the same income once as an invoice and a second time as a sales
receipt or deposit. The correct way to record a payment on account is from the Customer menu
select Receive Payments.

«#: Receive Payments Type a help question V How Do I?m
Wprevious [ Mext Ty Hstory - [E Journal =4 Get Online Prts
Customer Payment AJR Account | Accounts Recetvable:...
Recetved From  Bonnie Bras - 10:7im & Candy Dandy Customer Balance 13300 5oy 70% of
Amount 133.00 Date ] B CuickBooks users
say accepting

credit cards in

Pt Method  Check Check # QuickBonks is

hetter.
See why

Memo where does this payment go?

Find a Customer/Invaice. .. l

Date Murnber Qrig. Amt, Arnt, Due Payrment \
02/01/2006 45 133.00 133.00 133.00
Tatals 133.00 133.00 133.00
Amounts for Selected Invoices
Amaount Dug 133.00
Un-Apply Payment Applied 133.00
Discount and Credits 0.00
Applied

l Save & Close I l Save & Mew ] [ Clear

To record a payment received on account:

From the Customer, menu, select Receive Payments

From the Received From field, drop down the list and select the Customer from whom a
payment on account was received

Note whether the account in the AIR Account field is Accounts Receivable:Fees and Rents
and change it if necessary

Tab to the Amount field and enter the amount received
Tab to the next field and enter the Date of the payment
Tab through the next few fields, entering information as necessary

Note that QuickBooks has listed all open invoices in the columnar section in the lower half
of the Receive Payments window

Note also that QuickBooks has placed checkmarks next to invoices, starting with the oldest
first, that the payment has likely paid down (you can change this default)

Once the payment is properly applied, click Save & Close

RECEIVE A PAYMENT IN ADVANCE
If an owner or tenant pays fees in advance, record the payment as follows:

1.
2.

Follow the steps 1 through 5 above

In the pop-up box that appears in the lower left corner, accept the default Leave the credit to
be used later

Click Save & Close
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Dprevious B pext | WyHstory - E Journa =5

Customer Payment

Recelved From | Oberon Wood - 100 J0hn & Jane Doe |

Get Criline Prts

AR Account | Accounts Receivshle:... {

Customer Balance 000 5o why 70% of

= Receive Payments Type a help question v How Do I?j

4. Click OK in the Payment Credit box that pops up

QuickBooks users
Amount 161.00 Dats o2/02/2005 (@ s
credit cards in
Pmt Method  Check Check # CQuickBooks is
hatter
Mema ‘wihere does this pavment go? T
Find & Customer Invoice. .. l
s Date Hurmber Orig. Amt. Amt, Due Payment ]
= |
Tatals 0.00 0.00 0.00
Armounts for Selected Invaices
Amaount Due 0.00
Overpayment $161.00. When you finish, do you Applied 0.00
want to:
- Discount and Credits
(@) Leave the credit to be used later tpplied 0.00
(O Refund the amount to the customer
‘iew Customer Contact Information | Save & Close ’| I Save & Mew ] [ Clear

To apply the advance payment after the memorized invoice posts:

1. From the Customer, menu, select Receive Payments

2. From the Received From field, drop down the list and select the “Job” whose advance
payment is to be applied

3. Note whether the account in the AR Account field is Accounts Receivable:Fees and Rents
and change it if necessary

Wprevious [ Mext Ty Hstory - =] Journal

Customer Payment

Received From

AR Account | Accounts Receivable:. ..

Customer Balance 16100 Gog why 70% of

= Receive Payments Type a help question V How Do I?-Za

=4 Get Crline Prats
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QuickBooks users
0.00 03/01/2006
Amount Date {0172 B say accepting
credit cards in
Pt Method  Check Check # QuickBooks is
better.
Memo wihere does this payment go? See wh
Find a Customer/imvoice... |
o Dats Hurmber Crig. Amt. Amt, Due Payrment |
03,/01/2006 48 161.00 161.00 0.00
|
Tatals 161.00 161.00 0.00
This custarmer has credits available. To apply credits click available Credits Amounts for Selected Irwoices
Discount & Credits.... 161.00

Amaount Dug 0.00
Auto Apply Payment Applied 0.00
Discount and Credits 0.00

Applied

[ Save & Close l I Save 8 New l I Clear

51



FEES, RENTS, AND RESERVES

4. Click the Discount & Credits button at the lower right portion of the window to display the

Discount and Credits window

| e L
%@ Discountiand Credits

Invoice
Custormer:Job Oberon Wood - 100;John & Jane Doe
Mumber 48 Amount Due
Date 03/01/2006 Discount Used
Criginal Amt. 161,00 Credits Usad
Balance Due
Discount Credits

Availzble Credits

X

161.00
o.oo
161.00
0,00

Date Credit No. Credit Amt.

161.00

At To Lise

161.00

Credit Balance

Totals 151.00

161.00

o |

Of all the credits issued to this customer, only unused credits
applicable to this specific invoice are displayed above.

Previously Applied Credits

Clear

vd Date Credit No. Credit Armt. Amt. ToUse  Credit Balance |
Totals 0.00 0.00 oo |
[ Done l l Cancel ‘ l Help ]

5.
6. Click Done

¢z Receive Payments Type a help question V How Do I?

previous [P Hext  Hstory - £ Jounal 23 Get Onine Pmis

Customer Payment

Received From  oberon Wood - 100:John & Jane Doe

AfR Account
Custorner Balance

Amaint

Put a check next to the credit you want to apply to the invoice (or accept the default)

Accounts Receivable:...

161.00  oop iy 70% of

QuickBooke users

7. Click Save & Close
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0.00 Dats 03/01/2006 e
credit cards in
Pmt, Method | Check Check # QuickBooks is
hetter.
Memo Ywhere does this payment go? See wh
[ Frdacustomerfmore.. |
J ate Murrher Orig. Amt, Amt, DUE Credits Payrment |
6 161.00 161.00 16100
Tatals 161.00 181.00 161.00 0.00
Available Credits Amounts for Selected Invoices

0.00 Amount Due 0.00

Auto Apply Payrnent Applied 0.00

™ ] Discount and Credits 0.00

Applied
Sawe & Close l I Save & New ] l Clear
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When you record Receive Payments, the money is recorded in the Undeposited Funds account.
To “transfer” the money from the Undeposited Funds account to the appropriate bank account
you must go to the Banking menu and select Make Deposits. The first step is to enter a payment
into Receive Payments. The second step is to Make Deposit. These two steps are analogous to first
processing checks received and then taking the checks to the bank. You would not leave the
checks in a desk drawer but, of course, take them to the bank and make a deposit.

REPORTING FEES

A concise report of monthly fees invoiced to owners and tenants is a Sales by Item Summary
report:

From the Reports menu, select Sales and then Sales by ltem Summary

Set the date range

Click the Modify Report button

Click the Filters tab

In the Choose Filter box, highlight ltem

From the Item field drop down the list and choose Selected (or Multiple) ltems

A list of items will pop up

Click each item that is a fee charged on a monthly invoice to owners and tenants (these
items link to fee and rent income accounts)

®NOU A WD

X]

(@) Maruak  Leasehold Fees
Select the item from the list, then click + Rents (remdentlgl)
oK. < Rents {commercial)
¥ Rental Damage
 Late Fees
< Water Usage
Enter the exact item below, then click | Electric
OK. ¥ Reserve Fees
V¥ Meighborhood Ops
¥ Property (LT)
Y House Structural Maint Fund
Reserve Transfers

() Automatic

Qe

Cancel

9. Click OK

10. Click the Header/Footer tab

11. In the Report Title field name the report Fees and Rents
12. Click OK to display the report
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Fees and Rents
January through March 2006

Jan - Mar 06
@ Qty o Amount % of Sales Avg Price -
Service
Leasehold Fees » 154 1,461.00 27 3% 97 40
Rents (commercial) g 2,550.00 47 6% 28333
Water Usage 24 278.00 7.1% 15.75
Electric g 228.00 4.3% 2533
Reserve Fees
Neighborhood Ops 15 297.00 550 19.80
Property (LT) 33 273.00 5.1% 8.27
House Structural Maint Fund 15 165.00 31% 11.00
Total Reserve Fees 735.00 13.7%
Total Service 5,352 .00 100.0%
TOTAL 5,352.00 100.0%

If you want to see only the Amount column, export the report to Excel and delete the other

columns.

