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Parties 
Involved Boards

Department of 
Education –

Building Unit

Management 
Bodies

Design 
Team/External 

Consultant

Trustee/Patron



Parties 
Involved 

All Capital 
Projects

Patron/Trustee approval

Department of Education approval



Capital 
Projects

Major 
Construction/Development 

Projects
Summer Works

Emergency Works Additional Accommodation 

Capital Project



Capital 
Projects

Summer 
Works 
Projects

Window replacement project

Electrical works

Roof work

Science labs

Mechanical works

External environment



Capital 
Projects

Emergency 
Works

Life safety systems

Electrical works

Roof work

Toilet facilities

Universal access works



Capital 
Projects

Major 
Projects

Extension

Refurbishment

Construction of new school building



Capital 
Projects

Additional 
accommodation 
scheme

< 3 years rent temporary accommodation

> 3 years option to purchase prefabricated 
structure 



Project stages

Stage 1
• Preliminary Design

Stage 2
• Developed Design

Stage 2b
• Detailed Design

Stage 3
• Tender Action including appointment of contractor

Stage 4
• Construction 

Stage 5
• Handover and Final Account



Overview of 
Nominal Codes

Capital 
Building

FF& E Temp. 
Acc.

Preparing to record and report from Sage 50 (Section 1)



Capital Project

Paperwork

Excel reporting 
template

Sage 50 

Nominal Codes

Create a 
department

Budget 
Information



FSSU Chart of Accounts – Capital Project Nominal codes

Structural

Long term Use

High Value 
Project – all costs



Accounting

Building Grant

Code 3900 

DE Capital 
Building Grant 
Income

Expenditure

Code 3940 DE Capital 
Building Grant expense

Code 1400 

Capital Land & 
Buildings (only if L&B is owed by BOM  

& only applies in a very minority of schools)

Set up a 
Department e.g
Extension 23/24, 

Emergency 
Works 2024



Accounting

Building Grant

Code 3900 

DE Capital 
Building Grant 
Income

Expenditure

Code 3940 DE Capital 
Building Grant expense

Code 1400 

Capital Land & 
Buildings (only if L&B is owed by BOM  

& only applies in a very minority of schools)

Set up a 
Department e.g
Extension 23/24, 

Emergency 
Works 2024



Accounting 
-Major Development 

projects

-Summer Works

-Emergency Works

Capital Project 
Grants

Grant 
Expenditure 

3940

Grant 
Income 

3900

Unspent Year end 
grant code 2171



Paperwork

Code 3900
DE Capital Building 

Grant Income



Accounting

Set up a 
Department e.g

Loose 
Furniture23/24 

FF&E Grant

Code 3920 

DE Fixtures, Fittings 
& Equipment Grant 
Income

Expenditure

Code 1421 

Capital Fixtures, 
Fittings & 
Equipment 
Additions



Accounting

Set up a Temp 
Accom. Department

Temp. Accommodation 
Grant

Code 3276

Temporary 
Accommodation 
Grant Income 

Temp. Accommodation 
Expense

Code 5551

Rent of Temporary 
Accommodation 
Expense



Accounting

Prefab rental: 
Grant income 3276 Temp. Acc. 
Grant Income
Expenditure 5551 Rent of Temp. 
Acc. Exp

Equipment for new science room & new 
DCG: 
Grant income 3920 DE Fixtures, Fittings & 
Equipment Grant Income
Expenditure 1421 Capital: Fixtures, Fittings & 
Equipment Additions



Preparation 

Budget

Paperwork



Budget 
Template



Paperwork

CAPITAL 
PROJECT FILE

ANNUAL VAT 
FILE

ANNUAL RCT
FILE



Supplier Set up 
Form

Information required to set up new suppliers

Basic information – name, address, contact details

Tax information – tax registration number and tax 
access number 

Payment of the grant will issue upon receipt of an 
original invoice(s) and written confirmation of the 
following:

• The Board of Management has obtained 
Contractor’s tax reference number and proof of 
identity 



