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This publlcatlon, developnd by staff in Communlty,hlgh
School District 88, Villa Fark, Ill., wds supported, in part, Ly
a U.S. Office of Lducation grant to document the experlencq of
- Community ifigh School Cistrict 88 in inplementing ‘Financdial
Accounting Classifications and Standard Terminology for Local and
State School Systems, State Lducatlonal Pecords and %eports Series:
handbook 11, Rev1sed. . o N .

Handbook II, Rev1sea, a natlonal Center for Lducation .
Statistits publication (1973), presents defined items and teimy
. classified in ‘categories for usg in school finance accounting ° ]
.systems. This-published accouft, describes its 1mp1ementatlon
based on conputer equlpnent to meet flnancé\accountlnr and
uanagement needs 1in one school systemn, namely, Community Ligh !
School Pistrict 88. .
It is likely that this docunentation widl ke heipful ‘to
other school systems that will Le implementing landbook II, Tlevised,
through the use of computers. . . 0
In no way, implied or otherwise, is this product to be
. construed ag an official endorsement of any c¢omputer software,
£ hfrdware, qi/;ontractor. \ - . .
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ﬂﬁbsalom Simms, Dlrector Allen P, Liéﬁtenbenger;‘Chief
* Divisién of Intergovernnental » . Educational Data Standards
Statlstlcs , . Brangh .
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- ' Thls manual represents the culmlnatLon of two years of .

gffort on the part of the District 88 staff to 1mprove our. ab111ty
- -

to managc and control the resodrces involved 1ntherde11viiyzof

educational services to-our.constituencies; namely, the public and.

our students, This project is.but one of manf'innovative programs.

. ~

,iﬁ which our District takes pride. It is indieative of our continual
.. efforts to'opérateethe educational enterprise in a'responsible‘and .4 d
o creati\;e ‘jpanner. we do not accept the s'tatus. quo as an unsurmountable ‘.
barrler, but ratpq* as a departure'polnt for ach1ev1n;:new‘plateaus ‘;ﬁ
{\, . . . .

) N
1~ of educational’ management . ) . . DR S J
. '. . l ) ] N
. N - 3 v— e - . * 8 d .
.0 For examp;e. ’.‘\\ L F
. ' -When we expegzenced tremendous enroll ment growth ]
. T , during the past ten years and our faCilities were ‘
) . . taxed to the limit, Pistrict 88 met the problem' _
with what ias become known as the "88 Plan,"™ a:* ., ~| .~ J

. system 1nV)1vxng staggered shift scheduling and v .t ‘
< . modlf;ed open ‘campus doncepts. . oo y
, <. .
v 2
' ~When our students, and other const1tuenc1es became ' .

concerned about the relevancy of our curriculum and |
teachlng methodologies, we: introduced such concepts - AR
_as resource centers, team teaching, individualized . Lo .
1nstructlon and electronic media. / \c

é -When 1t was apparent that career seIeétion, in¢lud- .
| ' 1ng possible purgult of post-secondary eduicatiqn, .
[ : was a contern of our Students, and other constitu- ~ °
0 en01es, we developed and 1m31emented the CVIS system
) which is an-on-lihe intégrated, 1nformatlon system de— .
signed around career oppottunities and customlzed to,
‘ a particular student s capability, : .
-When accountability and self-renewal’became the hall- -
mark of the educational establishment, District 88
. embarked on tlie development of management program . ) .,
v ' throughout the District which has included our being ' .
) ‘one"of six.districts in 1111n01s to-pilot thée imple=
- mentation of the‘llllnols Program Accountang System,
. based upon Handbook II.

™

0

1 e * . - & .

"
.
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~ .
‘
.
j . N .
] . .0
¢ . N
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We feel that this project has he}ped kéemenddusiy in |
identifyiny bettgr methods and concepts for operating our District.
It is our intent to continue these efforts in the future, not
directed toward utopian %evels of operation, but certainly aé
optimal le«éls of 0p§ration. ’

) The development of this system has been a district-wide

activity and all who participated are to be cbmméndéd. Mr. Robert.

Lopatka, Assistant Businéss Manager of our District, was designated
/
as project director for the implémentétion of ‘the.system. He had

the full support of ‘the entlre admlnlstratlon, 1nclud1ng the Board

o - ~ H

of Educatlon, and spec1f1cally Dr. Davi¢ ¥och, Assistant Superin-

tendent and Mr. Jack Mgntsq Business Manager. U .

Robert. Davis Assbciates,"lnc. (RDA), of Atlahta, déorgia,

- -~

~wh ass'sted ‘us in the design and 1mplementatlon of the system, aLSO’

s

Jhelped 1n the preparatlon of the documentatlon 1ncluded 1n thi's’

'4 » ) * ’?
-manugl. . ]
g -
. ) -
o L - John R. Thorson -
R . S - Superintendent
- F) .
. , ,
November, 1873
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" CHAPTER I ,

.COMMUNITY HIGH SCHOOL DISTRICT 88 {
Dy PAGE TOUNTY, ILLINOJS

District 88 is located in a near west*suburb of éhicago,‘
Illinois, in ‘prosperous Du Page County. It is a high school
district with an enrollment in the l973-74 school year of
approximatelyrs 900 students. . We presently opérate three
separate facilities (York, Willowbrook, and Addison Trail

“High Schools) with a fourth site reserved: for. future expansion
as required. District 88 sérves five feeder elexentary -

districts whose combinéd enrollments in the 1973-74 school

year. approximates 17, 000 students.

‘o .
¢ s

,The District's boundaries encompass. approximately 32 square
miles in Du Page County with*an assessed valuation of over,
$602,009,000, or $60, 800 per enrolled student. Our-preseﬂt
tax levying power is $l 8§l and our average -expenditure per
student.- during 1973-74 is s1soo 00. - ' _

. ) The inherent philosophy of our Board and Adminlstration
toward management of our system is characteristic of a highly
, y decentralized operation at each school location, with broad
L ‘ participation by the administrators from each location in ’ \:
.;district-wide formulation of policy, goals, objectives and \

‘e 1 ‘ S

: ) + procedures “mhis participative management approach ‘is Ly

e exercised through the SAC (Superintendent Advisory- Council)
which meets weekly to review and revise the goals, jectives \f_

and directipns of .the District. ' =




x{ 3 Within the,past two‘years, we have implementéd the organ-(‘
icational recommendatlons contaxned in a management study

conducthd‘by an ou%gxde consultxng firm. The present e y'“

- -

alzgnments of authoritysand responsibllxty.relatlonships .are

., [ 2
‘ contaired in the- char\s on pp. 4’ and-S of this sectxon. '

b3
[ . -
] ‘ - .

. Our curriculum groqrams cover a broad spectrum rangxng N‘% -f

-

fromhhlghly 1nnov$t}ve academic transfer programs to terminal

‘ car 2er development programs For example, we have successfully

'deVelopgd 1nnov5t1Ve techniques such as; .- . BN

%:f - ... Contract Learning L. T -
Co . . Team Teachxng A e =
. = IndividualjZzed Instructxon T n
. Video Instruction: . \ . ]
. Computer'Assasted Instruction . ] oe

.. - 3

which haVe been 1ncorporated‘rout1nely Anto our curriculum.///';
| Addxtlonally: even though our’sttrict experiences a ;

relatlvely hxgh rate of OOllege matrxculatxon by our, gradua;inq

students, we.have establxshed "and maxntaxned,wa s)bstantial

commltment 4o career development programs. For example, ue

operate approxxmately fxfteen to seventeen cooperatlve-work

programs for our students xn'many areash 1nclud1ng unusual

2

'program areas such as Dental As§1stants and Cosmetology.

' /
Dlstrxct 88, in cooperatlon with the Illinois D1vxsxon of :

.

. ’VOcatlonaltand Tecbnxcal Educatlon, aesxgned and developed

the highly successful cvis Program (Computerxzed Vocatlonal

Informatlon System).. CVIS is an.on-lxne 1nqulry system whlch ' w |

»

assists cur studerts 1n 1dent1fyxng career opportunxtxes con-

'sistent with their personal goals. and thelréestablxshed .
L . e

[ achievement levels. 5o A




.
. BN 8 . . e
. - * .

*. We have empbarked on a new pro;ect, whxch s to develop

-

-

L PPBES capabilmty withln our ngtrict. For the‘past two. years,

L we'have-been in the, process of establish1ng an‘MBp )l

.
’ . s e

! ! .methodology whxchwxs con81stent .with our aecentralized e

o managementophilosophy~‘but ‘more: 1mportant1y wxll”becomg the ';l

»
k]

}i': _ foundatlon of\the PFBES. RTA o S,
| ¢ - x
i . We feel that xhe expa951on of “our MBO m&thodology, the

; “ - N

v developmgnt of ‘he PP?ES system, and. the establlshwent of our\
Lo rogram Accountlng sgstem (Revxsed HEII)’ﬂill provxde us yxth

oo the effectlve xools we need to manage the rescurces‘bfﬂD;strlct

.

88 in a much‘more enllghteneQ”manne . o .

3 - » ~ H
. . - Ll
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CHAPTER II - -7

N PESCRIPTION: OF PREVIOUS ACCOUNTING SYSTEM
« , .

. . .
O . ‘ Se b g L
r * M

| Jo\
Our prevxous accounting system was structured 1n

accord&nce with the most receht vi:gsion of the Illinois
Finang%al Accounting ual - This manual was adopted fr ‘
the origiaal thdbooﬁ‘ip, and had undexgone several revisions
"as time changed, aﬂd the reporting and’ recording requirements
of sqhool districts and OSPI changead. Staff members from

_our district participated in the on-901ng development of the’

»

Illin01s mghual bver the jears.

o

For several years, we have recognized the need to-maintain

expenditure accounting records by fac111ty and department
7 . <
which.was used primarily for comparative cost analysis and

'budget preparation purposes. However, we only included .

supplies, travel, maintenance and capital outlay classifica-

tions 'in these analyses. ' ////

~

Our system was essentiaily'one of modified cash basis
accounting. That is to say, we did not recognize receivables
and payables at the time of their occurrence, but did maintain

an encufyrance accounting sub-system of all .purchase orders

v

issued, essehtially for budgetary control purposes.

4

We have maintained an IBM 402 Accounting Machine System for

° — L2

our business office operations for the past ten years.
'In the following‘we briefly describe the highlights of our

:prev10us accounting system. :
4 v 2 .
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Automation -

For the past several years we have utilized the computer

!acilities of The College of DuPage (COD), a state supported
[ ]
community college. For the most part, the ‘college’'s

computer center has provided the following support:
. Processed our payroll/petSohnel sub-system

Prepared our student schedules and grade reports

. Malntaxned f on—llne inquiry system CIVS (Cbm-
puterized ocational Information System) B

W1th the 1m§1ementat10n of Revised Handbook II, we have

1ncreased our usage of thfs fac111ty by adding the budgetary

4
accountlng and accounts payable sub-systems-.

-

The IBM 402 system will be phased out of our Dlstrlct s

operation in the very near future.

<

A Payroll/Pe;sonnel Sub System~ N

4

Our payroll/personnel sub-system whlch was des1gned by the
CoD is a fairly sophisticated application which includes the

éreation and maintenance of combined profile, payroll dis-

tripution (ﬁp to six separate account distributions) for e "

each employee; however, it did not ingtude distriﬁution of

Board paid employee benefits. .. | _
A1s94/£ecause of. the structurf/of our ﬁreyidus ééceuﬁt‘ - ,}/’i

o
‘>/9mb 4(ystéﬁj/we could not obtdln direct departmental (program)

costs for our salaries and employee benefits.,

¢ i b >
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~
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payable accounting,

+

ﬁudgetary Accounting & Accounts Payable

As stated earlier, we have maintained an IBM 402 machine

in our business office for over a decade. In recent years

Y

it has been used primarily for general ledger and accounts.

after the. pafroll process was transferred,
to the COD.,

~

We routinely prepared monthly Journals budget to actual

i)
status report and formal (revenue/expenditure and fund -

.balance) statements with this equipment

Additionally, we prepared expenditure reports by facility

)

and. department which were made available to those adminis-

trators. -
‘“J

Activity and Pupil,Activity'Accounting

Although we have historically maintained these classes of

accpunts within the Education Fund group, for statement

preparation, we nevertheless have maintained them as separate

records, since they are required to be self-supporting.

Tnis classification of accounts included such things as
FoodTService, Bookstore, Athletics, Continuing Education,

Fee Cards and Student and Faculty Clubs. These were

essentially maintained on a pure "cash basis," with balances

carrying forward at the conclusion of each fiscal year, if in

fact a balance existed. . .

g



Monthly Reporting '

In addition to the reports mentioned above, we nofmally
prepared standard bank reconciliation, treasurer and , .
.encumbrances accgunting‘repbrts at.:he clSSing of each -
period. These reports were primarily‘fgr Board review pur-
poses; with the exception of the~ehc§mbrance report, thch

was also used .for internal bﬁdgetaryﬁgontrol.

.

Purchasing

*Weé have operated for several years, and will continue to
——w.—‘f~éo~so, a centralized purchasing function in our busineés
office which includes such things:as:
. Annual orderind of”comﬁod;ties and bulk items

Competitive bidding on equipment, and some supply
i temb . ) ‘

. Encumbering at the purchase order stage

| . Maximizing ‘the taking of discounts

As we indicated earlier, we do not set up accounts payable"
_
when invoices are available at the closing of a period. $

We do not maintain any&Districthidé warehousing facili-

b

ties, since each of our separate facilities have adequate 4
4 ; . ) g
storage space and can accommodate on-site supply storage:

\ , o
4 . )

'Budgeting

We have followed a budget format outlined in the Illinpis

o

(Office of Superintendent of Public Instructibn, OSPI) !