These amounts are reported on a Profit & Loss report but may not be evident on the face of
the report. Utility fees are netted against the related expense. Other fees combine on certain
income line items to keep the Profit & Loss report concise. They can be isolated by filtering the
report on transaction type to display only data from Invoices.

REPORTING FUNDED RESERVES

To report reserves by project:

Set the date range

Click the Filters tab

© O N RWN

In the Choose Filter box, highlight ltem

==
= O

. A list of items will pop up

-
N

to/from Unrestricted Net Assets)

In the Choose Filter box, highlight Account
From the Account field drop down the list and choose All Accounts

From the Reports menu, select Custom Summary Report
The Modify Report window automatically opens to the Display tab

From the Display columns by field, select ltem detail
From the Display rows by field, select Class
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. From the Item field drop down the list and choose Selected (or Multiple) Items

. Click each item that is a reserve transfer to a reserve fund (do not include transfers
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- Water Usage
Select the item from the list, then click Electric
oK. Reserve Fees
Meighborhood Cps
() Automatic Property (LT) ) |
= House Structural Maint Fund =
Enter the exact item below, then click Reserve Transfers
Ok, Unrestricted Met Assets

o Meighborhood Ops

< Property (LT)
i House Structural Maint Fund
Board Designated Transfiers

13. Click OK

14. Click the Header/Footer tab

15. In the Report Title field name the report Board-Designated Reserves
16. Click OK to display the report

LSAI0IE Board-Designated Reserves
Accrual Basis As of March 31, 2006
Neighborhood Ops Property (LT) House Structural Maint Fund
» (Reserve Transfers) - (Reserve Transfers) - (Reserve Transfers) - Total Reserve Transf... -
215 Bonnie Brae 108.00 54.00 43.00 210.00
220 Oberon Wood 169.00» 90.00 4 117.00 396.00
402 Reddick Offices 0.00 129.00 0.00 1289.00
TOTAL 297.00 273.00 165.00 735.00

The report above shows reserves by project and should match the related reserve accounts in
the equity section of the Balance Sheet. The equity balances are increased by fees invoiced
and reduced by expenditures charged to the reserves.

To report reserves that stay with a specific lot:

From the Reports menu, select Custom Summary Report
The Modify Report window automatically opens to the Display tab
Set the date range
From the Display columns by field, select ltem detail
From the Display rows by field, select Customer
Click the Filters tab
In the Choose Filter box, highlight Account
From the Account field drop down the list and choose All Accounts
In the Choose Filter box, highlight ltem
. From the Item field drop down the list and choose Reserve Transfers:House Structural Maint Fund
. Click OK
. Click the Header/Footer tab
. In the Report Title field name the report Reserves per Lot
. Click OK to display the report

O O NV R WNR

==
= O

= = e
A W N
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03/10/06

Accrual Basis

Jim & Candy Dandy - Bonnie Brae 10

Polly Cracker - Bonnie Brae - 20
John & Jane Doe - Oberon Wood - 100
Sandy & Terry Gaylord - Oberon Wood - 105

Camilia Flowers - Oberon Wood - 110

TOTAL

4

Reserves Funded per Lot
As of March 31, 2006

House Structural Maint Fund

- (Reserve Transfers)

@

Total Reserve Transfers -

24.00 4
24.00
39.00
39.00
39.00

165.00

2400
2400
39.00
39.00
39.00
165.00

The report above shows reserves that stay with each lot and should match the related reserve
account in the equity section of the Balance Sheet. The equity balance is increased by fees
invoiced and reduced by expenditures charged to the reserve.

Another way to report funded reserves is to print a Balance Sheet filtered for the Board
Designated Net Assets reserves accounts.

ASSETS

LIABILITIES & EQUITY

Equity

Balance Sheet
As of March 31, 2006

Board Designated Net Assets
Reserves
Neighborhood Ops
Property (LT)
House Structural Maint Fund
Total Reserves

3

Mar 31, 06 B

4

297.00
{3,552.00)
165.00

(3,090.00)

Total Board Designated Net Assets

Total Equity

TOTAL LIABILITIES & EQUITY

0.00 4«

(3,080.00})
(3,080.00})
(3,090.00)

To view detail for a reserve by project, drill into a reserve account and modify the columns on
the Transaction by Account report to view Classes and amounts.

Transactions by Account
As of March 31, 2006

Date Class . Debit o Credit - Balance

01/01/2006 402 Reddick Offices 12 .00 76.00
01/01/2006 402 Reddick Offices 15.00 91.00
01/28/2008 220 Oberon Wood 3,825.00 (3,734.00)
02/01/2006 220 Oberon Wood 10.00 (3,724.00)
02/01/20086 220 Oberon Wood 10.00 (3.714.00)
02/01/2008 220 Oberon ¥Wood 10.00 (3,704.00)
02/01/2008 215 Bonnie Brae 9.00 (3.695.00)
02/01/2008 215 Bonnie Breae 9.00 (3,686.00)
02/01/2006 402 Reddick Offices 16.00 (3,670.00)
02/01/2006 402 Reddick Offices 12.00 (3.658.00)
02/01/2006 402 Reddick Offices 15.00 (3.643.00)
03/01/2008 215 Bonnie Brae 9.00 (3.634.00)
03/01/2008 215 Bonnie Breae 9.00 (3,625.00)
03/01/2006 220 Oberon Wood 10.00 (3,615.00)
03/01/20086 220 Oberon Wood 10.00 (3.605.00)
03/01/2008 220 Oberon ¥Wood 10.00 (3.585.00)
03/01/2006 402 Reddick Offices 16.00 (3,579.00)
03/01/2008 402 Reddick Offices 12.00 (3,567.00)
03/01/2006 402 Reddick Offices 15.00 (3.552.00)
Total Property (LT} 3.825.00 273.00 (3.552.00)
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Export the report to Excel. Then sort on the Class column.
ARCE F | G I I AECCE F | G | H [ 1

_1 |CLTA-SJI Uniform QuickBooks File Z10PM | 1 [CLTA-SJI Uniform QuickBooks File
_2 |Transactions by Account 0032006 | 2 |Transactions by Account