Capital Project 
File

Capital 
Project 

file/Folder

Budget

Grant 
Remittance 

Slips 
Stage Cert’s

Supplier 
invoice

Capital Project 

–

Invoices/Stage 

Certs

/Remittance



VAT File

VAT 
file/Folder

Divided in to 

bimonthly/quarterly 
periods

Copy of VAT 
3 Return 

printed from 
ROS

Calculation 
of the VAT 3 

liability

Copy of 
subcontractor 

invoice

Annual VAT 

File

Aug Sept XX 

– Aug XX



RCT File

RCT 
file/Folder

Divided in to 
monthly/quarterly 

periods

Copy of 
contract 

notification

Copy of 
payment 

notification

Copy of 
subcontracto

r invoice

Annual RCT 

File

Aug Sept XX –

Aug XX



VAT & RCT 
Supporting 
Excel Sheet



RCT

What is  
RCT

SIN
Contract 

notification



Principal Contractor

 “any board or body 
established by or under 
statute … and funded 
wholly or mainly out of 
funds provided by the 
Oireachtas”.

Relevant 
Contract Tax



Is RCT is applicable ?

RCT

• Construction Projects

• Emergency & Summer Works

• Installation of prefabs

• Repairs to buildings incl. electrical, plumbing

• Maintenance contracts with repair element

• Rendering buildings complete 

• Maintenance Only Contracts

• Routine Cleaning

• Computers & Hardware

• Professional fees ie architect fees etc

• Landscaping except where part of the build

• Other goods and services 

RCT



Is RCT is applicable ?

RCT

• Construction Projects

• Emergency & Summer Works

• Installation of prefabs

• Repairs to buildings incl. electrical, plumbing

• Maintenance contracts with repair element

• Rendering buildings complete 

• Maintenance Only Contracts

• Routine Cleaning

• Computers & Hardware

• Professional fees ie architect fees etc

• Landscaping except where part of the build

• Other goods and services 

RCT



Site Identifier Number (SIN)

➢Unique number identifying the project or site
➢Generated by Revenue on ROS



RCT - SIN



RCT - SIN



RCT - SIN



RCT Contract Notifications



RCT

Contract 
Notification

Subcontractors name

Subcontractors tax reference number

Estimated contract value



RCT- Contract Notification

To notify the contract on ROS

1. Log on to ROS

2. Go to ‘MY SERVICES’ TAB

3. Click on Manage Relevant Contract Tax



RCT- Contract Notification

To notify the contract on ROS

1. Go to RCT Contract Notifications 

2. Click on Input a new Contract Notification



Declaration

Read and tick this box to proceed

RCT- Contract Notification



Information you will need from 

the sub-contractor:

• Sub-contractor tax reference number

• Sub-contractors name

• Fixed place of business

RCT- Contract Notification



Information you will need from 

the sub-contractor:

• Sub-contractor tax reference number

• Sub-contractors name

• Fixed place of business

RCT- Contract Notification



Information you will need from 

the sub-contractor:

• If subcontractor information not available please 

tick this box to input additional information

RCT- Contract Notification



Information you will need from 

the sub-contractor:

• Sector

• Nature of Work

• Site Identifier Number *
* Only create new SIN if building project work being carried out 

• Start and End Dates 

• Estimated Value of the work

RCT- Contract Notification



Tick yes to confirm this is NOT a labour 

only contract

RCT- Contract Notification



If you have another Contract to input click on Add. Click Continue to proceed.

RCT- Contract Notification



Enter Password

Click Sign and Submit

RCT- Contract Notification



Search existing 
contract 
notifications



Search existing 
contract 
notifications



Cancel or 
amend a 
contract 
notification

Amend

Contract

Contract 
Value

End 
date



Accounting for 
Capital Project

Set up 
Department

VAT Journal
Payment

Grant

Recording 

& Reporting

Section 2



Steps in 
recording 
capital 
transactions 
in Accounts 
Package



Accounts 
Demo Data

Ref Dept Sage 50 Detail

Department 
Grants

DE SL 1
DE SL 2
DE SL 3

20 Look at where these grants were 
recorded in Sage 50 sample school data

ABC Builder ABC SL 
1&2

20 VAT 
Journal  
Date of 
invoice

VAT 13.5% to be paid by Principal 
Contractor

First 
payment

100,000

20 RCT 
Journal

RCT 20%

Check Sage to see if VAT and RCT is 
paid

Using the 
department 
reports in 
Sage to 
answer FAQ’s

Section 
3 

Sage 
slides

20 Update 
carefully 

Review 
reports

Balance sheet
Nominal activity reports
Department reports

D
Capital Project – Science Lab Extension

Learning Points 

Reporting 
from Sage 

50



Under Department module
Double click on an available number and fill in name 

If the project has phases which are department 
funded and require reporting then create the 
departments in a range e.g. 20 – 22. Then the 
department report can be generated for individual or 
for the range