Financial Account}ng Manual. Iﬁ was essgntiaily a-line /item -




L

ing¢remental approach, patterned after the'séandaéd Fund/
Function/Object breakdown. It-was. not proéram oriented; ﬁgr.'
did it allow an accuréte diffe;entiation betweén’instrucgional
and inst;uctional'related (support) costs.

Our budget timetable each yedr included the following

targets: . i

Fall: Tentative Budget té Board - detailed N )

allocations and Board approved levels.

of supplies, reference books, Library
R and Capital Outlay. . :
'Spring/ : B 'y
Summer : Allocation of the function/cbject .level

after completion of state.legislative

funding program. ' -

, : ‘ RN

Fall: . Final Budget to Board for adoption and

* establishment of annual tax levy.
.G N

Property Accounting

The district, for many years, did not maintain detailed
property‘(gquipment) records. Our major objective in tﬁig .
, ~

area has been to assure that the f?rmal audited statements »
of the District included- an updated“capital?éed value of the
equipment inventory, taking into éoésideration the additions
and retirements that occured during a fiscal year.

. 4

Howeyer, during the past two years, we have employed an

outside firm to deveiop for us a dethiled-inventéry manage-

ment sybktem for .our business office gperation. - (Our own .

staff handles the physicallinventéring,gpdate:requiremqnts, .

on an annual basis.) We have comple%ed this activity for
two of our facilities and tﬁe'thgrd wil;/;e doné this puffentf
year. ' ' ’ o o : 7

' Lo g
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Cash Management , ’ .

Our District has established a detaiIed cash flOW‘“
requirements program which ailows us to keep our available
' cagh invested on a)continuing basis in U..S Treasury‘Bills
and other apprbved forms. "1t is Our policy to constantly
maintain low cash posxtions in our‘current bank accounts.
Tﬁecflexibiiity of treasury bills liguidation allows us to

. ™S
meet outr cash flow needsd on.p current-basis, and at tlie  same

« -« . . ) ,
" ' time expand the resources available-for District operations.
L S LA .. .
%‘: ! “ \ " X} B .. . A
' o, Exte na1 Audit PN T,
:.J ‘u Even prior to the state requirement for an external A

%, ; . review and audit of our annual finanCiai rep;rts, our.
‘ .District has ratained CPA firms to conduct an operations
" : . audit. We have felt this to be. a\necgssary part of our
P ¥ n stewardship responlibility; |
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CHAPTER: III

roo

.SYSTfMé DESIGN. REQiJiPEMENTS AND 'DEVELOII’MENT
Throughout this documentation manual ig a theme which
descrlbes the District 28 approach to educat10na1 management. :
Since the arrival of Superintendent Thorsom in 1970 changes in
management phllosophy have EVolved We tend to characterize
this philosophy as ‘part1c1?atory managenent". ObVicusly, the \}
size and composition of Dfstrict 88 lends itself to this approach
since we are a secondary systent with three Iarge departmentallzed ‘
hlgh schools.
This compdsition allows for broad levels of decentralized“
authorlty and responszbllity at the school level with highly con- o
centrated coordination and planning conducted at the ulstrict level |
] The coordination and planning functlons are handled by
the Superintendent Advisory Council (SAC), a group comprxsed of
the Superintendent, Assistant Superintendent, Dlrector of Educational
Servzces, Director cf Continuing Education, and three school principals:
L 'Complementing the SAC role are the various Board

:Committees, Citizen Advisbry"Groups,~Principals' COUhCllB, and students ‘

"who assist in evaluating, interpreting and gudeng the direction ',

of the distrlct. xe J
j' . For the pastgthrEe’Years be have*been veloping a

- + f . !

. »

‘management by cbjectivés program in the district, to the depargmental

4
]




- cussion since they,répreseﬁted‘qhangegirom the established

level of.each of our high schools. We have high hopes that this

program duriné this school year, 1973-74, will expand to the

. point where we are able to write measurable objectives for each

’

of our operating departments.

ACCOUNT ING
SYSTEM DEVELOPMENT

~

At the point where we were selected ac a pilot district
in the Illinoig Accounting Project, we immediately set into motion
a deveiépment program with the SAC which included:the‘following}

- ra

-What policies needed to be ievieWed and revised
relative to our financial accounting practices?

~ -What were the data and information requirements of
the Board, the District office, the school principals
and the Department Chairmen?

-To what level should program costs be recorded and
reported?

-Should the District consider establishing its own’
data processing capability?

-What procedural changes should be established relative
. to the revised accounting- system which would be
“ implemented? .
Through a series of bi-weekly meetings with the SAC,
which were supplemented by staff meetings at each of thé high
ﬁchoolé, these questions were considered and determinations were

made as\ required. For example, Figure III-1 lists a series of

- . / ‘ , )
policy and procedure, changes which were developed as a result of ™

14 2 M

these discussions.

P "y

Naturailx{ieéchﬁof thé§e chapdga evqked.great'z&s— .

- 1
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FIGURE III - 1

Page 1 of 3
ADMINISTRATIVE POLICY AND. PROCENURE. CHANGES
L 4
1. All fee card accounts will be listed as supply accounts in
departmental budgets. ' . " ‘ f
2. Balances of- fee card accounts will not be carried fcrward.-
’ .
3. All anticipated revenues, including fee cards, will be esti-
mated for budgetary purposes.
4. . Based upon the total estimated revenue frém all fee cards,
‘ a single fee card expenditure account will be estimated \

for each départment. ' y

5. Programs orgghized on a district basis (cosﬁetokog&h dental -.

aide) will identified as cost centers to insure their
separate idehtity. ‘ . .
. ’ ~
6. Driver education, summer school .and athletics accounts will

be considered part of the Educational Fund. They will not
carry balances.

Educational Fund, but year end balances will bé included in
the following year's budget.

7.  Bookstore and cafeteria ac&ounts will be included in the

Special event and student fund-raising Preject accounts now
carried as auxiliary will be transferred to activity, thus
retaining the "carry-over" ‘concept. (Christmas wreaths,
© records;. Yearbooks, tours, test scoring (SAT), etc).. .
5. The health fee caﬁa will be eliminated. Studerit téxt books
should.be purchaséd throigh the bookstpre, classroom s
i reference books and-supplies from Educationgi Fund.accounts.
< ’ L Lol ) ' <
10. - P.E. locker fe€¢ cards will be part of. the bookstore operation,

P}

The towel rental fee account and~tﬁe‘laundry account will

be combined as'a district account under the Building Fund. )
Fee cards will still be charged and colledied by the.bookstore.
Balances will not carry over. :

¢

"Each special edubation‘programlmust be coded as a cost “.

. Center in the Education Fund as prescribed by the 0SPI account-
*ing manual. - ‘ ‘ :

Revenues from student.ID fee cards and transcript Charges will
be deposited in the General Education Fund. Related expendi-

=

.

tures will be budgeted in the  pxincipal's office budget. -
o ' . ’»;: ) . ’ w*
N ' :{‘
r "’ . . ‘
N N 14 “ '\ ' R .
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FIGURE III- 1
Page 2 of "3

v

State-federal vocatlun 3 reimbursements ‘will-be budgeted in
the varlous vocational departments and coded by source of
furids. Balances w1ll not carry over. .

~ .

. .

State vocatlonal hand1capped and d1sadvantaged funds will be .
budgeted by building using the "host" account ‘concept: -
Balances will carry over. Expenditures will bé charged to

the various: vocatlonal departments and coded by source of .
funds. . N ~e .

In-service tra1n1ng accounts will bé eliminated, but funds .
will be budgeted in- the Educatlonal Fund under the support. + /
of staff functlons. ’ SN

4 , i N

lerary overdue bOOP Tund will be eliminated, and 1ncluded‘

as a mlscellaneous L3 avenue in the educatlon account. . .

Present welfare fund (K), pay phone.revenues, and building
. rental revenues, will be included as miscellaneous revenue. . -~
.in the Building Fund. Expenditures w1ll be coded as any .y

-other supply item from,the Building Fund. ° . e

¢

Mlmeo, AV ‘and bookstore charges for supplles and serv;ces
wiil be establ;shed as separate cost centers with zero -~
_budget amounts. A Initial supply purchases -appropriate, to. )
" these areas will, be -charged to the cost centers. -As depart-
ments pt}llze the cost «center serv1ces, charges~w111 be
assessed agalnst their’ supply "accounts and the credits .
applied toward’ reductlon of the cost center s expenditure
account .

-

.t : .
.

Faculty travel will be establlshed on a ‘per bulldlng,basls."
Expendltures will be ‘charged .to, the respectlve departments.
us1ng the "nost"'accountlng concept R -

Research and development _accounts w1ll be establlshed on a
district orflce and building basis, . - . .

Study guldo and wr1t1ng manual accounts w;ll’be channeled oo
“through the bookstore.

A}l t1tle programs will be budgeted under the Educatlonal
Fundo : M . - ! [

. 2
4 '

CVIS I will be considered- part oﬁ the educétlongl budget
of the guldance-department. .

* s

CVIS 1IX1° W1ll be budgeted in the Educat*onal Fund under
.research and development at the district level.

Attendance and scheduling will be established as a single * ..
" cost center under support of pupils. , - A

o . ~ o
* .

<R 15 . LS

S . T




FIGURE III -
Page 3 of 3

4

.

R v ' '

27. Co-curricular activities receiving no board support will be
handled as activity accounts.

28, Co-curricular activities recei
form (yearbook, newspaper,
in the following manner:

ving board support in any ¢
forensics, drama) will be handled

a. Expenditures subporged by the board will be listed

under’ co-curricular activities in the Education: Fund.

b. All other expenditures will appear in the activity
account, ’ ) )

29. Continuing Education accounts will
Education Fund; therefore, balancecs
Budgets must be established for all

be part of the General
¥ill not carry over. ,
revenues and expenditures.

30. Apprentice training accounts run through Continuing Education

will be established as district activity accounts.

%

b

X
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*patterns of the district. But each was agreed upon, and were
’ <
incorporated ‘into the'new accounting system design. :°° '
. . -l
(a) Information
_rRequirements )
3 i . $

After the avae'step was completed we proceeded with «

the determination of-the data and information requirements for each *

level of administration in the districét. Figures IV-1 and IV-4

" identify both the levels"of data accumulation and reporting requited
for this objectfbé as well ads the report sequences\which the system ‘
would need to produce. For example, in Figure IV-4 the five se-
quences outlined were developed specifically to meet the following '
needs: .

Sequence . s Distribution . '

: _ Standard - District Office
( Option 1 . Principal ‘
| . ’ 2 . . Board of Education
| ) . -, 3 ¥ . Department Chairman
. : 4 . District Office ’ : ‘
;” ! ’ ‘ ' |
. (b) Program i .
| _ ' Deflnltxon : .o
i‘ ] B hd
F‘ ’ In vxew of the then establlshed MBO program thch was v
E.' orlented to our dep?rtmental strdcture, w conclﬂded that our
E approach to program cost recording and re¢pdrting would remain at

the departﬁent level. However, in*the evelopment of the program -

— __dlmen51on Agm&hg_ggcount classificatio: ..code we -did allow for two. T
adaltlonal elements~ // . . T "
‘ -
1. Course level accumulatéon in the 1974-75 -schpol
- ‘year. /
’ ) / * -
: /
2q . /g ’ -
/ -
. /




2. ‘Special cost center or program accumulation
in the 1973-74 year, {i.e. 16-CVIS-11;
ld-Co-Cprrlcular); , -

<

We decided to set this structure for the first year only
4 .

4
and review it at that time. If it was deemed inappropriate at
that time, we would modify the structure. (It should be added
that the COmputer systems have been developed W1th susficdient

!

flexiblllty to accommodate this need, if requlred )~\‘

() Data Processing ) ' ' .
Support

We evaluatsﬂ the options available to us and concluded

that if nothlng else the time constraint would ‘preclude our ability
to establish and develop sufffclent data processing support within
the District. We were-also assured that the College of Du Page

could meet our needs adequateiy. Coésequently we electea to“Continue

to use their services. .

> . . E

(d) Project Schedule . _— . ,
and Coordination . . " ‘ \ *

. . o

|
' Mr Robert Lopatka was given the respon51b111ty to coor- %
dlnate the rmplementatlon progect for our dlstrlct. WOrking with ‘
the consultlng firm of Robert Davis Assoclates .(RDA) and- the ) 1
Corlege of Du Page sraff,~they jointly developed.anquerar;'pIéh - j
for the project which is inéluded as Figure III-2. ' This plan was ‘. .

supplemented by a much more detailed schedule1wh1ch is 1nclu§§a

.r-'.’ .
. . a A

as Figure III-3. o S Cn - -

‘e
-
.



. . FIGURE III - 2

NROGRAM BUDGETING ACCOUNTING SYSTEM
TENTATIVE CONVERSION SCHEDULE - .
AS OF NOVEMBER 3, 1972 e

Mr. Robert Davxs, Mr. Willlam Healy, and Mr. Robert M. h@p&;ka
have reviewed the EPIC Software packige 1nd1v1dua11y and:
collectively with IBM Jyepresentatives. It is our feeling, that
this package will meet the basic requirements of the program
budgéting ‘system with some modlfxcatxons. Since District 88 will
. continue to work through the College of DuPage, we feel that the
College' of DuPage shoyld be the coztractlng organxzatxon thh T
IBM regardlng the - 1easan of EPIC i

At the ‘present txme, it’is our feeling that a two step conversion
should take place: ) ] . . .