3 | As of March 31, 2006 Accrual Basis | 3 |As of March 31?('\
I Date Class Debit | Credit Balance | 4 | Date Class Debit | Credit
_5 | Board Designated Net Assets 0.00 | 5 | Board DBSignaW
_ 6 | |Reserves 0.00 | & | |Reserves
_7 || Property [LT] 0.00 | 7 ||| |Property [LT]
N (02008 216 Bonnie Erae 3.00 5.00 8 002008 215 Bonnie Brae 9.00
9 ||| OW¥006 2% Borrie Brae .00 18.00 | 9 | 010v2006 215 Borinie Brae 9.00
o (02008 220 Oberon ‘Wood 10.00 28.00 Lo 024072008 215 Bornie Bras .00
| OP0¥2008 220 Oberon ‘Wood 10.00 3800 n 020%¥2006 215 Bonnie Brae 9.00
12 Or0¥2008 220 Oberon ‘Wood 10.00 458.00 12 03072008 215 Bornie Bras 9.00
13 ||| OWOKA06 402 Reddick Offices 16.00 £4.00 |13 | OX0¥2006 216 Bonnie Brae 3.00
W Or0¥2008 402 Reddick Offices 12.00 76.00 LN 0P0Y2006 220 Oberon *Waood 10.00
15 ||| OWKA06 402 Reddick Offices 15.00 9100 |15 OY0¥2006 220 Oberon 'Wood 10.00
16 ||| 09282006 | 220 Oberon wood 282500 [3.734.00] |15 | ov0Y2005 220 Oberon Wood 10.00
17 ||| 020%2006 | 220 Oberon Wood 000 [3.72400] | 17| 0282006 220 Oberon wood 3.825.00
18 ||| 0A0¥2006 | 220 Oberon wood 000 | [3,714.00) |18 | D20¥2008 220 Oberon Wood 10.00
|| 0A0¥2006 220 Oberon ‘Wood 000 [3,704.00) 13 0A0¥2008 220 Oberon Wood 10.00
20 ||| OA0¥2006 |25 Borrie Brae 800 [3695.00) | 20 | D20¥2008 220 Oberon Wood 10.00
2| 0A0¥2006 216 Bonnie Brae .00 [3E36.00) | 21 0X0¥2006 220 Oberon Wood 10.00
22|| || DA0W006 402 Reddick Offices .00 | (AE7000) | 22 | D¥0¥2008 220 Oberon Wood 10.00
23| [A0¥2006 402 Reddick Offices 12.00 | [3658.00) | 23 | 0X0¥2006 220 Oberon Wood 10.00
24 ||| OA0W2006 402 Reddick Offices /.00 | [364200) | 24 | ov0Y2006 402 Reddick Offices 16.00
25 | OH0Y2006 216 Bonnie Erae .00 (3634000 | 25 | 0v0v2008 402 Reddick Offices 12.00
26 || || OX0W006 215 Borrie Brae 900 (362500 | 26 | OY0¥2006 402 Reddick Offices 15.00
27| [H0Y2006 220 Oberon ‘Wood 10.00 [3,615.00) | 27 | 0A0¥2008 402 Reddick Offices 16.00
28 ||| OM0W006 | 220 Oberon wood 10.00 | (3,505.00) | 28 | 02012006 402 Reddick Offices 12.00
29 [H0Y2006 220 Oberon ‘Wood 0,00 [3595.00) | 29 | 0A0¥2008 402 Reddick Offices 15.00
30 || || O¥0W2006 402 Reddick Offices ®.00 | (3579.00) | 30 | 0R0¥2005 402 Reddick Offices 1600

i [H0Y2006 402 Reddick Offices 12.00 | [3567.00) =i 0X0¥2008 402 Reddick Offices 12.00
32| OH0Y2006 402 Reddick Offices 1B.00 0 [3552.00) | 32 | 0X0¥2008 402 Reddick Offices 15.00
"33 ||| Total Property [LT) 387500 | 27300 [3562.00) | 33 ||| Tatal Property [LT) 3.825.00 | 273.00

2 d

You can insert lines and add subtotals for each project.
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SPENDING FUNDED RESERVES

When reserves are expended it is important to reduce the balances in the reserves in the
equity section of the Balance Sheet.

Any reserve expenditures that meet capitalization requirements must be capitalized.
See CHAPTER TWO - PROJECT DEVELOPMENT AND CAPITALIZATION for procedures to
record and capitalize project costs.

SPENDING PROJECT RESERVES

When you incur costs that spend down a funded reserve for a particular project, enter a
vendor bill to record the costs:

1. From the Vendors menu, select Enter Bills

2. If there is more than on accounts payable account, select one from the A/P Account drop-
down list

In the Vendor field, drop down the vendor list to select the vendor or enter the vendor name
Tab between fields on the form

In the Date field enter the date printed on the bill

Tab to the next field and enter a reference number if necessary

Tab to the next field and enter the amount

Tab to the Bill Due field and accept the default or enter another due date

The default due date for all vendors is 10 days after the bill date and can be changed in
Preferences \ Purchases & Vendors. It can then be overridden for individual vendors by editing
vendor information (Vendor List, Edit Vendor, Additional Info tab). It can also be overridden in
the Terms field.

9. Tab to the next field and, if necessary, select the terms from the drop-down menu or Add
New terms

®» N U AW

10. Tab to the coding section of the window
11. For costs that will be capitalized, click on the Items tab in the coding section

= Enter Bills - Accounts Payable Type a help question v How Do I?

“previous [ Next & Find % History £l Journal

@eill OCredit AF Account Accounts Payable [V1Bill Received

Vendar Date 02/10/2006

Bill Due  02/20/2006

Amaunt pug 0.00

Terms Ref. ho,

Mema

Expenses $0.00 | Ttems $0.00

Ttem e ——————[ccrtion Qty Cost Amaunt Custormer:Job =] Class |
|
Clear Splits Recalculate Save & Close l I Save & New l I Clear

12. In the Item column on the Item tab drop down the item list and select the item associated
with the appropriate project development expense account
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13. Tab to the next column and accept the description

14. Tab to the next column and, if applicable, enter a quantity
15. Tab to the next column and, if applicable, enter a rate
16. Tab to the next column and accept or enter the amount

17. Tab to the next column, drop down the Customer:Job list and select the appropriate project
(Job) under the Project Development customer

w Enter Bills - Accounts Payable Type a help question V How Do I?
erevious B Mext B Find % History 2] Journal

!

@Bl (Ocredt AP Account |Accounts Payable [ Bill Recaived
vendor Coldsprings Purnps, Inc. Date D1/28/2006

Bill pue 02/07/2005 [ |

AmountDug 382500

Terms Ref. No,
Memo
Expenses $75.00 | Items $3,750.00
Item Description Oty Cost Arnount . =] Class \
Storm Draina. .| |Storm Drainage 3,750.00 3,759#®] Development:Oberon o B[220 Obera...

r nject Development Customer:Job
Madrona
N specific funding
FHLB
WA State HFL

g

Job
Job
Job
Job

e e—r———

18. Tab to the next column and drop down the Class and select the appropriate Class for the
project
19. Add additional lines as needed for costs to be capitalized

20. If there are costs on the bill also charged against the reserve that will not be capitalized,
click the Expenses tab and enter them there

w Enter Bills - Accounts Payable Type a help question v How Do I?m

Dprevious B Mext & Fnd % History =) Journal

@Bil (O cCredit A Account | Accounts Payable [W]Bill Receivad
Vendor Coldsprings Pumps, Inc, Date 01/28/2006 E]

Bill e 02/07/2008
Amount Due  3,525.00

Terms Raf, Mo.
Mema
Expenses $75.00 | Iterm; $3,750.00

‘\#ﬁ/ Amnount; Memo Customer:Ioh [=] Class |
Operating & Property Man. .. 75.00 220 Oberon Wood
| J
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21. After entering all costs (capital and non-capital) that will be charged to the reserve, add
the following two lines on the Items tab for the total amount charged to the reserve

a. Select the ltem to transfer the reserve expenditure out of the appropriate board-
designated reserve net asset class (use a positive humber because this is a debit)

« Enter Bills - Accounts Payable

1 Prewvious (g Mexk a Find ':‘:h Histary

@Rl O Credit &P Account | Accounts Payable w Eill Received
vendor Coldsprings Pumps, Inc, " Date 01J28f2006

Bil Dus 02407/2006 (i8]
Amount Due  5825.00

Terms hd Ref. Mo,
Merma
Expenses $75.00 | Ttems $3,750.00
Ikem Description !

