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Introduction:   
 
Each upper ledger-3 food project is associated with a lower ledger-3 event receipt project.  
Typically, events fees will include the costs of included refreshments and/or food.  However, 
food expenses cannot post to the lower ledger-3 project used to collect the event fees.  Therefore, 
a transfer from the lower ledger-3 event receipt project funds the food project via a journal entry. 
 
Food projects should maintain a zero balance; as food expenses post to the project, revenue is 
transferred for the food expense.   
 
 
Steps to fund the food project: 

1.​ Process the food transaction, posting the expense to the food project. 
2.​ Identify a revenue receipt on the event lower ledger-3 project that can be used to support 

the food expense.  The project, account, and reference number will be needed to process 
the journal entry. 

3.​ Process a journal entry to transfer revenue from the lower ledger-3 project to the food 
project. 

4.​ Route the journal voucher to your OFS Accountant for review and approval. 
 

 
AN EXAMPLE: 
 
Event fees are posted to a lower ledger-3 project: 

 
 
 
Event food is purchased with a Pcard and posts to the associated food project: 



 
A journal entry is processed to move enough revenue to the food project to support the expense: 
The journal description should explain that revenue is being transferred to support food expenses 
included in the event fees received. 
 
The lower ledger-3 project revenue account (40510) is reduced (a positive amount posts to the 
revenue account), with the line description referencing the revenue transaction.  
 

 
 
The upper ledger-3 project revenue account (40510) is increased (a negative amount posts to the 
revenue account).  
 
 
 
 

 
 
Additional References: 
 
Budget Office 
https://budget.ncsu.edu/budgetoffice/index.php 
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