Under memo – facility to add supporting paperwork 
including the template. The folder can be copied and 
shared with accountant when required

1. Create a Department for the Capital Project



Invoice

Received by school

Forward to DE building unit

Remittance based on invoice



RCT & VAT

VAT – Value added Tax

➢ VAT Linked to Invoice 
Date

RCT – Relevant Contract Tax

➢ RCT linked to Payment
Date

Example: 

Invoice dated 26th February – VAT period Jan/Feb

Invoice paid in March – RCT based on payment date, to be 
included in next return, to be paid following month or 
quarter end 



2. Record VAT Journal in Sage 50

• Under nominal 
• Click on Journal entry
• The cost is debited to the same code as invoice cost is coded to 3940
• The credit goes to the VAT Control Account code 2260



3. Recording DE Capital Grants

Check Bank Receipt report from Sage 50 Comments

• Grant received in Aug 22 at Year 
end

• Grants received in new Financial 
Year coded to 3900

• Relevant department assigned to 
them 



4. Payment to ABC Construction  

• ABC First invoice September 2022 = €100,000 

• Principal contractor to account for VAT - VAT Journal recorded in 
Sage 50 in September

• October Payments run includes ABC Construction

• Before making payment to subcontractor – a payment 
notification must be filed with Revenue. 



RCT Payment Notifications



Payment 
Notification

Subcontractors Invoice

Name Address
Tax 

reference 
No.

Gross 
amount 

excluding 
VAT

Statement 
VAT to be 
accounted 

for by 
Principal 

contractor



Before making a payment to a subcontractor you must notify the payment to the Revenue

Inputting a Payment 

Notification

1. Log on to ROS

2. Go to ‘MY SERVICES’ TAB

3. Click on Manage Relevant Contract Tax

4. Go to RCT Payment Notifications 

RCT- Payment Notification



Click on Input Payment Notification

1 Find the Sub-Contractor from the list

2 Click Input Payment Notification

RCT- Payment Notification



RCT- Payment Notification



Inputting a payment notification

If there is a deduction, this will show in the deduction amount box
The payment notification acknowledgement screen is for information only

Click continue to proceed

RCT- Payment Notification



Enter Password

Click Sign and Submit

RCT- Payment Notification



Search a Payment Notification



Check the revenue record inbox to view the deduction authorisation.

Click on the chevron to see additional information. Give a copy to the subcontractor.

Print a copy for your records and attach to the invoice in question. 

Payment Notification



Deduction 
authorisation 

Issue: o% - no requirement

20% - deduction authorisation 
must be issued to the 
subcontractor

35% - deduction authorisation 
must be issued to the 
subcontractor



4. Payment to ABC Construction  

Bank Module : Payment details

• First payment to Builder was €100,000

• ROS RCT deduction was 20% will require a journal entry

In Sage 50

• Record Bank Payment to ABC Construction for €80,000



RCT Journal
Bank Module

4. Record RCT Journal to reflect 20% 
deduction notified in ROS 

• Under nominal 
• Click on Journal entry
• The cost is debited to the same code as invoice is coded to 

3940
• The credit goes to the RCT Control Account code 2270



Accounting for 
Capital Grants

- Supplier 
Module 

Brief Overview

Create a Supplier Account – ABC Construction

Batch Invoice for €100,000

Batch Credit for RCT of €20,000 coded to 2270

Supplier Payment for €80,000

Benefit – Aged Supplier ledger & Invoice history



4. Supplier Module

Setup ABC Construction:

• First payment to Builder was €100,000

• ROS RCT deduction was 20% will require a Supplier credit Note to 2270

• Record Supplier Payment to ABC Construction for €80,000



4. Supplier Module

Record Purchase Invoice



4. Supplier Module

Record Credit Note for 20% RCT – This moves the €20,000 from the Supplier 
Account to the RCT Control Account CODE 2270