Starrm Drainage |Stu:urrn Drainage
Aele =il Transfers toffrom Property (LT) Reserves

Property (LT) Service Property (LT) ”~
House Struckural Maint F...  Service House Struckural Maint Fund

Reserve Transfers Service HEADER. OMNLY - D2 NOT USE
Unrestricked Met Assets Service Transfers toffrom Unrestricked hlet Assets
Meighborhood Ops SErVi Transfers koffrom Meighborhood Cps R

House Structural Maint F.., Transfers toffromHouse Structural Mainkt ..,
Rnard NMecinnated Trancfera SErvire HFAMFR Mkl Y - Mt RCT TISF

b. Select the Iltem to transfer the reserve expenditure into Unrestricted Net Assets (use a
negative number because this is a credit)

« Enter Bills - Accounts Payable
] Previous & Mexk a Find E‘:h Hiskary

gl O Credit AP Account | accounts Payable w Eill Received
vendor Coldsprings Pumps, Inc. - Dake 0172872006

Bil bue02/07/2006 (g
Amount Due 582500

Terms s Ref. Mo.
Memo
Expenses $75.00 | Items %3,750.00
Ikern Descripkion

Skorm Drainage Starrn Drainage
Reserve Transf... |Transfers toffrom Property (LT) Reserves
Ieserve Transl | % Transfers toffrom Unrestricted Met Assets

Property {LT) Service Properby (LT) -~
House Structural Maint F...  Service Hiouse Structaral Maink Fund
Reserve Transfers SErvice HEADER. CRLY - D2 MOT LISE
L5 S Transfers toffrom Une d Met 5

Service Transfers toffrom Meighborhood ©ps Re...
Property (LT) Service Transfers toffrom Property (LT) Reserves
House Structural Maint F...  Service Transfers toffromHouse Struckural Maint ...
Rrard Necinnatad Tranchars Saruvire HFAMFR mikil Y - D RO HISF
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= Enter Bills - Accounts Payable Type a help question v How Do I? m

« Previous (cg Mext €l Find Qﬁ History

@Bl O Credit AP Account | Accounts Payable Ev Bill Received
vendar Coldsprings Pumps, Inc. v Date 01)Z8/2006

Bill Due  02/07/2006
Amount Dus $825.00

Tetms h Ref. Mo,
Iemo
Expenses $75.00 | Items $3,750.00
Ikem Descripkion ok Zosk Amount Customer:Job E Class
Storm Drainage  |Storm Drainage 3,750.00 3,750.00 [Project Development:obe.,, | B [220 Oberon...
Reserve Transf... |Transfers toffrom Property (LT} Reserves 3,625.00 3,825.00 220 Oberon. ..
Feeserve Transf... |Transfers boffrom Unrestricked Met: Assets -3,625.00 -3,625.00 220 Oberon. ..
v v ~

22. Click Save & Close

Note that other methods for expending funded reserves for a particular project are Write Checks
and Record Credit Card Charges, both accessed from the Banking menu. If either or both of these

methods are used (in addition to vendor bills or instead of), the process is the same as above.
Click on the Items tab and record costs there, using items, rather than on the Expenses tab.

Remember to capitalize any costs that are capital costs (see CHAPTER TWO -
PROJECT DEVELOPMENT AND CAPITALIZATION for procedures to record and capitalize
project costs).

The effect of accumulating reserves from monthly fees and rents invoices (in the credit
column) and expending reserves on a vendor bill (in the debit column) can be seen by drilling
into the appropriate equity account on the Balance Sheet and filtering for a specific project
(Class).

14/06 Transactions by Account
rual Basis As of January 31, 2006
« Type +  Date © Memo © Class - Split « Debit ¢ Credit + Balance -
Board Designated Net Assets 0.00
Reserves 0.00
Propenty (LT) 0.00
Ivoice 010142006 Transfers tofrom Property (LT) Reserves 220 Oberon Wood  Fees and Rents 10.00 10.00 4
Invoice 010142006 Transfers tofrorn Leaseholds (LT) Reserves 220 Oberon Wood  Fees and Rents 10.00 20.00
Invoice  01/01/2006  Transfers toffrorn Leaseholds (LT) Reserves 220 Oberon Wood  Fees and Rents 10.00 30.00
Biill 01/28/2006  Transfers toffrom Property (LT) Reseres 220 Oberon Wood  Accounts Paya... 3,525.00 (3,795.00)
Total Property (LT) 3,825.00 30.00 (3.795.00

Although you cannot report a Balance Sheet by Class, you can see Balance Sheet accounts by
Class on transaction detail reports or by drilling into an account balance on a Balance Sheet.
Therefore, always use a Class in transactions that affect Balance Sheet accounts whose
balance you want to view by Class.

If you are using the alternate capitalization method, follow the instructions below when
spending project reserves but choose the appropriate project development expense accounts
for costs that will be capitalized. There is no need to enter the specific house/owner in the
customer field.

SPENDING RESERVES THAT REMAIN WITH A HOUSE

When you incur costs that spend down a funded reserve for a specific house, enter a vendor
bill to record the costs in the same manner as spending funded reserves for a particular
project, except that these expenditures typically are not capital costs:
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=

Follow steps 1 — 10 in the Spending Project Reserves section above

On the Expenses tab in the coding section enter one or more lines for the expenditure,
selecting expense accounts from the Operating & Property Management section of
expenses

3. In the Customer:Job field select the specific house/owner against whose reserve the
expense is charged

w Enter Bills - Accounts Payable Type a help question v How Do I?

W previous [ pext @_ Find Ett. History

N

@Bl O credic AP Account | accounts Payabls v Bill Received
wendor GHiFfins Yard Warks - Date 03/30/2006

Bill Due 04/03/2008
Amounk Due 750

Terms v Ref, Mo,
Memo
Expenses $7.50 | Items $0.00
Account Armaunt Merng Customer:Job Class
(Operating & Property Man... % 7.50 Canilia Flowers - Oberon Wood - 110 % | hibad

LEASEHOLDS Custamer:Jab A

Jim & Candy Dandy - Bonnie Brae 10 Customer: Job

Fally Cracker - Eggg wetomer: Job

ial w0 - Bonnie Brae - 30

i & Jane Doe - Oberan Wood - 100
=

OFMTAL

4. In the Class field select the appropriate Class for the project

« Enter Bills - Accounts Payable Type a help question v How Do I?m

@ Previous @ Mext %\ Find q‘-h History

@il O Credit AP Account | Accounts Payable v [7]Bil Received
vendor Griffins Yard Works v Date 03/30/2006

Bil Due  04/03/2008
Amount Due 750

Tetms hd Ref. No.
Memo
Expenses #7.50 | Items $0.00
Account Arnount Memo Customner: Job E Class
Operating & Property Man... % 7.50 Carnilia Flowers - Oberon wood - 110 % 9 [220 Oberon Wood W

< Add New ~

100 Project Development
101 Resales

T n
10 Opal Commons
211 Commons Building

5. After entering all expenses that will be charged to the reserve, add the following two lines
on the Items tab for the total amount charged to the reserve using the same Customer:Job
and Class as the expense lines:

a. Select the Item to transfer the reserve expenditure out of the appropriate board-
designated reserve net asset class (use a positive humber because this is a debit)
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w Enter Bills - Accounts Payable
‘ﬂlﬁrevious @Next %_Find E‘:h Histary =] Journal

®gil O credt MP Account | Accounts Payable Bill Received
Vendor Griffins Yard Warks Date 03/30/2006

Bil Due 04/03/2006
Amount Due 750

Terms Ref. Mo,
Mema
Expenses G0 | Items / $7.50
Tkem  — Description
Reserve Transfer || Transfers to/from House Structural Maint Fund Reserves
Reserve Fees Service HEADER. OMLY - DO NOT USE
Meighbaorhood Ops Service Neighborhood Ops
Property (LT} Service Property (LT}
House Structural Maint F...  Service House Structural Maink Fund
Reserve Transfers Service HEADER CMLY - DO NOT USE
Unrestricked Met Assets Service Transfers to/from Unrestricted Met Assets
Meighborhood Ops Service Transfers to/from Meighborhood Ops Re. ..
Propetty (LT Service Transfers toffrom Property (LT) Reserve
0 aink F... Tra 0 i1 HO ck
Board Designated Transfers  Service HEADER. ORLY - DO NOT LISE
Unrestricted Met Assets Service Transfers toffrom Unrestricted Met Assets
Land Service Transfers toffrom Board Designated - Land =
Improvements Service Transfers to/from Board Designated - Im...
Tk e - Flrer Servire Flrnet'z bmee Tranrmweements Held b C1T

b. Select the Item to transfer the reserve expenditure into Unrestricted Net Assets (use a
negative number because this is a credit)

# Enter Bills - Accounts Payable

Gﬂlﬁrevious @uext %‘Find E‘:h Hiskory J Journal

@8l O Credit &P Account | Accounts Payable Bill Received

vendar Griffins Yard Warks Date 03/30/2006
il Due 04/09/2006
Amount Due 7+50

Terms Ref. Mo,
IMemo \
Expenses £7.580 Items / $7.50
Ttem — Description

Reserve Transfer, .. |Transfers to/from House Struckural Maink Fund Reserves
Reserve Transfer || Transfers bo/from Unrestricted Mek Assets

Late Fees Service Late Fees

Waker Usage Service ‘Water Usage (bill or reimburse)

Electric Service Electric

Reserve Fees Service HEADER CMLY - DO NOT USE
Meighborhood Cps Service Meighborhood Ops
Property (LT} Service Property (LT}
House Structural Maink F...  Service House Struckural Maint Fund

Reserve Transfers Service HEADER. ONLY - DO MOT LSE
L n Unr ed N
Meighborhood Cps Service TransFers to/from Meighborhood Ops Re...
Property (LT} Service Transfers tojfrom Property (LT) Reserve
House Struckural Maink F...  Service Transfers tojfrom House Stroctural Maint. ..