- Step. I, beina the parallelllng ‘of our exxstlng accountxng
atructure utxlxzxng the ERIC package. ' Thus, we will in
effect be testing EPIC Programs to determine: any moﬂxficatxons,
changes, etc: that need to be made. The parallel is,
antxcxpated to take place on February 1, 1973..
Step 2, is the actual live conversion from our curreit
accounting structure to the new- Federal Han;bodk to ’

—

@

ra

e utilize cthe .EPIC pacxage. This w111 take piace on July . * .-
1, '1973. ) ' SR . B
S TENTATIVE TIME SCHEDULE ' L e
’ b " 0 :— “
: .’December 1, Lelz . ‘A System Analysls/P~ograﬁner wxll be ‘
e . -t g “hired by thé Céllége of DuPagé as of
IO . . . . - this date toswork exclusively on>the*
) : pro;ect. ’ ’ . s

4

] — ‘ . to effect ‘the parallelling of’tle
- , -curdent acccunting structure using:-
. _the EPIC package. ‘(Sgep 3 I e P

-u\;

- have checked ouf. the EPIC Softward.

co .2 'Parallelling of.District 88's current —
1. . E . ‘ account:.ng :em will begin., = - ’

March 31, 1973 ' Parallellxna ‘w? 1 have been completed
. g1v1ng us -a two ‘onth test perlod -

. March 31,.1973 Modxflcatxons to the existing payroll T

) " package at the College of DuPage will

, have been made {ie. Multiple distri- .

- . . bution and 1nterfac1ng w1th the EPIC ;
’ programs). .

Depember 15, 1972 - A plan will be ready as of thas daﬁe*; ngfi

January &, 1973 i EPIC Software Wlll be delxvered hy IBM. o

‘Fesruary 1 1973 “_ ‘The System Analysxs/ﬁrogrammer will "¢ -: -

Q 4 . 26 * .19 L A'O - T "




Y

D April lgz 1973 A plan for Step 2 (the final cdnyéksibn
1 ’ will be ready as of this date. '

R April 15, 1973 to July 1, 1973 - During
) . . this. period of timertesting will be done

. and -all of the necessary tasks out-

T . . lined in tHe plan for conversion to
. ) . /‘ : Step 2 will be accomplished. o

. July l,-197@ g At this period, actual.conversion will *
. S foo take placg. The nméw accounting struct-
. . : ,-ure and EPIC programs.will be used in

- L. - ] the aquifgdag to day operatioéns. -

3

l N -
3 A «
d r . \ N ' .
E ? » 4 . 1
; -

F } s

9 i

» . .
&5 t - - hd
. . ' 3 . 1 .
; A < -y ‘
: g e R . ) )
- - .
- >
E » * N 3 " - ’ i
N
. . P “ e .
L * g F <] ' ¢ -
} " i - A & ]
[ . . g Sor .- . " . -
| , L o ,
_r L N
. =t 5 ; . .
N P gj’ & dy .
{ ., v ’ . - e / . & *1«»/ # / ] 3 e R . PO
Ty .
RO . ‘ & ‘. sy v e e
. By - = . M > .
= N
Lo . 7 H g/ , .
" + . %
y S e . & ,
+ Iad S, - hd .
~ v az\ .&L’ »
: . B ¥ & . .
. - 3 W ®
' ; < . ;
- < - N
i & &
-
. e Fe . g f
o e > - 3 Q . ve ¥ .
.. : - .
Fl . < bl B s - . -
P - . B - ?‘ ., 3 - ¢
= o . .
* < * & '
1 o ¥ . .

’ b
N X . L . N
B P .
55 ¢ ' :
7 ¥ 3 ’
¥ . -
% . % % - - -
¢ . v L t
S 4 *
LY
N - ; , -
¥ .
- < L3 + ’
< {l'\ P} LY
.-
RS . . - o
- ' '? o 2 > -
t Wi e 55 “ » a i .
35 . 2 N - . -
.
v - - " A
k3
* &
' ‘ % » i .
. 7 ) * .
i — A .. . , x
b et
S
A1 -~ ,
.
Py .
2 N .
Lo T . M . N -
-~ .
-
I
\ 1 . . e
- > -~ A = .
P .
‘S‘S g # o . 7
£ . L4 ] -
.
. .

.
N s P

R P o i * . 1] . ’
\‘1 . e ‘ 3—:%;." 20 < % .-

CERICT Ry

. o




N - - L N DY - HEEE O I.Ha.n,wwur, Ty ~ N
- b3 K T : Wiy, /ahn.f/x/ . %/;MM
) MRS LA, oLt e ,,,.x : ‘..H;: L e f...wx g
e — A o s
. 1 - ﬂown.;uomsm 3 nnﬁuoﬂwuoz uoonoum o.n SN
- = B T ]
gwunuomo dwuun .“.n.n. g
. R
SN X PR - : , : SRS . N T
—= A _ . . | B A SN .uu: uoou “jusandog 4T *
3 - b b e eeanpesods qumnag pT

u&&ﬁa umﬁm

-

ad.nh nowru;nou u:o huunu

b

|
CET T
2t i

o~

: I R ‘tou&muﬁmoo:ua,
, ou nnwnuaznou a03 nu.nm mo.nagn .._H .

B !uwoum .n.nou»n.m huwvom\ "o1

) 4 -Buuhm
. unwuﬁ.oood ucuuusu I9tTRIRL  °§
: rfu_.ﬁuom uo.unua weasks ‘g

ounlumom, uHmm uu>.w.ﬁon

L A
- O\,

III 3ENOII

dT0IIHOS 1OIL0¥d

ow HDH&HWHQ

™ 4 - = e r
b v co 9I8A3305  J1AT I9PI0 9 by
L B R T vopseavdesa aupgha, 5

. ﬂ-.nm gwauo?.ou uso h umu @D, -
*0143. uo: e
- uw33sds. Ruy3unodde uaouuuwi., T
Jo .no..n.naun& 103, uuuao m s,
. & ) : 03 “UNT4 “BOTEIRAL0D mo.nm.aﬂa € g
- W I Tl & T @anpedodg Iespng R
'#3UNoddy jo uué 32 oﬂw4wcﬂh BT s i

— — v uoﬂﬂiwﬂ-m "..,r; o
’ T su.&-ﬁ nod_au =, u?uuum ﬂ =
- - i o 8 L DY s A

ung | | Asy ady_ | - IR q¥3 | uer- d3g - ]__AOK RN ~ —TIIATIV .




s

o

reVised&procedutes are outlined in éhapter V.

Aruitoxt provided by Eric
S

Since the district had a limited knowleége of data
processing,in;hOusg,'the éqo:dination of the computer design and

ﬁrpg:amm%ng réQuirementﬁ were handled by Robert davis,AssociateSs

*

(e).P:oquu;al ’
. Changes j

ks

§ ? ‘The establigﬂhent of a program (cost) accounting recording
7
and reportlng ‘system required considerable changes in our operating

procedures, spcc1fica11y in the budgeting and payroll areas. mﬁqge

..
"

S § ‘ ' . : : /




CHAPTER IV
f

THE NEW FINANCIAn’AccdﬁNTING SYSTEM.

The management 'of educational programs has been an

evolutionary proceéss: in that the data upofri which we base decisions
have changed from measures of résource input to ‘functional areas:
N : ) . f

- LT T :
to measure of program’ achievement in.terms of resources..expended.

Past Charts .of Accounts used by,Illinois SchoolwbiStriéﬁs,.as a

'-( 1 ] - L. . i
basis for accounting systems,  have been limited chiefly to . three
dinensions: funai function, and~objeét.

J While these llmlted dlmen51ons served well. to demonstrate

stewardship .of funds, 1t 1s necessary.to add dlmen51ons to meet
information neeéds of school admlnlstrator57 the general publlc,
and our Board of Education. These needs aré numerous’and complex.

They.have grown out of concerns of certain publics about the cost

and. relevance of education, of the enactment of legislation in

responEe,to recognized’eduoationai needs, and of the resultant N
-needs for information to assist in planning and‘decisioh making..

Added emphasis,was placed on the need for a more\reflned accounting " '
system through court cases whose dicta have glven new dlrectlons j

to financial support patterns for education.

’!'1

- e . N i

.Some -of the needs grow'ng out of our changing approach '
to educatlon program management are-

- Location accountlng.- required for school-to-school
“ - and district-to=-district comparablllty analysis;
(i.e. Title I Programs)

~
-~
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- Source of fund accounting. required to report the
use of categorical aids; (i.e. Title.II Programs) .

- Major areas of the curriculum or "school operations
accounting: to provide the .basis. for accurate
costing of cost differentials includad in state aid

formulas; (i. e. instructional. serv1ces VS support
services) .

- Program accounting: to provide a basis for demon-
strating accountability and €volving product1v1ty
measures; (i.e. Art; Reading, etc.).

As these needs were 1dent1f1ed the old charts of account

‘were expanded or subsidiary records were established to meet the

Y

particular need of an individual distrlct, or problem area. This'

v

was done .essentially to gain more deta;led data~than.was possible

through strict adherence to the old Charts of Accounts.

Detailed data have meaning and<vafue only through systems

- ®

which make possible logical combinations of data to produce different

kinds of information. To this end, each dimension and»category of
the Iilinois ‘Chart of Accbunts is discrete and mutually exclusive.

Therefore, there is no lohgeér an account number per sé,. but rather 1

a ta? identifying each financ1a1 trangaction which ‘permits an’

v

alyést infinite display of f1nanciéi Anformation depending upon the
9§pect of the educational enterprise béing examined, as well as
- [ > i

//the summarization in*a pyramidal fashion, of the levels.of data e

,// information required in an information and reporting hierarchy.
/

/ ‘ .

Figure IV-1 illustrates this hierarchical or pyramidal
requirement. As canl be seen, the base of the structure is predicated

on the need for the greatest degree of detail, that is at the

-

- ‘ i
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consﬁnbtion leVél.of'financial,jesoupgesd Ag this‘need moves up

“the hietafchy, or pyramid, ‘it bécomes obv;ous that a lesser degree
of det;il is required»since-thé inf;%mation requirenent<has lessened;
. . - o

» that is to say, more summarlzatlon and aggregation of data occurs

as one moves up the’ hypothet1ca1 hlerarchy. 4

\‘ Needless to say it‘is vital that in the original classi-

I3 ) [
[ «

fication (o; comhininé\of,tagS) of'the'data, at the transaction
stage, all conceivable levels and‘categories of cléséiﬁication .

must be conSidered. Otherwise, the capability to meet all levels
of ‘the lnformatloﬂ hlerarthy will not exist, and negate the potent1a1

value of the report;ng system. ' : v . i

A

HANDBOOK II,AND . : . ’ ' ’ . ‘
/'THE ILLINOIS DEVELOPMENT ’ . : - -

-

Durlng the past few years, the United States Office of
Educatlon has been 1n the process of revising Handbook 11, F1nanc1a1

Accounting for State andﬁLocal‘Schools,Systems. This was brought .).

about by - .practitioners in the field recognizing ‘the 1nadequacy of
q"‘

a functloﬂuooject accounting system. -

~ Al
-

" As the revision neared completlon, varlous states began‘
preparatlon,to revmse the1r Systems, Thls was done {n order  that.
theyfcould gain the use of the more fléxible, hew system and meet

,changing'Federal reporting‘requirements,"lllinois was one of these -

states!

-

In accordance with the Illinois School Code, 1t is the

respons1b111ty of the Superlntendent of Public Instructlon (OSPI)

- * x4
“ ? Soaew ‘ .
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to formulate and approve farms, preccedures, and:regulations for
3 . * ) ‘L
school distriots, in the proper accounting for all receipts and

disbursements, and to publish and keep current manoais in loose-

. N v
leaf form relative to budgetary accounting and finapcial manage- .

ment procedures. In conformity with this responsibility and acting

upon the advice of the Financial Adviscry Committee, revision of

the Illinois Accounting System began.
. - “« v

It éhould be added that concurrently with this develop-
ment, the OSPI'initiated a state-wide effort to deéeloplgoal state-

ments wh;ch would assist in giyihg direction and-qupose to efforts .

in the field of public education. This resulted in the publication,

Héoais,fordthe'Seyentiee. By cieariiggggt;og the Illinoie goals
to be achieVed it was possible to asseés present gotivities,and'
identify needs in terms of these goals. Havdng identifiedltheée
needs,‘lt was necessary to modlfy the approach to ‘managing education

programs, This included three separately 1dent1f1ed act1v1t1es:

1. Revision of the :Guidelines and Standards*for School
Dlstrlct Recognltlon and S_perv151on. S e . -

2. The jointly Sponsored program, (1111n01= General
" Assembly, 'Executive Office Bureau of The- Budget and °
. OSPI) known as the Educational Effectlveness ahd
.. o Flscal Eff1c1encz_§ct. e ) .

"3, Revision of the Il&lnols Flnanc1a1 Accountlng_hanual,
based upon USOE Handbook II. "' ' .

’

. ) Items (1) -and (2) deal esseptlally with the development

* ) -~

of planning systems in Illinois ‘school dlstrlcts andr;althoqgh
' vital; will.not be part-of this docuﬁehtationAmanual. Item (3)
. - % - .
will be discussed in the following section. o ‘




. REVISED ILLINOIS
ACCOUNTING MANUAL

During the 1972 fiscal year the Illinois Financial

Accounting Committee, an advisory panel to the Superintendent of
X A )

OSPI, recommended that the then Illinois Accounting Manual be
revised to make, it consistent with Handbook II which was under
developmenthy the USOE Standards Branch.

' Thg Suéefihtendent accepted this recommendation and the

Fiscal Management Division of the OSPI was given the responsibility

for undertaking”the task. Drs. Wilson and Bradshaw, and Messrs. -'
.Glick and Pyle of that Division developed an RFP which' subséquently

resulted in a contract to Robert’ Davis Associates, Inc.. (RDA) " of

H
4

Atlanta, Georgia to-acéomplish the following objectives:

. '1. Revision of 1111n015 Financial Accounting Manual
: , -.for Local School Systems.

Al - ; . r
- .

2. Tralnlng and Implementation supervision of the
.. system in six pilot districts.
4 = Tralnlng and lmplementatlon supervision of the
< “system i .all‘other 1111n01s School Districts.
B
& District ‘88 volunteered‘to becomg one- of* the pilot dis-

< . . o . i . - . Y

-

tricts and was selected. During the period May, 1972 through
September, 1973 RDA worked .with our staff in implementing the .
revised Accounting System. Exhibit IV-1 outlines the account

¢lassification system in the Illinois manual. It is included

here so that the reader can better understand the directions .