4. Supplier Module

Record Supplier payment to ABC for €80,000



4. Supplier Module

Supplier Account will provide history of Transactions



Revenue 
Returns

RCT

VAT 



RCT Return



RCT Return 
period



RCT Returns are filed on ROS on or before 23rd of the month after period of RCT activity

• NO RCT activity  = AUTO-FILED on ROS

• RCT activity at 0% deduction = AUTO-FILED on ROS

• RCT activity at 20%/35% deduction = MANUAL FILING

RCT - Filing and Payment to the Revenue



To file the RCT return on ROS:
1. Click on ‘My Services’ tab
2. Select ‘File a Return’ from the 

‘Complete a form Online
3. Select ‘RCT’ from the ‘Tax Type’ option 

list
4. Select ‘RCT Return’ from the ‘Select a 

return type’ option list
5. Review and amend the deduction 

summary (if necessary) 
6. Click ‘File Return’ button
7. Choose payment method and proceed 

to sign and submit screen

RCT - Filing and Payment to the Revenue



VAT Return



Reverse 
Charge 
VAT

If RCT applies VAT applies

VAT to be accounted for by 
the Principal Contractor

School’s must account for 
VAT



VAT return

13.5% VAT Rate

 -plumping

 -electrical work

 -plastering 

 -block laying

23% VAT Rate

 -supply and erection of 
scaffolding 

 -supply of a crane with an 
operator

 -supply and erection of 
temporary fencing

 -hire of site labour through 
an agency



VAT Rates

VAT Returns 
Deadline

Paper

- 19th

Electronically 
– 23rd



VAT return



VAT return



VAT return



VAT return



VAT return



VAT return



• Select Taxation Period

• Enter the VAT on 

subcontractors 

Invoices in T1 VAT on 

Sales

• Enter Zero in T2 Box 
VAT on Purchase

VAT Return



VAT Return



Click on Green 
Calculate button

VAT Return

6300

6300



VAT Return



VAT Return

6300



VAT Return

6300



VAT Return

6300



Click on 
Sign & Submit

VAT Return



VAT Return



VAT Return



VAT Return



VAT Return



VAT Return



VAT Return

6300

6300

6300



VAT File

VAT 

SEPT2

2-

AUG23

Vat 3

Excel workings

Copy of invoices



VAT File Jan/Feb 
2023



VAT File

6300df

6300df

6300df



VAT File



VAT File



Sage 50 
Section 3

Reviewing & 
Reporting

Nominal 
Activity

Department 
Reports

Capital 
Report

Control 
Accounts



5. Review Revenue Control Accounts

Tip: When VAT payment is made up 
of a number of transactions -
When recording VAT Payment – split 
the payment to show the breakdown 
for the capital project department



5. Review Nominal activity reports for the 
relevant capital codes   

Ensure correct Department references are assigned



6. Run nominal department analysis 
(Detailed )report

Under Departments

Reports

Nominal Analysis



6. Review nominal department analysis 
(Detailed )report



6. Review nominal department analysis 
(Detailed )report - contd



Reporting

Compiling the Capital Project Report

Detailed nom 
dept analysis

Nom ledger 
Dept analysis

Capital Report 
excel

Balance sheet



Compiling the Capital Project Report

Capital Income Figures for template

Detailed nom 
dept analysis

For Bank 
Account grants 
were lodged to



Compiling the Capital Project Report

Income (nominal codes)

Nom ledger 
Dept analysis

Review the 
balances for 

reasonableness



Compiling the Capital Project Report
Capital Expenditure



Grants received 308,500

Costs to date 331,450 – Taken from detailed nominal dept report 

Awaiting DE grant to cover VAT 22,950

RCT not paid over yet to Revenue

34,050 = 10% retention including VAT 

F&F Grant also due

Nom ledger 
Dept analysis

Capital Project Report Summary
Verifying figures to the Sage 50 Department reports



Finalising Capital Project balances in Sage 50

Steps to finalise Sage 50 figures Revised Department analysis

Pay RCT & and record in Sage 50

Journal entry in Sage to move the 
25,000 from 2171 to 3900

Run the Department reports from Sage 50



Agreeing template figures to BOM Balance sheet 



Capital Project Report Summary – Sample Data Key Points

Grants received to date = 308,500

Costs to date 331,450 – Includes provision for VAT on 
payment 2 

Awaiting DE grant to cover VAT 22,950

34,050 = 10% retention 
including VAT o/s

F&F Grant also due



Accounting for Capital projects in Sage 50 
Summary Conclusion

Learning points

• Using the Department function in Sage 50 is 
vital for reporting on the project