Board Designated Transfers  Service HEADER CRMLY - DO MNOT LSE
Unrestricted Met Assets Transfers toffram Unrestricted Net Assets
Land Transfers toffrom Board Designated - Land
Trmmwm 1mme o e {9 Temmebmvrs ko Femmn Bmmed Fimmimm mbmd Ten
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w Enter Bills - Accounts Payable Type a help question v How Do I?I

'ﬂErevious B’N&xt @‘Find % Histary J Journal

@8l Oredt &P Account | Aceounts Payable V1Bl Received
Vendar Griffins Yard Works Date 03j30j2006 E]

Bl ue D4/03/2006
drnountDue 730

Tetms Ref, Mo,
Memo
Expenses $7.50 | Items $0.00

Ikem Description Q Cost Amount Customer:Job E Class
Reserve Transker... |Transfers toffrom House Structural Maint Fund Reserves 7.50 7.50 |Camilia Flowers - Oberan Wiood - 110 [ {220 Oberon wood
Reserve Transfer... |Transfers toffrom Unrestricted Net Assets -7.50 -7.50 |Camilia Flowers - Oberon Wwaod - 110 [ {220 Oberon Wood

6. Click Save & Close

Note that other methods for expending funded reserves for a specific house are Write Checks
and Record Credit Card Charges, both accessed from the Banking menu. If either or both of
these methods are used (in addition to vendor bills or instead of), the process is the same as
above.

The effect of accumulating reserves from monthly fees and rents invoices (in the credit
column) and expending reserves on a vendor bill (in the debit column) can be seen by drilling
into the appropriate equity account on the Balance Sheet and filtering for a specific Customer.

Transactions by Account
As of March 31, 2006

« Type < Date ¢ Name ¢ Class + Debit + Credit + Balance «
Board Designated Net Assets 0.00
Reserves 0.00
House Structural Maint Fund 0.00

» Invoice 01/01,/2008 Camilia Flowers - Oberon Wood - 110 220 Oberon Wood 13.00 13.00 4
Invoice 02/01,/,2006 Camilia Flowers - Oberon Wood - 110 220 Oberon YWood 13.00 26.00
Invoice 03/01,/2006 Camilia Flowers - Oberon Wood - 110 220 Oberon YWood 13.00 39.00
Bill 03/30/2006 Camilia Flowers - Oberon Wood - 110 220 Oberon YWood 7.50 31.680
Total House Structural Maint Fund 7.50 39.00 31.60

Although you cannot report a Balance Sheet by Customer, you can see Balance Sheet
accounts by Customer on transaction detail reports or by drilling into an account balance on a
Balance Sheet. Therefore, always use a Customer in transactions that affect the equity
account for board designated reserves for specific houses.
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CHAPTER SIX - RESTRICTED CONTRIBUTIONS AND
NET ASSETS

Net assets are the net worth of the not-for-profit organization. The net assets are reported in
the third section of the Balance Sheet. Normally you do not record transactions to the net
assets account. The balance in net assets accumulates at the end of each year when the books
are “closed.” That process automatically transfers the surplus or deficit (bottom line of the
Profit & Loss report) into the net asset account. Therefore the surplus or deficit is called
Change in Net Assets. A surplus at year-end increases net assets and a deficit at year-end
decreases net assets.

It is essential that you assign a Class to every transaction that affects an income or expense
account. When restricted contributions and the expenditure or release of the restricted
contributions are tracked as Classes, the net of the accumulated income and expenses
charged to a Class is the net asset balance for that restricted Class.

RECORD RESTRICTED CONTRIBUTIONS

A contribution may be recorded using an invoice (pledge), a sales receipt, or a deposit.
Regardless of the method used, when recording a contribution (including private grants)
restricted by the donor, use a Class that reflects the nature of the restriction and do not use
that Class for anything other than transactions related to that restricted category.

j1.Make Deposits Type a help question v How Do nm

“Werevious P Next &GPrint ~ BPayments ] Journa

Deposit To Bank Checking Date  01/24/2006 @ Memo  Deposit

Click Payments 1o select customer payments that you have received, List any other amounts to deposit below,

Received From From Account [emo Chk Mo, Prot Meth, Class Amount

22-TMPACT-CAPITAL Grants orarily Restri 100,000.00

230 Madrona

300 Srattered Sites

301 23 Winterbrook

302 9 Seaview Strest

303 113 Alder Street

401 Reddick Residential

402 Reddick Offices

960 Administration
990 CLT alliance

950 Fundraising

S00-Board Designated
520-B.D.-Water Mermberships
510-B.D.-Property Acquisition
590 - Revolving Loan Fund

600 Tempararily Restrictad
601 C. Samuel Haines Fund

Ta get cash back from this deposit, enter the amaunt below, Indicate the accoRR=NRIN S g - gt ot =Ny

where you want this money to go, such as your Petty Cash account, 620 T.R.-\Water Memberships =
630 - Revolving Loan Fund S0%Me
Cash back goes 1o Cash back memo Cash bl 950 Cost Share allocation
Deposit Total 100,000.00
Sawe & Close l I Save & New l I Clear

RELEASE RESTRICTED NET ASSETS

Contributions that are received with temporary purpose or time restrictions placed on them by
the donor must be released from those restrictions when the restrictions expire. Purpose
restrictions expire when the purpose for which the contribution was made is met (by spending
the money for that purpose). Time restrictions expire when the time before the money can be
spent has elapsed.
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To release restricted net assets, it is first necessary to determine the total of restricted net
assets that has not yet been released. You can use a custom report to determine that. Then
review all expenses and capital expenditures that meet the restricted purpose, being sure to
subtract any that cannot be charged to the restricted contributions, e.g., expenses charged to
government contracts. The remaining expenditures that meet the purpose restriction, to the
extent of remaining restricted net assets, should be released.

The following procedures outline the process for releasing restricted net assets that have
expired.

1. Identify remaining (unexpired) restricted net assets
2. Determine whether restrictions have been met

3. Release the restricted net assets from the restrictions if the restrictions have been met
(expired)

First, identify any unreleased restricted net assets:

1. To create a custom net assets report, from the Reports menu, select Custom Summary Report

Barking | EEsERE Window  Help

g & Report Navigator

wp Fesd Memorized Reports 4
Process Muliple Reports
Financial Statement Designer...

Cormpary & Financial
Customers & Receivables
Sales

Jobs, Time & Mieage
Yendors & Payables
Employees & Payroll
Banking

Accountant & Taxes
Budgets & Forecasts
List

Industry Specific

t
Zustom Transacton Detal Report

Transacton History
Transaction Journal

2. When the Modify Report window opens to the Display tab, press Tab move into the From field
in the Report Date Range section and press the Delete key

3. Tab into the To field and enter the end date of the period
4. In the Display rows by field, drop down the list and select Class

Modify R eportCustam S ummeny Report) Typeahelpquesuun ¥ How Do I? m
Display Eilters Header /Footer Fonts & Numbers

Report Date Range

Dates | Custorm D The date range you specify in the From and To fields
From To |01/31/2006

Report Basis

(@) ccrual (Ocash This setting determines how this report calculates income and expenses.