-

taken by €he Illinois OSPi. .
It should beé noted that in fhe main the Illinois Manual

is conSLStent w1th the outline of ‘Handbook II The~major variances:

. . ° . -

o
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occur only in those cases where Illinois Statutes or the OSPI

regulations take precedent. ' y

_THE DISTRICT 88 -
' MANAGEMENT SYSTEM PLAN

,pAs‘outlined elsewhere in this manual, District 88 has

. been actively involvéd in developin§~aﬁ effeotive.appgoaéh to

~

educational managemént‘for the;past two years. Inherent in these

thrusts have been 1ncl ded the followlng“. e / '
- Establlshment of dlstrlct—w1de ‘goals' involiing - s
the staff andscommunity in the District. [ '. * 7~
- Development of speclflc ObjeCthES (programs) ]
to ass1§t in achieving these goals. R .
The program accountlng projéct is one aspéct of thls
Y i ’
entire development and;w111Aass1st onlx:ln the control and-evaluation

- . - 4 - -
of the frnancyal resources. "/ oo

LY
F3

DISTRICT 88 PRbGRAM -
ACCOUNTING SYSTEM

.,

N -

= . At the outset of this’ prOJect we 1dent1f1ed the follow1ng

major questlons which néeded ta. be gnswered prior’ to beglnnlng the

<

detailed plannlnq ‘ - : ' .

/
o

l. What level of prograz accountang woqld the
District need in order to support its manage-
N ment systems and objectlvesw
-2, What changes in pollcy needed to be identified
St preparatory to beginning the development?

‘3; Did suff1c1ent hardware and software capability
exist at the College of DuPage (CODY to support
the Revised Accountlng System’> : .

4. To what extent _should the District payroll dis- .
trlbutlon processube .changed? - .

e 29 / ’
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'chh of these questions were add;esséa at the beginning
nf this project. Questions (1) and (2) have been dealt with in

Chapter IIIl In the following we will discuss items (3) and (4).

©

DATA PROCESSING ¢ ' X
SUPPORT .

»

f . In Cﬁibter Il we discussed the degree of computerization -

which ‘has existed in District 88 for several years. The major

questions which we needed to answer relative to the revised ac-

counting system included: @
.= Could the present COD budgetary éqcounting
software package be modified to accommodate
the requirements of the Handbook II coding
system? ] '

(After some consideration of this problem,
- It appeared that this might create unnecessary
problems and that the best solution might be
- a separate programming package for District
88 puApoSes. )

N

- - As uﬁing the above, what would be required to
- develop this separate programming package?

(It was very clear to our project, team that to
attempt the complete design, progXamming and .
testing of a separate budgetary accounting
system and -have it ready for implementation by’
July 1, 1973 was impossible. The project team
, elected to evalpate existing fommercial soft- .
. ware packages and select thgxﬁwhich best met ’
, . the needs of District 88 and would be consistent with

Handbook II requirements., - y

’

- The IBM corporation package known as EPIC -
' Budgetary: Accounting was selected, because, it . : e
. .seemed to.méet the-general requirements-stated , . C
. . above. ..l P . . xkf/f

- .

. <« * ‘ . . o

[




-

on the COD computer system, we paralleléd the Months of qanuaﬁ}‘ .

.-What expansion of the current payroll programming ~ o .
packagé would be required to accommodate detailed
distributien of multiple labor and employee bene-
fit costs t¢ the program level?

- (After analyzing the existing payrcil package it
was felt that major modifications would be required

to effectyate this level of distribution.) .

~Recognizing that to install a vendor software
package as well as complete the major modifications
of the payroll system would require substantial
programming support from COD, what priorities or
guarantees could the COD give the District concerning
programming support? ~ '

(It was concluded that the ex;stihg programming. .
staff of the COD would need to be supplemented ip
order to meet the July 1, 1973 deadline.

Consequently, District 88 agreed to underwrite the
costs of the expanded programming staff to work
. specifically on the District 88 system.)
Relative £3 the hargware capability of COD, it was con-
cluded that the existing configuration would adequatély accommodate
. P N
the needs of the revised accounting system. (However, the COD,

at a later date, independently elected to upgrade their system but

this was not a result of increased District 88 requirements.

-

PARALLEL . - .
OPERATION : :

.+ - §ince the Epic-~ Budgetary Accounting was still a relatively

4

-

new software package at the timé we began implementation, we'.decided

¥

. N o e 0 " .
that a parallel run-was necessary. .

‘Consequently, after thé software had been initidlized
. . - ?

and February, 1973, business to the existing aCcountihQJmachine'

\ . o ¢ . e
N - . »

- K - F
. - .
v . Y .
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process. We thus assured ourselves that t‘e EPIC software was
1 functioning correctly in addition to familiarizing our staff with
the software package.

MODIFICATION OF
PAYROLL SYSTEM

>

The payroll system at COD had recently been corpletely
redesigned and. programmed. Our. major concern, relative to the
Revised Accoun€ing System,.was tne capability to distribute payrolf
costs; and the attendant employee benefit costs, consistent with
the individual contracts and multiple assignments of our staff

~.pers6nnel. . o ’ -
~ N y The payroll system ‘had’ been designed in sucn a manner
(i.e., expaﬁdable) that these requirements could be accommodated.
The major problems included (1) determination of the number of - ¢
. distribution possibilities, (2) modification of the payroll dis~
tribution calculations, and 3y adding theocalculation of employee

~*‘benefit distributions consistent with (1) above.:

u. 2

A major problem occurred during the re-programming, which

'had not: been: anticipated, as’ a result of desu., ﬂ*characteristics

of the EPIC-Budgetary accounting software, which resulted in a

second maJor expansion of the payroll master file. It focused

around the EPIC characteristic known -as the ASN (Account Serial .

’

. Number) which. is an arbitrary numbering assignment for an existing T
- A

e

£

hccount number in the general ledger structure. That is to say, .

"in lieun of the customary account number 1dent1fication (i.e.




A\l

I

fund,“function, program, objectt facility, etc.), the EPIC system
uses a five position account’ serial number to identify all trans-
actions entering the system. Thus, instead of merely changing

- the object designation in the calcdulating and distribution routines

of employee benefits to a particular budget center, it becam&
necessary to design a separate _ interface between the payroll master
] . file and’ the account master'file. T S w\ ‘ Lo

e ’

- -

" . Needless to say, this created-several.problems including
B / ~e,
(l) an’ enlarqed paeril master fnle, (2) a very complex interfaue”

.

-,,7

. program, and- (3) an increased amount of conputer processing tiie. -

- But the problems have been resolved and. we are able‘to distribute

levelp o . ’ *. 5 TM - If

, ) . 7 . Cry Lo o ‘.‘{} “
MAJOR DIFFERENCES . ' T . . te Lt g e

~ 'FROM OLD ACCOUNTING : " e PRTI
SYSTEM B " T ) oL . ’. 3‘} A E . _7 - ‘-' .

The major differénces’that han/ﬁggpsincorporated 1nto Ty
. 3 * '4 ~ R - R “,wd
thé revised accounting system are:- . . .. oo Q.‘
' »1l. All budgetary, genenal ledger, accounts payable
. ‘and payroll processes have been convertkd: to -
T -+ .computerize8 applications as opposed to the former Sw
+ e accounting machine. processes.

x
2

2. The accounting system is truly program oriented, C .
» as défined in the District 88 program structure . R
. which is departmentalized, and: is capable of
. accumulating and repoiting costs on all options
e available in the expenditure. dimensions of the ;

it
’

Y

Wy

BN

payroll and‘employee benefit~costs_9n ‘an actual baSJﬂ, at the program - -

77

o’ account code structure. . : .
t -
. |"
. ’ N . * ¢ }
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) IS ?u - L} , . ~
- ‘ ) 33'- - E




I

%
L]

»

~

3. District policy.regarding the handling of/7uxiliary

yio .

ﬂéntefprises7andfpupil activity enterprises/.and,
pdpil.activity}accounting has been substantially
changed and theSe accounts. Have been intorporated
’ ' “into the regular District accounting system.

- 4. The account classification struq@ure'has*been ex-
+ pandéd to include all-dimenisions-outlined in

4 special cost centers dimensions.

‘ (See Figure. I1V-2
for an outline of the dimensions

included.)

5. ~The budget process has béen revaiiped and has. become |
~prograin oriented. i

2 . s . ' -

6. The Revised Accounting system output reporting hés
éxpandéd?trémendously and significantly increased
the management, control and evaluation capability

" at all -levels'of District Adnministration. - (Figure

v IV-3 illustrates'several of the reporting sequences

-, ) which can be produced from our system, .and are a .

- ’ standard feature of thelEPICrBudgetary‘Acc0unE§ng

~ . " System. i . T

o . v ’
° . .

CODE_STRUCTURE - ' . ‘ a 3
& If was pointed out earlier in~this
lEVéTS.bf‘éoding.incquoratqd into an accoﬁnt‘éiaSsificatibﬁ struc-
gﬁiezdétermihés the relafive capability of an accounting sy;tém

. - . - N - € .. . . .. " . 7‘,
to'respogd,to management requirements for financial informdtion: and
analyses. Obviously, @here'%;e COnétraints that otﬁer Districts

may en§bun;er'(i;e. machine prgggésing>évéilability-aqd capability)

e . =

-

s T~ .
1that could limit th

4 - - -

We did not have such a limitation and thus were able‘to,move toward

¢
o

full impleﬁgntation of the Handbook.Ii dﬁmensions.

Exhibit iv-l outlined the étate—of_lllinpis codé-structuﬁe

°

‘ Whichfﬁill become the basis for %inancial recording and reportiﬁg,

Y

-
BN ]
b

Handbook II, with the exception of the term ‘and- :

THE' ACCOUNT T . e

chapter Ehat the P

of‘coding'detail built into the structure.

©
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REPORT SEQUENCES

DISTRICT 88

ACCOUNTING SYSTEM

Figure 1V - 3

1

STANDARD -SEQUENCE OPTION I
L. . Fund " - 20: Location - ‘-
" 2.7 Accounting type 11. Departmént ’
3. Sourée 2. Accounting type
. 4. Function 4. Function
5. Sub-Function RS 5. ..Sub=Function
6. Sub-sub-Function / 6. Sub-sub-Function
7. Object - . 7. Object -
8. Sub-Object * ~8. Sub-Object
9. Sub-sub-Object 9. “Sub-sub-Object
"¥0. Location- _. 3. _Source :
1l1. Depattment l. Fund
F 3
OPTION #2 OPTION #3
1. 'Fund 10. Locatién
2. Accounting type . 11. Department
3. Source . 2. Accounting type:
4. Function . - 4.° Function
5. Sub-Function 7.. Object
7. Object 3. Source. .
8, Suhrdbjéét » . 8. Sub=Object
10. Lécation ’ 9. Sub-=sub-Object
1l. Department , 5. Sub-Function
“~6. Sub-sub-=Function 6. Sub-sub=Function
. 9. Sub-sub-Object 1. Fund
° OPTION #4
1. 'Fund .
2. Accounting type
3. Source ,
7. Object
. 8. Sub-Object
9. Sub-sub-Object
10. Location
11. ' Department .
4. Function ’
5. Sub=Function
" 6.

36

Sub~sub-Function

>
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‘throughout tHe'StatE?' This structure has"been‘moaified since/we

. <

orlglnally began our 1mplementatlom program. But the modi ications

It reflects, he speclflc needs of our DlStrl t for recording and

reporting f1nanc1a1 transactions. It should be noted that when /
By

"the final draft of the Illinois ¢lassifi€ation system is complet’d
we will undoubtedly make the necessary modifications in our code

St:uctu;e‘te be consistents However, we feel the changes will n?t

: . .o
present major problems. : ) -

An additional commentary should be made relative to

the cash/accrual acéounting/confiict. Presently, Illinois does
M N N X
o ] cr ai e .o e s
not'requIre that schodl d;strlct accounting systems be malntaxn d
/

on an accrual basis; only that the annual flnanc1a1 report refl ct

I 1

accruals a% the June/30th date. It is our position that a pure

. /

'/I - ° l . ° -
‘accrual recording -System 1s not required in our District at*thls

time. As circumstances change, and as statutes may dictate, we -
g - I » - “

S *e

‘will undoubteély medify our poéition, and systems accordingly.

“
AN
~
~
DS

SR
—
I ey




PO

+|- STATE OF ILLINOIS - 0sPI

ACCOUNT CODE STRUCTURE

) "TABLE I

¢

EXHIBIT Iv-1

P 1 of 22,

. BALANCE SHEET ACCOUNT SUMMARY

-

ASSETS & OTHER DEBITS = °.

<

100

133

101
102
103
104
105
110

BALANCE SHEET ACCOUNTS oo e

111 -

112

113

120

121

122
131
132

134
.135 .

240
‘141

151
152

153
162

163

"170

171

180

181

Current Assets &

Die’ From Transportatlon ‘Fund

P B P
A ) x

P

Ca‘Sh . . » s : ’ ° -
Petty Cash PR X
Cash Change Finds 2 . x

Cash ‘with Fiscal. Agentgv

Imprest Fund ¥ ~ - . L x

Taxes Recelvable °X

Estimated Uncollectible Taxes. . .
(Credit) AR S

Tax Liens Receivable - x°

Estlmated Uncollectible Tax Llens

~ (Credit)

Accounts Recelvable .