• Reviewing the nominal activity to ensure the 
department ref is assigned correctly

• Use the detailed nominal Department report 
to compile template figures

• The figures in the Nominal ledger dept 
analysis report show where the capital 
project balances are in the Nominal Ledger

• Ensure any excel template figures agree back 
to the Sage 50 reports

• Consider using the Suppliers ledger – further 
training planned for September 2023

Final Capital Project template

A summary of the figures in Sage 50



FAQ



When 
retention 
money is due 
to be paid to 
the contractor, 
do I need to 
put up a new 
contract 
notification?

 Where a contract is subject to retention money, the 
contract end date can be left open until the 
retention money is paid or if the contract has been 
closed, it is possible to reopen a closed contract by 
amending the end date in order to pay retention 
money. 



RCT Closed Contracts & Unreported 
Payments



Closed 
Contracts

Closed contracts–
payments up to 9 
months

 A Principal can input 
payments/post 
payments up to 9 
months after the end 
date of the contract

Contract closed between 
9 months and 18 months 
ago

 In order to submit a 
payment/post payment 
notification (as opposed 
to an unreported 
payment notification), 
the Principal will need to 
re-open the contract

Amend the contract end 
date 



Re-opening a 
Closed Contract:

-Go to “Manage RCT” in ROS 

-Select “Search Existing 
Contracts” 

-Select a contract and click 
“Edit”



Re-opening a 
Closed Contract

 -overwrite the “End Date of 
Work” with a future date

 -click “Continue” all the way 
through to the “Sign and 
Submit” screen, and

 -Sign and Submit.



Closed 
Contracts

Unreported payment

 Unreported payment on 
a closed contract up to 
18 months after the end 
date of the contract. 

 Unreported payment 
was made over 18 
months after the end 
date on the contract, 
the Principal will need to 
re-open the contract to 
submit an unreported 
payment notification



Unreported/
Post payments



Unreported 
payments

What is it?

Payment made to 
subcontractor without 
processing a payment 
notification on ROS

 No option to deduct RCT

 No deduction authorisation 
will issue

 RCT penalty letter in ROS in 
box

Revenue 



What is it?

Payment made to 
subcontractor without 
processing a payment 
notification on ROS due to a 
technology failure 

 -power failure

 -ROS unavailable

 -local digi-cert issue

 -local ict hardware failure

 -local ict third party software 
failure

 -local java system failure 

 -local broadband failure

The following which are 
available in a drop down 
menu:

Post 
payment 
notifications



What can I do 
if I need to 
cancel a 
payment 
notification?

Payment notifications can only be cancelled 

➢Before the end of the return period that the payment notification 
was notified. 

➢For monthly returns the payment notification can be cancelled 
before the end of the month or before the end of the quarter for 
quarterly returns. 

➢After the end of the return period the principal will not be able to 
amend the payment notification



Are there 
penalties for 
not submitting 
a payment 
notification?

 0% Rated – penalty 3% of the relevant payment 

 20% Rated – penalty 10% of the relevant payment

 35% Rated – penalty 20% of the relevant payment



When I click in 
to the RCT 
return I am 
seeing an RCT 
Surcharge of 
€100 why?



How do I 
account for 
VAT on 
prepayments 
and progress 
claim 
payments?

Document

 “this is not an invoice for vat 
purposes” or 

 headed “proforma invoice” or 

 a “certificate from a quantity 
surveyor”

Obligations

Subcontractor must raise the 
vat invoice in the month the 
payment is made or within 15 
days following the end of the 
month

School must account for the 
vat on the amount of the 
payment in the VAT period in 
which the VAT invoice was 
raised



We have a large 
project and it is 
broken down in 
to phases. 
Should I be 
setting up a 
different 
department for 
each phase?

Requirement to report on funding on a phase basis – set up a 
department for each phase

Tip: create the departments in a range e.g. 20 – 22. Then the 
department report can be generated for an individual phase or for 
the full project

Departments



Thank you for joining the webinar

If you have any further questions

please telephone or email us

Post Primary  01 269 0677

Email info@fssu.ie 