Colurrins

Display columns for
Display columne by | Total only D across the top, %yAmnunt Sarthy |Default D

D down the lsft. (%) quantity (@) Ascending order

H
Sortin
O Both O Descending order i

-

Display rows by
4

Add subcolurns for

|:| % of Row |:| % of Column

oK I [ Cancel ] [ Heb ]
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5. Click on the Filters tab

6. In the Choose Filter section, select Account from the Filter list
7. From the Account drop down list, select All equity and income/expense

| ModifyReportsCustomsummeny ReporiagbiELT C!UESUUN Lj
Display Filters Header fFooter Fopts & Numbers
Choose Filter Current Filter Choices
Filter CEREURR Filter Setto
bl equity and incorme/expens: [account [l equity and income e,
Amount - Ciato e
Date All liabilities
Item All current lishilities
Mermo All accounts payable
Name All credit cards
Mumber All other current lishilities =
TransactionType All long-term liabilities
All equity accounts
All income/expense accounts
; All ordinary income fexpense
Account Filter Al ordinary income/cogs
Choose the types of a All ordinary income accounts
the drop-down list, Ind &Il cost-of-sales accounts
detail tn appear in the| All ordinary expense accounts
anly). Al other income/expense
All other income
All other expense
All bark, afr, a/p, u/ff
Income and other income accounts
t
Expense and other expense accounts
[ oK ] [ Cancel ] [ Help ]

10.
11.
12.

Click each Class used for restricted contributions

Click OK

Click OK to display the report

Custom Summary Report

As of January 31, 2006

@

In the Choose Filter section, select Class from the Filter list
From the Class drop-down list, select Selected (or Multiple) Classes

Jan 31, 06 @

600 Temporarily Restricted

es Fun ¥ P |
T.R.-Property Acquisition 100,000.@
620 T.R.-Water 53,513.79
600 Temporarily Restricted - Other 40 452.00
Total 600 Temporarily Restricted 194 32515
TOTAL 194,325.15

—_ =

Second, determine whether the restrictions have been met. This may involve reviewing
expenses in certain Classes that would meet a particular restricted purpose. Because all capital
expenditures “pass through” the expense accounts in the project development section of the
Chart of Accounts, a review of expenses should be sufficient for identifying expenditures of
restricted contributions. So long as the process of releasing restricted contributions is recorded
at least at the end of each fiscal year, if not more frequently, all expenditures of restricted
contributions can be found by reviewing current fiscal year expenses.

Copyright © JACOBSON JARVIS & CO, PLLC 2006 All rights reserved

67



RESTRICTED CONTRIBUTIONS AND NET ASSETS

Profit & Loss

January 2006
+ Jan 06 @
Grants 100,000.00
Total Income 176,067.00

Cost of Goods Sold

Cost of Houses Sold 55,000.00
Total COGS 55,000.00
Gross Profit 91,0687.00
Expense
Personnel 5,496 74
Operating & Pr (127.00)
10950000 =

=, LU D0

Site Development 3,750.00
Adjustments (127,240.05)
Total Expense 3,379.69
Net Income 87,687.31

Third, release from restriction net assets whose restriction has been met (expired):

1. From the Company menu, select Make General Journal Entries

In the Date field enter the date of the release

In the Account column on the first line select the income account Released from Restrictions

Tab to the Debit column and enter the amount released from the restricted Class
Note that a debit decreases restricted net assets.

5. Tab to the Class column and select the Restricted Class

AW

B Make General Journal Entries Type a help question v How Do I?-Za
“previous [ pext & Print..  €LFind %y History @ Reverss Reports -
Date  01/31/2008 Eriry Mo, |5 [] Acusting Entry
Account Debit Credit [Mlemg Mame =] Class
Released from Restrictions
230 Madrona
300 Scattered Sites
301 23 Winterbrook
302 9 Seaview Street
303 113 Alder Street
401 Reddick Residential
402 Reddick Offices
960 Administration
990 CLT Alliance
980 Fundraising
500-Board Designated
520-B.D.-Water Merbershins
510-B.0.-Property Acquisition
ik 100,000.00 (ofeh) 590 - Revolving Loan Fund
List of Selected General Journal Entries: | Last Month Euuﬁgfrglwgm';‘iﬁgfgm .
Data Entry. Ko, Ad) Account Mermo ' ek D” = |
p1/51/2006 |El [ [Construction in Progress | P i?EVEI\?\HI; LDZ: Firrfd I;';
01/31/2006 [4 | |cast of Houses Said |ale of Bannie Brae unit 30

QSN Fret Shara Allae stion

6. Tab to the next line and again select the account Released from Restriction
7. Tab to the Credit column and enter the amount released from the restricted Class
Note that a credit increases net assets that are unrestricted.
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8. Tab to the Class column and select the appropriate Unrestricted Class

EEMake General Journal Entries Type a help questmv How Do 1?3 fl s
previous [ Next €Print.. FLFnd % Hstory #Reverse {EReports - =
‘
pate  |o1/31/2008 Entry No. 5 [[] Adjusting Entry
Account Debit Credit Mermao Marne =] Class |
Released from Restrictions 100,000.00 22-IMPACT-CAPITAL 600 Temporarily Restricted 61..
Released from Restrictions 100,000.00 230 Madrona st
o
{774
i
6,
th
8.
Totals  100,000.00  100,000.00 | (24

9. Click Save & Close

Note that the General Journal entry has no effect on the bottom line because there are an
equal amount of debits and credits for the account Released from Restriction.

You can see this if you look at a Profit & Loss by Class report, filtered for the affected Classes

only.
Profit & Loss by Class
January 2006
610 T.R.-Property Acq...
+ 230 Madrona (600 Temporarily Restr... TOTAL B
Income
0.00 100,000.00 g=ien ol
Released from Restrictions 100,000.00 (100,000,007} 0.00 >
Total In 100 00000 000 _ou
Gross Profit 100,000.00 0.00 100,000.00
Expense
Personnel 4,990.05 0.00 4,990.05
Operating & Property Management 56.97 0.00 56 97
Acquisition 109,500.00 0.00 109,500 00
Professional Services 9,000.00 0.00 9,000.00
Adjustments {123,480.05) 0.00 123,490 05
Total Expense 56.97 0.00 58.97
Net Income 99,943.03 0.00 99,943.03 4
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If we now display the custom net assets report we looked at earlier, there are no more net
assets restricted for Property Acquisition. They have all been released.

Restricted Net Assets
As of January 31, 2006
@ Jan 31, 06 @

600 Temporarily Restricted

601 C. Samuel Haines Fund P 32936 4
<—B10 1.R.-Property Acquisition 0.00 —
620 T.R.-Water Memberships XREENED
600 Temporarily Restricted - Other 40452 .00
Total 600 Temporarily Restricted 94 32515
TOTAL 94,325.15

This report is very useful for identifying restricted net assets at any point in time. It is
worthwhile to memorize this report. Before memorizing the report, click the Modify Report
button and then on the Header/Footer tab and in the Report Title field enter Restricted Net Assets.
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DEBITS & CREDITS

QuickBooks allows the user to process nearly all routine transactions without knowing whether
an account should be debited or credited. To correctly record a General Journal entry,
however, you must know the normal balance of the accounts used in the entry: whether they
are debit accounts or credit accounts; you must know what accounts to use, whether each
account balance should be increased or decreased, and whether to use a debit or a credit to
accomplish that. Use the following chart as a guide:

Increase
(this is the account’s normal Decrease
balance)

Asset Accounts, DEBIT CREDIT
e.g., cash, A/R, fixed assets
Liability Accounts, CREDIT DEBIT
e.g., accounts payable
Equity Accounts, CREDIT DEBIT
e.g., net assets
Income Accounts CREDIT DEBIT
Expense Accounts DEBIT CREDIT

ALTERNATE METHOD FOR CAPITALIZING COSTS

The method described in CHAPTER TWO - PROJECT DEVELOPMENT AND CAPITALIZATION
works well for capital costs recorded on vendor bills, checks, credit card charges, and
paychecks. Not all capital costs are recorded on those forms. In many cases, a CLT receives
in-kind contributions that increase the value of capital projects and, therefore, should be
capitalized. In-kind contributions cannot be recorded in a manner that can be incorporated
into this method and, thus, must be addressed separately. A CLT can treat costs associated
with in-kind contributions separately.