Bond Proceeds Recelvable

Loans' Receivable -

Due From Educatlonal Fund

L

Due From Operationg, Buﬁldlng &

Maintenance Fund

® XX

Due.From Site & Construction Fund

Due.From Capital Improvements
Fund X

Due From Other Governnental Units x

Estimated Uncollectible Claim

From Other Governmental Unit .
(Credit) . X
Loan to Education Fund .
Loan to Operatlons, Building &

Maintenance Fund X
Loan to Transportation Fund X
Interest Receivable on Invest—

ments , X
Accrued Interest on Investments

Purchased -t X
Invendgry, ’ X
Inventoy of Stores for Resale X
Investments b 4
~Unamortized Premiums on Invest=

ments X

Unamortized Discounts on Invest-
nents (Credit)
Deposits

2%

LI

® X

® X

®x

X X x
X X X
X X X
X X X

X X
< X

-+

x

X

X
X X x

X X X
X

X X.x

X x x
X

X X X

X X X

N %

13

H

» %

L]

- %

M, KX %X

t I




EXHIBIT IV-1
P.2 of 22

TABLE I ~ BALANCE SHEET ACCOUNT SUMMARY (Continued).
. . . * d M—”* n

v

ASSETS. & OTHER DEBITS (Continued) FUNDS AND GROUBS OF ACCOUNTS
192 Prepaid Expenses °* L X X X X x.
193 Unamortized Discounts -on Bonds

Sold o ' ’ X _ :
194 Other Accrued Revenue X X X X X x X X X
199 Other Current Assets. X %X X X X X %X X x

200 General Fixed Assets | .

201, Land / . . ' . x
202 Buildikgs: o ) ' ' o x
-203 Improvements.'Other than Buildings : ‘ N
204 Equipment Other than Transporta- L i _ -y -

° tion ", ¢ . i N X
205 ‘Construction in Progress . x
206 Transportation Equipment X
© 300 Budgeting Accounts. and Other Debits \

301 Estimated Revenues = = X X x X X X Ix X X
302 Revenue (Credit). X ¥ X X X X X X X
303 Bonds Authorized - Unissued x .o x X ‘
304 Amount Available in Debt Service

Funds o . ! R \ X
305 © Amount to bé Provided for Payment

of Bonds N ' . X

LIABILITIES, RESERVES AND FUND. BALANCE

400. Current Liabilities | L .
401 Vouchers Payable X X X X X X X X
402 . Accounts Payédble " . X X X X X X X ‘
403 - Judgments’ Payable : . x x xlx x x X X
404 Contracts'payable o . . X X X X X X
405 Construction Contracts Payable . X T X X B
406 - Construction Contracts Payable - Lo _

3 Retained Percentage X : X I 4
, 407 Anticipation Warrants Payable X X X X X X X X !
408 Anticipation Notes Payable ‘X X ¥ X X X X *'X
409 Teacher's Orders Payable - X, . : .
411 Due to Educational Fund B % X X
412 Due to Operations, Buildings, and . .
. Maintenance Fund X X b X
413 Due to ?ransportation Fund - X X i X’ X
414 X X x ' X

Due to Site and Construction Fund
¢

16

39




v

.

TABLE I - BALANCE SHEET ACCOUNT SUMMARY (Continued)”

LIABILITIES RESERVES AND FUND BALANCE

EXHIBIT IV-1
P. 3 of 22 )

v \

~(J,

__FUNDS AND GROUPS OF ACCOUNTS

(Contlnued) ) ;
. 10720 30 40. 50 60 70 80 90 98 §§
415 . Due to Capital Irprovements Fundd x x° X p
320 Due to Other- ‘Governmental Unit X X X . x .
431 Leran fyom Education Fund : x x )
432  Loan f omWOperatlonsq Building &
Maint enancé Fund - X X
433 Loan from Transportatlon Fund B A
434 | Loan from horklng Cash Fund X X .
. 441" Matured- ‘Bonds Payable X
442 . Matured Interest Payable . X .
451 Teacher's Pension- Payable b JE . .
452 Federal Wlthholdlng Tax' Payable X X X X x
453  State Withholding Payable X Xx x x : X
454 ,Municipal Retirement Payable: X x X X x X -
‘455  Annuities Payable . X X X X X .
456 ' Employee Insurance Payable X X x x X
459 Other Payroll Deductions Payable x x X X X
461 -, Accrued Expernises X X X 4 X
471 Dep051ts , ‘X X - b4 b 4
472  Due. to Fiscal Agent x o
" 473 Unamortized Premiums on Bonds .
Sold : - B < ;
474 , Revenues'Collected in Advance X X X X_.X X X X x
499, Other Current Liabilities x x x x™ x x x x )
2, 2
500 Long-Term Liabilities ‘
"501 ° Bonds Payable i X
502 Interest Payable x
599 Other Long-Tprn L*ablllules X x X X b < :
. 600 | . Budgeting Accounts & Other Credits - S, o
. 601 Appropriations X, X XX X X X X X
602 Expenditures (Debit) X X .X X X X X X X,
603 " Encumbrances (Debit) A X X X p 3
700 -Pesezves & Fund Balance. - .
* 701 Reserves for Encumbrances X "X X. x X
702 - Reserve for Inventory . X X X X
703 Reserve for (Spacial Purposes) X X X % X X X x x
704 Fund Balance X X X X X X % x x
705 Investment in General Fiued As ets ., X
/
[
\
49
’ 47




1000
1100

1110 ™
11111

1113
1120

1122
1130

" 1131

1132

- 1133
1240 -

" ,1141

1142

1112 .

1123

‘1121

¥ 1143‘ '

1150
1151
1152

1153

1160

1161
1162

1163

1170
1171
1172
1173

1200 .

TABLE 2
4 '\ ‘L

REVENUE CLASSIFICATION

LN ~ -

REVENUE FROM LOCAL SOURCES\

Ad Valorem Taxes Levied by
Local E&hcatlon Ageney

General Levies

Current Year Levy

First Prior Year Levy .
Other Prior Y ars' Lavies
Tort Immunity [Levies
Current Yedr Levy .

- First Prior Year Levy
other Priqr Years' Levies -
"Fire Prevention and Safety
‘, Levies

Current. Year' "‘Levy

“First Prior Year Levy

Other Prior Years' Levies

Spec1al Educatlon Con-
struction Levies

Current Year Levy

First Prior Year Levy

Other Prior Years' Levies”

Junior College Tuition Lev1es

Current Year- Levy ,
T First Prior Year Levy
‘other Prior Years" Levies

Area Vocational ConstrﬁFtlon

Levies
Current Year Levy
First Prior Year Levy
‘Other Prior Years' Levies
Summer School ‘Levies
Current Year Levy
.First Prior Year Levy
Other Prior Years' Levies

Revenye from Governmental Units.

7

EXHIBIT IV-1
“P. 4qf 22.

»

-

PR

xR R

O

X

X
b4
X

LR

Other .than Local E&ucatlon

Aqenc1es

Payments in Lleu of Taxes

-

Tuition '

Regular Day School Tuition
B t =
41

28

-

L]

R

% X X

X %N

X, X
x X
I
x
. X
*

L Y

&

X X

x X X X
x X X X
x X X x
%
k4
1
X X X %




EXHIBIT IV-1
. . ' P. 5 of 22

<«

TABLE 2 - REVENUE GLASSIFICATION (Cor:tinued)

-

__FUND NUMBER
10 20 30 40 50 60 70 80 0

. .
~N %
S .

Tuition from Pupils or y . -
‘ Parents , X
Tuition from'Other
Districts T x -
Tuition from Private -
© ' Eources X ' '
Adult/Contlnulng ﬁgncatlon
Tvition -
Tuition from’ Puplls or’ . . N -
. Farents x : [ .
Tultlon from ‘Other Dlsérlcts ' A
Tuition from Private ’ )

. Sources X
Summer School” Tuition .
Tuition -from Pupils or o
B Parents ‘ . : X
Tuition from Other =~ oo R .
Disgricts; b4 , . ) . )
" Tuition from Private = . ‘ ) ¢

' Sources = X ) oo de

'\Transportatlon Fees . . '

a

Regular qu School ’

Transportation Fees. L .
Transportatlon Fees from . *
~ Pupils or Parents y X . °
Transportation Fees from - ; S

Other\Districts o : : X o .
Transpertation Fees from - - < »

Pr;yatex§ources . . . X

“Summer Scthl Transportation -

Fees . : $
mransbortatlsn‘Fees from : ; f
" Pupils or Pangnfs X '
Transportation Fees from '

Other Districts "X . , o
‘Transportation Fees from

Private Sources. - x
Arqa Vocational Educa®iocn X

/Transportation Fees . © : ' L
Transportation Fees from e

Pupils or Parents ‘ C X
Transportation Fees from - X

Other Districts. X ‘ o -
Transportation Fees from

JPrivate Sources X

~




1440

1442
1443
1450

"“; 1451

1452

1500
S
1510
1520
1530
1600
1610
1620
1690
1700

B

| © 1710
| ' 1711
| 1719
1720
1790

1800
1810 °

1811 °

- 1812

o Special Educatlon Transporta-

1441 Transportation Fees from

1453 .

:Earnihgs on Investments

. Sales to Pupils \

" 1813..

. FUND NUMBER

. , EXHIBIT 1V-1
7 7 : .\\ . P. 6 of 22
TABLE 2 - REVENUE CLASSIFICATgé (Contirued)

tion Fees

Pupils or Parents '
Transportatlon Feés from -
Cther Districts ) )
Transportatlon Fees from
Private .Sources
2dult/Continuing Education
_Transportation Feés
Transportatlon Fees from
Pupils or Parents:
Transportatlon Fees from
Other Districts
Transportatlon Fees from
Private Sources ‘ :

X
/~

Interest on Investments
1v1dends on Investment%

Gain or Loss on Sale of .
Investments . X X X

% %
% %
0% -
% %

"

Food Services

¥

sdles to Adults \
Other Food Serine,Re!énue
(
|

L

Pupil Activities
. B I
Admissions © - ,
Athletic

Other, . , .
Fees ‘

TR KRR
-

Other Pupil Act1v1ty -, ..

»
3

.~

Revenue

Textbooks

Textbook Rentals .-
Regular Progrdm
summer Scheol

Adult/Contlnulng Education

o

R

l"'O T 437

P

%X X
%%

»
< ‘.x"

R
xv'ch

&
"

A Y
"
o




.

> 1800

1819
1820
1821

1822 -

1823,

1829
1890

1900
1910
1920

+ 1930

. ~

1931
1932

1933

1940
1950
1960

1961 °

1962
1963

1964:

© 1970

8

1971 .

c. 1972
1973

1990
1991

. 1999

2000 -

~e
*

-

TABLE 2 - REVENUE CLASSIFICATION (Continued)

Téktbooks (Continuéd)

Other Textbook Rentals
Textbook Sales
Regular Program

- Summer School

>

- Adylt/Continuing Educatxon

Other. Textbook Sales
Other Textbook Revenue

Other Revenue from Looal
Sources o o

Rentels K
Contributions and Donations
from Private Sources.

‘Sale or Compensation for

. Loss of Fixed Assets.

Sale of Equipment

Sale of Buxldxngs and
Grounds

Compensatxon for Loss \f
Fixed Assets

Services-Provided Other

" Districts .

Refund of Prior Years'

. Expenditures

Transfer from Other Funds

Permanent Transfer from Bond
“and Interest Fund

‘Permanent Transfer from.

Working Cash Fund
Permanent Transfer of Interest
from Working Cash Fund
Permanent Transfer frof
Educat10nal Fund

"Sale of Bonds

Principal on Bonds Sold

Premium on Bonds Sold

Accrued Interest on Bonds

" Sold ~ . (

Qther

Payment from ‘Other
Districts

Other

. REVENUE FROM INTERMEDIATE

SOURCES »

EXHIBIT IV-1
. P 7 of 22

L PUND NUMBER
IU'!U'1RT7ﬂTTﬂTTﬂT”TU'EU'yﬁ"f""
X -
X. X - ‘

X .

x .

x .

X N
X X X X X X X X X
v
X X X ’
x
2 .
X x X
X X X x X
X X X ¥ X X X %X X
X.
x
X X
x
x| X x
X X X
x X x .
b ¥ ) x ‘
X X XX ¥ X X X X
x P




73?00 4
/ T "3100
3110
3200

3210
- 3211

3212 -

3213
3220

3221

13222

3223. -

3224

3225 .

3226

3227
3228

-3223

3250
3251
3252

3290

3300

13310
3320
3330 .
3340

.REVENUE FROM STATE SOURCES

>

~ RN []

S : T - EXHIBIT IV-1 =, - i

P: 8 of-22 T

TABLE ‘2 - REVENUE CLASSIFICATION (Continued) S
ve ¥ ) ) - ) . * ) .
: e _FUND NUMBER -

Y

g

Uhrestrictéd,érants-InéAid .

General . State Aia "x X X X X X X x

Restrlcted Crants-In—Ald-

[}

Transportatlon Axd I : .
Regular
Special Education

Vocational Education

Instructional Program Aid

Drzver,Educatlon

Special Educatlon

Summer School

Bilingual Education

Vocational Education -
Regular Part ‘B

Vocatlonal.Echatlah -
Grants and Contratts

Gifted Education

Adult Education - General

Adult Basic Education -
Sec. 10-22.20

School Lunch pld .

Lunch . ‘

‘Breakfast ) S X

Other Grants-In—Ald

R
-]

%K KK
% X

VR
% »® -

%
"
"
»

Payments Rece*ved\ln Lieu - . .
of Taxes T ’ .

Orphans Tuition
State Owned Housing
Tax Equivalent Grants
State Impactxon Aid

®ARRX

REVBNUE FROM FEDERAL SOURCES
Unrestrlcted Crants-In-3Aid

Received Directly Erom Feaeral : R
Government

Public Law 874 ’ X x X x .
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EXHIBIT IV-1 ...