If a CLT determines, for any reason, that the method described above is not the most
efficient, use the alternative method described here.

Project development costs will be charged to expense accounts and then zeroed out using
“adjustment” expense accounts. When they are zeroed out those costs will be charged to a
fixed asset account named Construction in Progress, which is a holding account until the costs
are finally distributed to the appropriate fixed asset accounts. See DISTRIBUTE
CONSTRUCTION IN PROGRESS TO ASSETS section of CHAPTER TWO - PROJECT
DEVELOPMENT AND CAPITALIZATION.

RECORD PROJECT DEVELOPMENT COSTS

Record all costs that will be capitalized to the appropriate expense account in the project
development section of the Chart of Accounts. These accounts should be used only for capital
costs. In addition, for each cost that will be capitalized, use the appropriate Class for the
specific project. Lastly, if the cost should be charged to a particular funding source, select that
funding source from the customer:job list.
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= Enter Bills - Construction Costs Payable

Derevious T next & Find %y Hstory = Journal

@eill O credit AF Account | Construction Costs Paya.., [V]Bill Recaived

. _en |
Date 04/07/2006

04/17/2006 E]

Yendor Engineering Services Co.

Type a help question v How Do 17 !

Bill Due
Amount Dug 5,300.00
Terms Ref. M.
Mermo
Expenses $5,300.00 | Items $0.00
Account Arnount Mermo 7z Customer:loh Sy Class
o5 Design, Civil Enginesring 5,300,00] [ § 02-WA State HRU ) B ]230 Madrona
Acquisition Expenze
Furchase Price Expense
Acquisition Appraisal Expenze
Brokers Fee Expense
Closing Costs & Title Insurance Expense
Financing Expense
Inspections Expenze
Transfer Tax Expense
Professiong
Architachurs E; i
‘ v esign, Civil Engineering >
N, Design, Surveying Expense
nalysis Espel
Landscape =y =
Fund Raising Consultart Expense
Homebuyer Education Expense
[ Legal Esxpense Save & Close I [ Save & Mew ] l Clear
Wazrbat Arahicic Furarca

Apply the same coding scheme when recording capital costs on a Write Checks form, a Credit

Card Charge form, or a General Journal.

Because there are no payroll expense accounts in the project development section of the Chart
of Accounts, you need to identify payroll costs for capitalization. It may be that all payroll
costs coded to a project Class during its development phase should all be capitalized. Also,
you can create different Earnings Items to segregate gross payroll that will be capitalized from
other payroll. Finally, you may simply estimate payroll costs to capitalize from a payroll

summary by employee.

Breview Paychech:

Elmer C Sreybec

Type a help question ¥ How Do

Pay Period  04/01/2006 (@
|:| Lize Direct Deposit

Earnings
Item Mame Rate Hours Custormer :Job Class Service Item | Sick Ava
Salary {improves ... 1,562.50 .00 |03-FHLE 230 Madrona \iacation
Salary 520,83 40 Sbimadvsliiiiniadmr T H -
Yac, AcC
|:| Do e
Total Hours: 160,00
Other Payroll Items Employes Si diusted)
Item Mame Fate Quantity Item Mame Arnount
W Dept, of Labor & Industies 0.125 241,50 Salary (improves held by CLT) 1,562.50
= |Salary 520,83
Federal Withholding -415,00
Srrial Somoribe Eronlnvao 120 1R/
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REVIEW PROJECT DEVELOPMENT COSTS

To review costs before capitalizing them, use a Profit & Loss report filtered for the specific
project Class and for personnel expense accounts and project development expense accounts.
Modify the title in the header to identify the content of the report.

Project Development Costs - Madrona

April 2006

Expense
Personnel
Salaries & Wages
Payroll Taxes
Total Personnel

Professional Services
Design, Architecture
Design, Civil Engineering
Design, Surveying

Total Professional Services

Site Development
Site Clearing
Total Site Development

Total Expense

Net Income

¢ Apr 06 °

» 316250 4
3598
3,193.43

7.,500.00
5,300.00
3,400.00

- s

16,200.00

2,750.00

-

2.750.00

=

22.148.48

== T

(22,148.48)

CAPITALIZE PROJECT DEVELOPMENT COSTS

To capitalize project development costs each month, create a General Journal moving the
costs on the report to the Fixed Asset account Construction in Progress (debit) and zeroing
them out against the appropriate “adjustment” expense accounts (credit) in the project
development section of the Chart of Accounts. Use the appropriate project Class on each line

of the entry.

EMake General Journal Entries Type a help question V How Do 1?7

previous [P MNext @Print., ELFnd W Hstory BReverss  EReports -

Adjustmerte
Adjustments:Professional Serv...

Loan Dol Endorserments
g#.50e Loan Processing

Personnel 1o Asset
Operating & Management o Asset
Land Acquisition to Assef
Professional Sarvic

Building Construction
Carrying Costs 10 Asset

Expense
Credit Reports Expense
y Adjustments Expense

Renovation, Confractor Expense

Carrying Costs Expense
Advertising Expense
Audit Expense
Insurance-Construction Expense
Construction Loan Interest Expense
Laoan appraizal Expense
Loan Fees Expense
Laoan Closings

Expense

Expense
Expense

Date  C4/30/2006 Eniry o, 9 [ adjusting Entry
Arcount Debil it Memo Name y 4= Class N\
Construction-in-Progress 22,148.48 230 Madrona

230 Macrana
230 Madrana

Account
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After recording the General Journal, the same Profit & Loss report shows the effect of
capitalizing the project development costs, bringing the expense accounts for project
development to a net of zero:

Project Development Costs - Madrona

April 2006
kS Apr 06 S
Expense

Personnel

Salaries & Wages b 316250 4

Payroll Taxes 35.98
Total Personnel 3,198.48
Professional Services

Design, Architecture 750000

Design, Civil Engineering £,300.00

Design, Surveying 340000
Total Professional Services 16,200.00
Site Development

Site Clearing 275000
Total Site Development 2,750.00
Adjustments

Personnel to Asset (3,198.48)

Professional Services to Asset  (16,200.00)

Site Development to Asset (2,750.00)
Total Adjustments (2214848

Total Expense 0.0o

Net Income 0.00

At the completion of the project, distribute costs from the Construction in Progress account
into the appropriate asset accounts: Land, Houses Held for Resale, and Improvements Held by
CLT. This process is similar to that described above in the DISTRIBUTE CONSTRUCTION IN
PROGRESS TO ASSETS section of CHAPTER TWO - PROJECT DEVELOPMENT AND
CAPITALIZATION.

IN-KIND CONTRIBUTIONS

In-kind contributions are contributions of anything other than money or securities and
typically are categorized as goods, services, and facilities. Another category that may be
useful for a CLT is capital improvements, also known as “sweat equity.”

If recording in-kind goods and services that would be project development costs if paid for,
use the appropriate expense account and project Class so the costs can be identified and
capitalized.

To record an in-kind contribution:

From the Company menu, select Make General Journal Entries

Enter the Date of the entry

Tab to the Entry No. field and accept the default or replace it

Tab to the first line of coding

Enter the appropriate in-kind income account

Tab to the Credit column and enter the value of the in-kind contribution

o U A wWwN
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7. Tab to the Name column and enter the name of the donor (if you record that detail in
QuickBooks)

8. Tab to the Class column and enter the appropriate Class for the income
9. Tab to the next line

10. Enter the expense account or fixed asset account that you would have used if the organization
had paid for the goods, services, or facilities

11. Tab to the Debit column and enter the value of the in-kind contribution

12. Tab to the Class column and enter the appropriate Class that will use or benefit from the
contribution

13. Click Save & Close

VENDOR BILLS WITH RETAINAGE

Record the total bill as a vendor bill but pay only the portion net of retainage until the
retainage is due. At that time, pay all the remaining (retainage) portions of the bills. It will be
helpful to note the amount of retainage in a memo field on the vendor bill.