: C S o . P. 9 of 22
. . . g i -
PO " . . .i - .. .
-7 - TABLE 2 ~ REVENUE CLASSIFICATION (Céntinued) - - 7.
v : o ) ) \ é . ) . // _‘.‘m*——-«- ’ ..
T e ) LT , KD NUMBER ~ -~
’ e L Jo : W‘%‘A‘b—'ﬁ 60 70 B0 90"
2 - .. i g ¥ ”
s 4300 Restricted Grants=In-Aid " ° . : T
N Received Dlrectiy froﬂ‘Fedeoal > .
' GoVernnent . . ) . .
. . ! N . s . L ¢
vt 4305 Work Inqentlve Program | x !’ ?
4310 . Public Law'88-453 - * - C - o s
ST Work Experience # X,
s, - 432Q - Enmergency Sckool Assrstance o )
~ - Program ”" S .
~ 4330° relghborhood Youth Corps 4 X )
4340 - Commun‘ty Actlon Program - x. - . R
. . ' .0.E.O0.. . PRI TV '
: 4350 ¢  Eead Start -~ x'. .. a
- 4360 Public Law 8}5 - Cohstruct;on x X - x T ’
.+ 4370 - Emergercy Employment Act X %, o ! . - s
4380 " Model Citiés L x 7T C .
“ 7 4390, * Other & e ' 4 5( X X
4400 . Restrlcted Grants-In-Aid.’ LT L R )
) ' " Receivel from Federal Covern~ : . -
'1’ ment throu§h “the State . . e
4410 - P/L 91—230 - Title' IIT - . H
. - . * Adult Basic Education _ x ‘ i .
4420-- *© Vocatiénal Education - S
. 4421 . Regular Part B . \ \ X x : )
4422  Grants and Contracts X x ’ . N 5
4430 . National Defense Edﬁcatlon . . ) - o-
T Act - Title III X x ‘ x ’
4440, Elementary and Secondary ) b
' Education Act ) .
' 4441  p/L 89-10 ~ Title I - . ) -
' . Compensatory » X X x x .
. 4442 P/L 89<10 - Title II - - g : ) *
'ﬁ Instructionat Materlals : - X
4443 P/L 89- -10 - Title III - . - & :
¢ ) Innovatlve . ¥ X ¥ X ,
.4444 P/L<89~10 - Titlie- vi'- . oo
" Co. Handicapped X x X X
: . 4445 P/L §9-10. - Title VII - C -
S : Blllngual X
4446 F/L 89-~10 .- Title VIII - *
. ‘ Dropout . . L. b4 ,
‘ . t 1) ‘ ’
<. sy . ’
. ’ - ¥
. 46 . -
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-
~e
L
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4450

4460
4461
4462
4463
4464
4365

14470

Co ’ ‘ EXHIBIT IV-1
.t ‘ R P. 10 cf 22 - .

TABLE 2 - REVENUE CTLASSIFICATION (Continued) .o

.FUND NUMBER

Public Law 90-35. " . §
E.P.D.A. ' - P Ry
' School .Lunch Program - % ’ :
Séhool Lunch - Reduced M & ‘ .
Schbol Lunch - Free A . . RN
Special Milk - ' . - X
Breakfis . . x .
Non—Food Assxstance.‘ ) X x&
Publlc Law 89=415 - Manpower . . ]
Development & Training Act. X o 1 .
N , ] - . e
- - Y 1Y R
/ - -
. . . X8
] v :
. ’ ? . )
‘ - ) -
N . 1 .
P - . x ) S »
- A ) A} ‘t
S~
3 . -
R LT .
: 2 b. 3
- b i " . ) ,
. P - s,
« I. , E) ., -
-~ kl .
N ¢ v
‘ 4
A}
[ “
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. « SR ‘EXHIBIT IV-1
. ‘ N P. 11 of 22 °
“ ‘ﬁ " " ) . . .
S = - TaBLE3 - ., :
y " EXPENDITURE CLASSIFICATIONS R
" - K N . - i - . e . g . ke " .
Ce e ‘CATEGORY  WITHIN DIMEKSION
\ N . *
e v . ‘. .
s T e ] .
\[ A - FISCAL YEAR )
I : \ 4 " FY 1973-1974 o .
. 5 . . FY 1874-1975
) + 6. FY 19751976
AN . FY 1976 1977 T
, 8 - - FY 1977~ -1978 . s L <
< Lo 9 FY 1978-1979 <+~
, , 0 ', -FY 1979-1980" . .
- : 1 FY 1980-1981 .
' 2 . FY 1981-1982 . %f !
. 3 b';FY 1982-1983 - v v
° B -.FUI\;D, ~ \ he -
. ’ . 10. ' Bducatjonal e e y
. 2 Operatiéns, Bulldlng,'and Maintenance
! 30 Bond and Interest
40 Transpoftation . . o '
oo T.50° "Municipal Retirement L R
. 60 i Site .and Construction ‘e
" <o 70 Working Cash ° o o
» . 80 Rent ~ °
- 90 ‘Capital Improvements D -
" .98 Capital Assets ‘Group ‘of Accounts . :
; 99 Long-Term Llablllt;es Group “of Accounts ‘
"3. ) . M - © .
C"~ SOURCE :OF FUNDS ‘ N .
. Q0 Non-Categorical
1 i Tort Immunity.r
03 Fire' Prevention and. Safety
04 Junior College Tuiticn
054 Area Vocational Education Construction
. o 06 Summer School ‘ .
o 08- .Special Education Constructlon ’
e ” ~ “ . T
o a8’ ¢ - N .
¢ ~ ‘ » 55 ’




'EXHIBIT IV-1
P. 12 of 22

TABLE 3 - EXPENDITURE CLASSIFICATIONS (Continued)

C - SOURCE OF FUNDS (Continued)

v

10 - Driver Education
_— 12’ Special Education - :
. . 14 - ~Blllngua1 Education ' s
. 20 Vocatidnal Education - Regular Part B
21 Vocational Education = Grants and Contracts
22 Vocational Education -~ Transpdrtatlon
tL25 Gifted Education . -
: - 27 Adult Education - General
. 29 Adult ‘Basic Education - Sec. 1022220
: 30 ESEA Title I - Compensatory
35 ESEA Title II ~-Instructional Materials
40 ESEA Title III - Innovative :
45 . ESEA ‘Title VI ~ Handicapped ’ ¢
. 50° °  ESEA Title VII - Bilingual
- 55 " ESEA Title VIII - Dropout '
60 _ NDEA Title III .
65 . Economic ‘Opportunity ) ) .
75 Work Incentive Program . oo
) 76 PL 38-453 - Work Experience : ‘
. ) 77 Emergency School-Assistance Program
T . 778 FNeighborhocd Youth Corps
‘ 79 Community Action -Program
‘ 80" . Head Start - L
81 PL 815 - Construction .
; . g2¥ . cimergency" Employment Act il
. . 83 Model Cities
. -84 " school Lunch Program - Ncn/Food Assistance ’
. : . - 857 PL '90-35 - EPDA SRR
s . 86 PL 89-415 - MDTA .
o 90 other ‘ .
PO SN S - . - “
o D - INSTRUCTIONAL ORGANIZATION - s
1 0 Not Applicable - . .
s 1 Elementary School . f ’
’ 2 . * Middle/Junior High School .
* . 3 ° - High School/Sécondary , f
L Lo 4 Aduit/Continuing Education School
. 5 Junicor College/Post ‘Secondary : ) o .
6 ‘Other - - « X T
( -
N ,
56




EXHIBIT IV-1

TABLE 3 - EXPENDITURE CLASSIFICATION (Continued) P. 13 of 22
E =~ OPERATIONAL UNIT (Example Only)
. 01 Adams’ Elementary School
e QQ King Middle School .
: 03 "« Santa Maria High School *
04 Lincoln Vocational~Technicdl® Sehool..
05 " Davis Junior College g el
' 06 ‘Central Administrative Office
. . 07 . Main Warehouse
, 08 " Main Bus Garage

F - FUNCTION

1000 . -~ INSTRUCTION
‘ A /
1100 Regular Programs g
1110 Elementary
1120 Middle-Junior High ”
1130 ‘High School :
1190 - Other Regular ' .
1200 “ : Spec1a1 Programs ’ v
1210 Gifted and Talented ’
. 1220 . Mentally Retarded . .
1230. Physically- Handicapped
° 1240, ** Emotionally Disturbed )
. 1250 Culturally Different
R 1260 Pupils with Learning Disabilities
) 1270 Bilingual . . N
1290 . Other Special .
1300 Adult/Continding‘Edqcation Programs
1316 aAdult Basic Education . d
1320 Advanced Adult Education
1330 Occupatlonal 4
1340 < - Upgrading in Cufrrent Occupatlon ’
- 71350 ¢ Retraining for New ‘Occupation -
’ 1360 Special Interest . #
1370 Life Enrichment
1390 Other(Aault/Contlnulng Educahlon
1400 Vocational Programs
RS
. 1410 Applied BialogiCal 2hd Agriculture
o 1420 Health Occupations
. 1430 Business Marketing and Management
: 1440 Personal and Public Services
1450 Industrial Oriented Occupations
1460 - Other Vocational
— ‘1(
\\"“«.‘

50 Q' ,




EXHIBIT IV- l
P. 14 of 22

&

TABLE 3 ~ EXPENDITURE CLASSIFICATIONS (Continued)

F - FUNCTION (Continued)

. 2000 SUPPORTING SERVICES
2100 SLEport Services = Puglls
2110 Attendance and 8001al Work Services
2111 Service Area Direction
2112 Attendance Services
2113 *+ Social Work Services
2114 Pupil Accountlng Services - s
- 2119 Other Attendance and Social Work Serv1ces
2120 Guidance Services
, 2121. Service Area Direction ' o A
/ 2122 Counseling Services ® 2 SRS
. 2123 Appraisal Services - ) . ;
. 2124 Information Services ’
/ 2125 = Record Maintenance Services ’
2126 Placement Services .
2129 Other Guidance Services
2130 Health Services . ! »
2131 - Service Area Direction BT e
. 2132 ‘Medical Services ) - , - ‘e
] . - 2133 Dental Services % . iR . .
. 2134 Nurse Services oL A . )
2139 Other ‘Health Services . s oW "L ’
2140 o PsychdlégicalgSefvices 4 :
. &
2141 Service, Area D1rect10n ‘ " g
2142 Psychologlcal Testlna Se;v1ces 2
2143 Psychological Counsellng Serv1ces. t .

2144 Psychotherapy Services . ] .
2149 Other Psychological Services  ~ .

2150, . ‘Speech Pathology and Audrblogvo 7 | . ‘
i’ z, * :
2151 Serv1ce Aréa’ Direction @b 7 .
- 2152 Speech Pathology Services
~ 2153 Budioloay Sexv1ces
2159 Other Speech Pathology and Audlology Services

-

/
. * # 1,
I - . . " . Vs
B .

51 @ Ty

KN

A B »




TABLE 3 - EXPENDITURE'CLASSIFICATIONS (Continued) !

| EXHIBIT IV-1l
) P. 15 of 22

F

F - PUNCTION (Continued) _ -

2200

2210
2211

2212

2213
2219

2220

2300

24560

~

2221
2222

2223

2224
2225

2229

2310

2311
2312
2313
2314
2315
2316
2317

2319 -

2320

2321
2322
2323
2324
2329

2410
2490

Improvement of Instruction Services

Support Services - Instructional Staff

#

N

Service Area Direction
Instruction and Curriculum Development Services
Instructional Staff- Training ‘Services
Other Improvementfof Instruction Services

*

Education Media Services

Service Area Direction

School Library Sexrvices *

Audio Visudl :Services .. _
Educational Television Servxces ’ «
Computer-Assrsted Instruction :Services
Other Educat10nal~Med1a Serv1ces'

a LIS

Support Services - General Admlnlstration

‘Board of Education Services

Setvice .Area D1rect10n »
Board Secretary Services

Board- Treasurer Services R - ¢
Flection Senv1ces :
Legal-Services
Tax Assessnent and Collectlon Services
Auéit Services . N
Other Board of Educat;on Serv1ces

[ °

Execut;ve Admlnls\ratlon Serv1ces

13 2

Office of the Superintendent:.Services .

Communlty Relatlons Serv1ces B

Staff - Relations and ‘Negotiations Services
ctate and Federal Rélatlons Services
Other Executlve Admlnlstratlon Services

=

' vupport Services -‘Schooerdmlnlstratlon

'8

_ Ofﬁlce of the,Prlnc1pa1 Serv;ces

Dther Support Serv1ces School Administration

5 k)
o’ -

& - *




- EXHIBIT IV-1
P. 16 of 22

TABLE 3 - EXPENDITURE CLASSIFICATIONS (Continued)

-

F - FUNCTION (Continued)

' 2500
2510
2520

2521
2522
2523
2524
2525

’ 2526
: ’ 2527
: 2529

2530

2531
2532
2533
2534
2535

2539

. 2540

v 2541
. 2542
2543

2544

2545

2546
2549

2550

2551
2552
2553
2554
2559

Support Serv1ces - Bu51ness

Dlrectlon of ‘Business Support Services
Fiscal Services

Service Area Direction

Budgeting Services .

Receiving and Disbursing Funds SerV1ces
Payroll Services.

Financial Accounting Services

Internal Auditing Services

Property Accounting Serv1ces

Other Fiscal Services

.

: Fac;lltles Acquxs;tlpn»and Coristruction Services

Service Area Direction

Land Acquisition and Development Services

Architecture and Engineering Services

Educat10na1 Specifications Development Services

Building Acquisition, Construction, and Improve-
ments. Services

Other Facilities Acquisition and Constructlon
Serv1ces

¥

Operation and Maintenance of Plant Services

Service Area Dlrectlon
Care and Upkeep of Building Services

Care and Upkeep of Grounds Services ,

Care and Upkeep of Equipment Services
Vehicle Servicing and Maintenance Services
(other than buses) °
Security Services
Other Operation and Maintenance of Plant Services

Pupil Transportation Services ,

Service Rrea Direction

Vehicle Operation Services

Monitor¥ing Services

Vehicle .Servicing and Maintenance Services
Cther ng}l Transportation Services

I

53 . ’ A
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/ o B EXHIBIT IV-1
. P. 17 of 22

TABLE 3 - EXEENDITURE CLASSIFICATIONS (Continued)
J

N F ~ FUNCTION (Continued)

Support erv1ces - Bu51ness (Contlnued)
2560 Food Serv1ces

2561 Service Area Direction
2562 Food Preparatlon and Dlspen51ng Servxces
2563 Food Delivéry Services
2569 Other Fcod Services

2570 Internal Serviées
2571 Service Area Direction

2572 - Purcha51ng Services.
2573 Warehousing and Distributing Services

2579 Other Internal Services

2621 Service Area Direction

2622 Development Services

2623  Evaluation Services

2624 Planning Services

2625 Research Services

2629 Other Planning, Research, Development and
Evaluation Services

2630 , Information Services

2631 Service Area Direction

2632 Internal Information Servxces

2633 Public’ Information Services

2634 Management Information Services

2639 Other Information Services I

6

2574 Printing, Publishing, and Duplicating Services

%;90' - Other Support Sérvzées, Business' )
3600 ) Susbort Services - -Central
2610 Direction~of Central Support Services‘
2620 Plannlng, Research, Development, and Evaluatlon/
Services




] . EXHIBIT IV-1
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o
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TABLE 3 - EXPENDITURE CLASSIFICATIONS (Continuned)

-

F - FUNCTION (Continued)

¢entral Support Sérvices (Continued)

*

2640 Staff Seryices

2641 Service Area Direction

2642 Recrhiitment and Placement Services

2643 Staff Accounting Serv1ces

2644 Inservice Training "for Non-Instructional Staff
2645 Health Services .

2649 Other Staff Services

2650 - Statistical Services

2651  Service Area Direction

2652 Statistical Analysis Services
2653 Statistical Reportlng Services
2659 Other Statlstlcal Services . 4

2660 A Data Proce551ng Services <

2661 Service Area Direction
2662 Systems Ana ysis Services
2663 Proqrammlng Services
' 2664 Operations Serv;ges
. N . 2669 2 Other Dat Procesflng Services

. . 2690 Other Suppbrt Services - Central
" 2900 Other Supporting Services™,
. — y .
\ 3000 COMMUNITY SERVICES

3100 Direction of Community Services
' 3200 CommunltyARecreatlon Services
3300 Civic. Services .
3400 Public Library Services . X :
3500 Custody and Care of Children Services
3600 Welfare Activities Services

-~

3700 Nonpublic School Pupils Services ¥
3900 Other Communlgy ‘Services —
-‘-"‘: ’ -
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TABLE' 3 '~ EXPENDITURE CLASSIFICATIONS (Continued)

F - FUNCTION (Continued) ’

©

EXHIBIT IV-1
P. 19 of 22 .

3 ’ ¢ N ‘e
> r

4000

4100

4200

4300

4400

4500

14600
5000.
6000

-

- of

" G - OBJECTS

100

. 200

300

-8

110

120
130

310

320

330,

311
312
313
314
315

316

317
31§
319

321
322
323
324
325
329

331
332
339

LEBT SERVICES . N,

" Statistical Services

NONPROGRAMMED‘CHARGES' \

Pa%ments to Other Governmental Units
Within the State) .
Payments to Other Governmental Un1ts

(Outside the: State)
Permanent Transfer from Bond and Interest ‘Fund
Permanent Transfer from Worglng Cash- Fund
Permanent Transfer of Interest from Wbrklng

‘Cash Fund { . s
Permanent Transfer from Educatlonal Fund "N

.
\,

' N, . .
PROVISION FOR CONTINGENCIES ’ v
e , " -

SALARIES -

‘Regular Salaries
Temporary Salaries
.Overtime Salarles

EMPLOYEE BENEFITS - ~
 PURCHASED SERVICES

Profe551onaI and Technical Servrces
Instructlon Services

Instructional Programs Improvement Services
Pupil Services

Staff Services

Management Sexrvices .

Data Proce551ng Services-

Boarl of Educatlon Services

Other Professional and Technical Services
Property Services .

Public Utilities Serv10es

Cleaning Services :

Repairs and- Maintenance Servlces
Property Insurance tT .
Rentals

Other Property Serv1ces
Transportatiorn Servrces ;-

-Pupil Transportation f

Travel . : : .
Other Transportatlon Services ; -

56 . - ‘
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TABLE 3 ~ EXPENDITURE CLASSIFICATIONS (Continued)

» ’ A

G - OBJECTS (Continued)

. Communication

340
350 Advértising
360 Printing and. Binding
! 390" Other ‘Purchased Services
400 . SUPPLIES AND MATERIALS
R 410 Supplies
" 420 Textbooks
. 430 Library Books
440 Periodicals |
450 Warehouse Inventory Aojustment
‘490 Other Supplies and Material
500 ‘CAPITAL OUTLAY
510 Land
520 Buildings
530 Improvements Other Than Buildingas
540 Equipment *
. 550 Vehicles
~ . 560 Library Books
590 Other Capital Outlay
600 OTHER OBJECTS . )
610 . Redemption of” Principal
620 Interest
630 Housing Authority Obllgatlons
640 Dues and Fees ,
650 - Insurance and Judgments<\ .
651 , Liability Insurance
652 ° Fidelity Bond Premiums
. 653 Judgments Against the LEA
. 659 Other Insurance and-.Judgments
690 ‘. Miscellaneous Objects
700 TRANSFERS .
710 Fund Modlflcatlons '
720 Transits
78¢C° ~ Other Transfers
. 800 TUITION

H - JOB CLASSIFICATION ACTI%ITY

1l Offlcial/Admlnlstratlve
2 Professional-Educational
3. . Professional=-Other
R . Technical
\ " . :
. 57
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EXHIBIT 1IvV-1

L4

; ’ P. 21 of 22
" TABLE 3 - EXPENDIfURE'CLASSIFICATICNS (Continued)
‘ N
' H - JOB CLﬁSSIFICATION ACTIVITY (Contiﬁued)
~ “ o
5 Office/Clerical
6 Crafts and Trades
7 Operative’
8 Laborer , ] ‘
. 9 * _Service Work o ﬂ
. o . ‘ ffg E .
1 - TERM ' 3
. - |
1 Fall Term Day ;
2 Fall Term- -Evening . Y
3 Winter Term Day, - ) |
4 Winter Term Evening
. 5 Spring Term Day ° .
6 . Spring Term Evening .
' 7 Summer Term Day
. 8 Summer“-Term Evening, -
\;\:J - SUBJECT MATTER.AREA' e ' Co
- — - ¢, . . :
01 Agrlculture o 7
* 02 Art ' ‘ A , ' .
. 03 Business ’ ’ -
04 ‘Distributive Education N
05 English Language Arts :
06 _ Foreign Languages " .
07 Health: Occypations Education .
08" Health and Safety in Daily Livihg, Physxcal ‘
n Education and Recreation :
09- Home .Economics
10 Industrial Arts .
- 11 Mathematic<s
12 Music . <
13 Natural Stiences .
, 14 Office Occupations . . .
15. Sqcial Sciences/Social Studies
” 16 .  Technical "ducation
. 17 Trade and “Industrial Occupatlons
oo 18 - Atlletics
- 19 Differentialized Currlculum for Handlcapped Puplls
’ .20 Concurricular Activities
2Y Safety and Driver Education
22 Study Hall N
. ¥
58
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TABLE 3 - EXPENDITURE:CLASSIFICATIONS (Continued)

.o~

.
~

J - SUBJECT MATTER AREA (Continued)

¥

23
24
25
.99

General Preschool Education
_Early Childhood Education

. Upper Elementary Education
. Other . ‘

. &

'K - PROGRAM (Example Only)

10010-.
« 10020
10030
110040
10050 -
10060

Drug Abuse o
Traftic Safety
Environmentdl Awareness

© Geometry I ..
School Bus
Work Order

59
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BALANCE SHEET ACCOUNTS

. ) ‘.
. DISTRICT 88
. ACCOUNP® CODE STRUCTURE
TABLE 1

BBLANCE SHEET ACCOUNT SUMMARY

LIABILITIES - FUND BALANCES

400
401
402

407 -

409
434
451
452
453
454
455
-456
457
458
459

460°
461

462
463
464

ASSETS & OTHER DEBITS -
100 Current Assets et .
101 Cash in Bank >
102 Ppetty Cash
105 Imprest Cash . .
151 Due From Educational Fund
152 Due From Building Fund
180 Investments
199 Other
200 Fixed Assets
201 Tand ' .
202 Buildings ’
204 Equipment
300 Budgéting Accounts
301 Estimated Revenues
302 Revenues

Current Liabilities

‘Prior Years Accounts—Payable

Accounts Payable
Tax Warrants Payable
Tax Notes Payable

-Due to ‘Working'Cash Fund

Y'éacher Pension Payable |
Federal Income: Taxes Payable ‘
State Income Taxes Payable

FICA Taxes Payable

IMRF Payable .

Credit Union Payable

Certificated Ins. Plan Payable
Non-Certificated Ins. Plan Payable
Miscellanedus Ins. Plan Payable .
Crusade of Mercy Payable

MONY Annuity Payable *
Franklin Life Insurance Payable

Variable Annuity Payable

Horance Mann Annuity Payable

"7 Bxhibit Iy-2 % -
Page 1 of 13
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TABLE 1 - BALANCE'SHEE& ACCOUNT SUMMARY (Continued)
" .

.

7

e

LIABILITIES - FUND BALANCES (Continued)

~—
-

’ -

466

467"

468
469
470
471
472
473

500

501.

502
600
601
602
699

i,

465

Aetna Annuity Payablz

’Other Annuity Payable °*

Net_Payroll
Board .Share

" Board Share

Board Shere

‘Board Share

Boatd Share
Board Share

4
Payable :
-« FICA Payatle
- IMRF Payable

v

Certxfxcated Ins. Payable
Non-Certificated Ins. Payable

- Miscellarieous Ins. Payable

Long Term Liabilities
Bonds Payable
Interest Payable

Budgeting Accounts
Estimated Expenditures

"Expendityres

Other Liabilities

Fund Balance
Fund Balance

Other Benefits

-

P




. AT . ° TABLE 2 °
. e ' REVENUE -CLASSIFICATION | )
/l/' CT ' Y =
e s ' . ; wd
Cn / - * ) '
/ ‘ - " -
_looo ' LOCAL SOURCES : o
~— 1100- Taxes .
L 1111 Back Taxes . . ) ‘ '
1112 1972 Taxes '. .o -
1113 . 1973 Tamxes e, . '
: 1114 1972 Liablllfy Iisurance Taxes :
i 1115 - 1973 Liability Insurance Taxes - .
-, 1116Y  Life ‘safety Reimbursements- )
11178 ‘Working Cash Taxes 3 ‘ .
» . . & t * ".‘1 >
1300 - Tuition C L, s
. 43w Regular _— ' ,
¢ 1321 Continuing Education Tuition oy ‘
¢ o133} Summer School Tuition - ’ —
1500 < Earnings on Investments : - ‘ \
. . \ . : )
! 1510 Interest Earned ‘ A \
1600 > Food Servicés °
'] . - - 1 \
1610 . . sales to Pupils '
1720 . Sales to Pupils )
1690 ' Other
1790 © ' pupil Activities ’ S
1711  Athletic Admissions s .
1719 Other Athletic Receipts™ - -
1720 Fee Cards ' . .
1790 . Other Pupil Revenue .
1800 . Textbooks ' . .
) —EXLDookS . - . .
. 1819 Textbodk' Revenues . ’
1820 Textbook Sales - iy _ ‘ -
< 1830 . | sale of Supplies ‘ '
- - 1890 Qther - . - .
i P - 3 R -
62 9
.o . . = 7 .
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TABLE 2 - REVENUE CLASSIFICATION (Continued)

¢
H

1900 . Other lLocal Revenues

1910 Réentals. ’
1911 Towel Rental i :
1931 Sale of Equipment
© 1932 Sale of Buildings & Grounds
: . 1960° .  Transfers In
-’
1971 Principal on Bonds Sold
1972 Premium on Bonds Sold ) -
. 1973 Accrued Interest on Bonds Sold S
1991 ° oOther Continuing Education Receipts
1992 - Other Summer School Receipts
© 1999 Other Liocal -Revenue
2000 A STATE SOURCES
- 2100 . Grants In Aid.
3 2110 ) General‘State Aid 4\
2121 Tréhspg;tation aid - ﬁggﬁlar
2122 Transportatidn Aid .- Special Edugation
; 2123 Transportation Aid = Véc. Education
o 2131 - Driver -Education .
2135 '  Vocational Education
2136 Gifted -Children
2141 School Lunch )
. 2143 " School Milk : 6
2900. Other State ReVenués_‘ .
3000 FEDERAL SOURCES ’
3100 Non-Restricted Federal Grants-
n - 7 s
340084 - Restricted Fed~ral Grants {
3420 Vogational Aid
- - 3431 MDEA .Title III -
3441 ' Title I )
3442 Title II Y
- - 3461° School ‘Lunch
- 3462 Special Milk \\\\

N ~

%

qugolb © ' dvis.
3990¢ OtHer Federal Revenue i3

L ’ 63

L4

" Page 4 of 13-'
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TABLE 3

EXPENDITURE CLASSIFICATICN

CATEGORY WITHIN DIMENSION AND EPIC LEVELS

-

A’ ~ FUND' GROUPS

10 Education
"20. Building ¢

21 Building
22 Special Education Construction
.. ®-23 Life Safety -

30 Bond and Interest.

31 K Hond series
32 L Bond series
33 CDE Bond Series

N
40  Transportation -

" 50 Municipal Retirement
70 Working Cash ‘
89 Activity
90 ’

N ~

A

B ~ ACCOUNT TYPE (General Ledger Identification)

17 .Assets
2 Liabilities -
Fund Balances
' Reventies
_ Expenditures

*
£

»

C - SOURCE-OF-'FUNDS (Categorical)

. 00 local (Not Applicable)
' 05 Liability Insurance
07 -special ‘Education=Operations
20 Vocational Education - General
21 Vocational Education ‘Work Study
22 Vocational Education - Consumer Education
23 Vocational Education - CVIS
24 Vocational Education Disadvantaged_ &
‘Hahdicapped: . -
30 Title I - PL 89-10

Page 5 of 13
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TABLE 3 -~ EXPENDITURE CLASSIFICATIONS (Contlnued)

e .
&L
&

v

o

ir‘wf

- 55

e
P
- K R

C - SOURCE OP FUNDS (Contlnued)

oS

35 Title“II - PL 89-10 P
36 Title III - PL 89-10"

37 Gifted Children

81 Fee Cards T .
84 Clubs - :
98 Other . -,
99 NA ' -

D - FUNCTION

1000
1100
1130

1200

1201*

1210
1220
1230
1240
1250
1260_
1280
1290

1300
1310
1320
1330
1340
1350
1360
1370
1380

1400
1410
1420
1430
1440
1450

1900
. 1911
1920

%3,
o
14

INSTRUCTION
Regular ¥ <C-rams
High Scho« 1"

K3

Special Programs

" General Host .