= Enter Bills - Accounts Payable

T Previous [ Mext | €L Find % History 5 Journal

@Bl () credit AP Account lsccounts Pavable |_I Bill Recaived

wendor Builders alliance L.L.C. v | Date 03/07/2006
Bill Due 03/17/2006

Arnount Dug 24,930.00

Terms l ! pef. Mo,

‘ Memo  Retainage 10% = $2,493 3
m $0.00 | Items 30,00 |

| Item Description
| [New Constructia... |New Construction {Contractar)

To pay the portion due net of retainage, in the Pay Bills window, select the bills to pay and
double click to the right of the number in the Amt. To Pay column for a bill with retainage (be
sure the number is not highlighted). Press the “"minus” key (-). A calculator appears. Enter the
amount of retainage to subtract that amount from the amount of the bill. Press Enter.

Select Bills to be Paid =
o e ) DHE an o before 03/17/2006 L ARE Ao payhle &)
() show all bills Sort Bills By vendor [~
< Date Due Yendor Ref. Mo, Disc. Date Arnt, Due Disc. Used Credits Used |
 |02/06/2006 |Azous Environmental Sciences 1,500.00 0.00 0. 12,640,00 j
/ |02/i7/2006 |Builders Alliarce LL.C. 12,640.00 0.00 q- 1264 |5
 |03/03/2006  |Builders Alliance LL.C. 18,500.00 0.00 0 18,500.00
o |03/17/2006 |Builders Alliance L.L.C. 24,930.00 0.00 i} 24,930.00
« |02/07/2006 |Coldsprings Pumps, Inc, 3,825.00 0.00 0,00 3
« |01/19/2006 (Terra Firma MW LLC 7,500.00 0.00 0.00 7,500.00
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Note the Amt. To Pay for the Builders Alliance LLC bills below are less than the Amt. Due:

‘endor Ref. No, Disc, Date Amt, Due Disc, Used Credits Used Amt. To Pa
Azous Environmental Sciences 1,500.00 0.00 0.00 1,500.00
Builders Alliance L.L.C. 12,640.00 0.00 0.00 11,376.00 &
Builders Alliance L.L.C. 18,500.00 0.00 0.00 16,650.00
Builders Alliance L.L.C. 24,930.00 0.00 0.00 22,437.00
Coldsprings Purnps, Inc, 3,825.00 0.00 0,00 3,825.00

Terra Firma NW LLC 7 0.00 0.00

After paying the bills net of retainage, the Pay Bills window shows only the retainage amounts
due:

Select Bills to be Paid

-

03/25,/2006 &/P Afcount | Accounts Payable

Show bills
() Show all bills Sort Bills By |vendor
S Date Oue vendaor Ref. Mo, Disc. Date At Due
02/17/2006 |Builders Alliance L.L.C. 1,264.00
03/03/2006 |Builders Alliance L.L.C. 1,850.00
03/17/2006 |Builders Alliance L.L.C. 2,493.00

Those amounts can be selected and paid when due after project completion.

CUSTOMIZED TEMPLATES FOR INVOICES

While not essential, it can be helpful to customize invoice templates for different uses.

CONSTRUCTION IN PROGRESS

To create a custom Invoice template for transferring project development costs to Construction
in Progress (see Capitalize Development Costs above):
1. From the Lists menu, select Templates
2. Click the Templates button at the lower left corner of the window and select New
Select Template Type X

Please select the type of
template you are creating:

() Credit Merma
() Sales Receipt

-

() Staterment

() Estimate

() Sales Order

Ok l l Cancel

3. Select Invoice
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4. Click OK

The following window appears:

[";Lljiumiza INVGIGE;
Template Marme

| Header | Fields Columns Prog Cols Footer Company Format

Screen Print Title

Default Title Inwaice
Date Datz
Invoice Number Invoice #
Bill To gill To
Ship Ta E F Ship Ta

Printer

OK
Cancel
Default

Help

Layout Designer

5. In the Template Name field enter the name Construction in Progress
6. Click on the appropriate tabs and make them look exactly like the following screen prints:

USRI EEN NV EE
Template Mame Construction in Progress

Header Fields Columns Prog Cols Footer Corr

Screen Print  Title

Default Title Construction in Progress
Date Date

Irvoice Murmber Invoice #

Bill To l:l l:l Bill To

Ship To O O Ship To

E

LSl SR BN e CS
Template Mame Construction in Progress

Header Felds Columns Frog Cols Footer carr

Screen Print Title

F.O. Mo, l:l PO, Mo,
5.0, Mo, I:l I:l 5.0, Mo,
Terms L [ Terms
Due Date | Ll Due Date
REP D D Fep
Account Mumber | Account #
Ship Date ] L Ship Date
Ship via F Ll Ship Yia
FOBR I:l I:l FOB
Project/Job Project
COther = L Cther
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g.lstomize InveIEE,

Template Mame |Construction in Progress |
[ Header " Fields " Columns | Prog Cols H Footer " Comg
Screen Print Order  Title

Service Date D D EI |Serv iced |
Item |Item |
Description | Description |
ity 0 a |
RS O Rate |
Armount EI | Armount |
Class |Class |
Other 1 0 0O EI | |
Other 2 0 0O EI | |

Ternplate Name |Constructi0n in Progress |

| Header " Fields || Columins " Prog I3|:|Is| Footer Campal

Sales Order Columns -
Screen Print Order  Title

.

Ordered

glstomize InveIcE,

Template Name |Construction in Prograss |

[ Header " Fields H Columns " Prog Cols || Footer |Comp

Screen  Print - Title

Message |Cusb3 mer Message |
Tatal [Total |
Payments/Credits [ |Payments/credis |
Balance Cue |Ba lance Due |
Customer Total ] |Cush3 mer Total Balance |
Balance

Job Total Balance |:| | Job Total Balance |
Long text

(disclaimer) O
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FEES AND RENTS

To create a custom Invoice template for invoicing monthly fees and rents (see Record a

Monthly Invoice for Fees above), follow the same steps for these screen prints:

E

CUstomMIZEN  NVOIGE,

Template Mame | Fees & Rents

Header Fields Colurns | Prog Cols Footer Carr
Screen Print Title
Default Tite Fees & Rents
Date Date
Irwoice Murnber Invoice #
Bill To Bill To
Ship To [0 [1 |shipTdl
CustomiZe Invoice;
Template Name Fees B Rents
Header Fields Colurnns Prog Cols Footer Con
Screen Print  Title
PO Mo, |:| P2, Mo,
5.0, Mo, D |:| 5.0, Mo,
Terms Terms
Due Date Due Date
REP l:l l:l Rep
Account Murmber D Account #
Ship Date l:l D Ship Date
Ship Yia l:‘ D Ship Via
FOBR D D FOB
Project/Job F Project
Other ] ] Crther
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Template Mame |Fees & Rents |
Header " Fields " Columns | Frog Cols " Footer " Compar
Screen Print Order  Title
Service Date ] |Serviced |
e 2 o o |
Diescription | Description |
Quarttity O 0O Qty |
e OO e |
Arnount \_/I |Am0unt |
Class |Class |
Other 1 0O 0O | |
Other 2 0 0O | |

Template Name |Fees 8 Rents |

Header || Fields || Colurmns || Prog Enlsl Footer Cormpar

Sales Order Columns
Screen Print Order  Title

|:| El |Ordered |
Prev, Invoiced O ] |Prev. Trwaiced |

Crdered

GUETENMEENTVOIEE

Template Mame |Fees & Rents |
I Header " Fields " Columns H Prog Cals ” Footer |C|:|m|

Screen  Print Title

Message | Custormer Message

Tatal |TDtaI

Payments/Credits

Balance Due |E\alance Cue

Custormer Total

|
|
|Payments;‘Credits |
|
Balance |

| Custormer Total Balance

Job Total Balance |ng Total Balance |

OO0 OXEEXE

Long text
(disclaimer)
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