Gifted and Talented
Mentally Retarded
Physically Handigapped °
Emotionally Disturbed
Culturally Different
learning Disabilities
Socially Maladjusted

DVR (Div. of Voc. Rehab.)

Adult/Continuing Educatlon Programs

Adult Basic Education
Advanced. Adult Education «
Occupational ’

Upgrade in Current Occupat10n~
Retraining for New Occupation

‘Special Interest ,

Life Enrichment
Other Adult Education

Vocatiopal Programs '
Applied{Biological

Health Occupations

Business Marketing & Management
Personal & Public Service
Industrial Oriented Occupations

Other Instructional Programs
Athletics,
Driver Fiucation

*Special Account Required in our Computerized System

";’2 + 65 i A

3 .

“x

™

¥
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TABLE 3 - EXPENDITURE CLASSIFICATIONS (Continued)

D - FUNCTION (Continued)

4551 Summer School
4993 .. Gifted Children
4999 CoCurricular

5000 ' SUPPORTING SERVICES

8100 Pupil Support
5110 Attendance and Scheduling
5120 Guidance
5130 Health
5140 Psychological
5150 " Speech and Audiology

520C. Instructional Staff

5220 . Improvement of Instruction
5222 Curriculum, Development
5223 In~Service Training
5229 Other Staff Servicés

5230 , Educatién Media
5232 Library
5233 - Audio Visual
5235 Computer Assisted Instruction

General Administration
Board' of Education
Executive Administration

School .Administration
Principal's Office
Departmental Administration
Other :

Business Administration
Fiscal )
Facility Acquisitions
Operatipn of Plant
Maintenancée of Plant
Pupil Transportation -
Food Services
Duplicating

* -Other

Central
Research and Development
Information




H

i

TABLE 3 - EXPENDITURE CLASSIFICATIONS (Continued)

D - FUNCTION (Continued)

2640
2660
2670
2690

5900
6900
7400
8000‘-

9000

E = OBJECT
1000

1110
1111
1112
1114
1117
1118
1119

1120

1127
1128

1129

1130
1131
1132

' 1133

1138
1139

<1210
1211
1212

. 1213
1214
1215

1216 .

1218
1219

1122

Staff Recruitment
Data Processing
Bookstore

Other

Other Support Services:

Other ‘Community Services

Transfers to Education Fund

CONTINGENCY

NA

SALARTES

Certificated - Regular
Administration

., Teaching

Director/Supervisor

Co-Curricular

Service

Other

Certificated - Temporary
Substitute/Tutor

Co~Curricular -

Service

Other

Certificated/Additional Compensation
Administration
Teaching
Co~-Curricular
Service .

-Other

Non-Certificated - Regular
Administration

Teaching

Teacher Aide/Para-Professional
Director/Supervisor
Secretarial/Clerical
Custodial/Maintenance

Service

‘Other

., '
67
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TABLE 3 - EXPENDITURE CLASSIFICATIONS (Continued)

E - OBJECT (Continued)

_ 1220
1223
1225
1126
1128
1129

1230
1235
1236
1138
1139

2000

2100
2110 -
"2120
2130

" 2140

" 2200
2210
2220
2230

3000
3100
3110
3120
3150
3170
3190

3200
3210

3211,

3230
/‘,’3240
-~ 3250
3290

a4 3291

3300
3310
3311

" PURCHASED SERVICES.

Non-Certzfzcated - Tbmporary
Teacher Azde/Para-Profe°siona1
Secretarial/Clerical
Custodial/Maintenance

" Service ,

Other
Non-Certifzcated/Overtime/Addztional Comp.
Secretarial/Clerical .
Custodial/Mainténance

Service

Other

EMPLOYEE BENEFITS

Certificated
Insurance

Teacher Pension

FICA

Tuition Reimbursement

Non-Certificated
Insurance

Municipal Retirement
FICA

Professional/Technical
Instructional
Curriculum Development * ‘
Data’ Processzng '
Board of Education Services
Other

Propert

Utilities

Heating
Repairs/Maintenante
Insurance

Rentals

Other

Taxes

Transportation

Pupil

Field Trips

68
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TABLE 3 - EXPENDITURE CLASSIFICATIONS {Continued)

3312

3320

3322

3390

> 3400

3500°

3600-

13700

¥

E - OBJECT (Continued) .

Special Education Transportation

Staff Travel’ .
staff Vocational Travel

Other

Communications

Advertising

Printing/Binding

Tuition

© 3900 Other
3902 Legal
3903  Audit
3904 Election
3905 Postage
3906 - Menbership-
3990 Other

4000 . SUPPLIES/MATERIALS
4100 General Supplies .
4110 audio/Visual
4120 Duplicating .
4130 Food
4200 -  Textbooks
4300 - Library Books
4400 . Pperiodicals
4900 . Other
4901 Taundry
5000; CAPITAL OUTLAY
5100 Land
5200 Building e
5300 l Improvements
g
69

76

-t
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TABLE 3 - EXPENDITURE CLASSIFICATIONS (Continued)

E - OBJECT (Continued)

5400 _ Equipment ¢

5500 Vehicles . )
5600 mi;ruy Books | '
5900 Other d
6000 OTHER EXPENSE
-6100 ‘ <Redgmp§§on of Priqgiggiwkk, s
. 6200 . - In;e;gsé 7
‘6400 Dues /F ees L s
6500 Insu;anée P?eﬁiyms .
6600 Other : B

6601  Special Projects
6602 ‘Sales Tax

»*

'7000 TRANSFERS
"7100 - . Fund Modifications
- 0
. 7200 NA ¢
7900 Other
9000 NA
F < FACILITY
0010 York High
. 0020 Willowbrook High
0030 Addison Trail High
. 0040 District-Wide
* 0050 District Office
0090 NA

70




G - PROGRAM AREAS

~—

01
02
03
05
06
Q7
08
09
10
13
14
15
16
17
18
19
20
21
22
23
24
25
26
27
28

29
30
31
32
33
34
35
36
37
38
39
41
42 -
43
44
45 .
46
47
48
49

’

P

.

Alternate School -
Art (023

Athletics . .
Attendance & Schiiduling ' ‘

‘Audio Visual . . - . =

Board of Education -
Book Store :
Business Education (03)' s
Computer Assisted Instruction NP
Continuing Educatien ’

Co Curricular - - -
Cosmotology . . .
CVIs 11 |
Dental Aides

Duplicating Services

Driver Education -
English (05)

Executive Administration
Facilities Acquisitions"
Fiscal Services. T
Food Services
Fourth:Site-

‘Guidance

Health Services
Home Ecchoimics (09)
Host Accounts
Industrial Arts (10)
Language (06) .
Library ' \\
Maintenance of Plant
Mathematics (11)

Music (12)

Operation of Plant

Other Central Services

Other Instructional Programs
pPhysical Education (08)
Principals Office
Principals Office - Othsr
Psychclogical Services
Science (13)

Social Studies (15)

Special Education L -
Staff Recruitment

Summer School
Transportation

,




G ~ PROGRAM AREAS (Continued)

50

51
52
53

54
55.

56

Petty“Cash

Curriculum Development.
Speech Services

Title I

Title IIX

Gifted Children’
Building

- Page 13 -of 13
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CHAPTER V

. »

BUSINESS OFFICE OPERATING PROCEDURES
l‘ ‘ - -

t
-~

. B o

Thé purpose of this section is to o6utline the pro-
‘cedures followed by Distfict #8 to prepare input to its auto-
matea gystems. Althougﬁ the procedures which follow are, in
several cases, detailed, they are not meant to serve as a pro-
cedures ‘manual but only to demonstrate what tasks are done by
.the District to obtalnvtheide51red results ‘and who or what part of

the organization is. responsible for the completion of those tasks.
. b .

- We have included many of the forms used in the procedures and

s

/feel that the datd which goes on the forms is self-explanatory.

The following sections include the budgetary, personnel,

payroll, and general accounting procedures.

£




Budgetary Procedure

Budget Formulation

: Responsibility

.

District Office
(Nov.-Dec.)

Board of Educatidn
(Nov.-Dec.).

District Office
, (Nov,-Dec.)

Principals

o

District Office -
Business Office

.

(Jan.~Feb,)

&

74

Action

1

1. Prepares an informal budget
on_a district-wide basis. -

2. Submits above budget to. the -
Board of Education fér their
. . review.- . .
3. Reviews and commits funds .
.for supplies, capital equipment
and textbooks based on the
-budget presented., v

4. . Reviews previous budgets,
estimated student enrollments,
and other factors and then,
allocates new budget base to

o =

- the schools.

5. Submit budget allocatibns
‘to the schools.

6. Request budgets from depart-
ment chairmen for desired ,
expenditures for supplies,
capital equipme¢nt and ‘textbooks.

7. Review submitted budgets.

‘8. Prepares budget request in
detail for his school.

9. Submits budget request in
detail to the District Office.
See Exhibit OP-1.

10. Consolidates budget requests

in preparation for central-

ized purchasing fuaftion.

"1l.. Prepades bidding lists for

requested purchases.
¢

.12. Send -out bidding lists to

prospective vendors and
receive bids.

»



i

Board of Education_

(April)

District Office
(April-May)

=

;
/

\v/fwdetailed levels:

Review bids with principals

and. department chairmen .

xesulting in a dec151cn on

vendors. (This is don2 when . #
—technical requirements of a.

product to be purchased are

of importance).

14. .Issue purchase orders by
location. Delivery scheduled
in May or June with payment
to be made in July.

15. File issued purchase orders

' in a "hold" file for process-

ing 19 the next fiscal year.

Authorlzes the District Office
to develop an official tenta-
tive‘budget. . )

16.

Develops a total tentatlve
budget.

17.

Notée 1l: By this time thé
majority of purchase of
supplies, capital equipment,
and textbooks are known.. .o
Salary negotiations bégin in - -
February. Thus the budget”
_for salaries will be an estimate. .’
Note 2:
for: . . .
T e : A \
Salaries and Wages e ‘
~ Fringe benefits - e
Purchased services ®
Supplles :
Capital equlpment
Other .

£ ' .

Tpe budget is developed

It is presented at the following - -

*  * pund . o
. * Account type = = '
"* Source of Funds

* Fuqctlon




District Office’

(April-Mayy

continued

v
-

.
Lid

(June-July)

. Board of Education

(July-Aug )

Dlstrlct;Offace‘

-

.o

:' . 26.

file with new accounts.

" Check out Approprlatﬂon

e
*
s

‘ : (-

* Sub-Function e
Sub~Sub~Function
Object :
///“ * Sub-Object e
o Sub-Sub-Object :
+ * Location )
’ Department ~
The -asterisked dimensions above
represent the level of detail f |
submitted to e Board of - ' ,
Education; See EXulblt OP-2., o

-

'Updates ‘EPIC account'master

\

Load (update) account master
with “tentative ‘budgét figures,

s
-

Register,

g R AN .
Receive budget reports from the
EPIC system in varlous sequences, -

Conduct budgetary work sessions - ‘
with the Superintendent and the . 9
Board of Education to discuss ‘
and finalize the tentative

get, . :

-
4

Input to account master the
changes resulting from work
59551ons.

Request and receive revised,
tentative budget reports.'

Submit rev1sed tentative .
budget t6 the Board of Educatlon.

Adopts budget as tentative, : -

-

Receives resuIts of salary S
negotiations, ,state aiq
formulas' and 6ther budgetary
factors such as increased v
board contributions. . : P




X

District Office

- continued

1Sept.5

Board”of Education
. (sept.)

. Month1¥ )
District Office -

Business ‘Office

b
Finance Committee

*

28\

129I

30.

31, -

32.,

33.

.

35.

g\ . ‘\

27.]

sUpdates budget and receives
revised budget reports. -

Submlts flnailzed budget to,. ‘ 4‘
the Board-of Educatlon.L '

Conducts budget hearxngs. ’

Adopts finalized budget. . ' -
Requests approprlate tax
levies. .

L4 - r
A d -
> 4

Inputs allocatlon adjustments
to EPIC system s acapunt master.

¢ . ,

. Receives and reV1ews~budgetary ,
.repdrts from EPIC accounting
system. . ’ ,
Note: Before these reports
are produced outpuits from.the
‘payroll, accounts pagable”.and
other systems or procedures.
are introduced into the o .
budgetary files.' 2
Reviews. the budgetary reports
. inclkuding the bills. paid Iist
witir the Finance Committee.

Note: The Finance Committee .
is comprised of three members .t
of the Board of Educatlon.

Submlts flnanc1a1 business and
reports to the Board of Educa-
tion during normal monthly

board meeting. -.

.
~




‘1a\3“\;§ . . Note: 1If applicant’'s request

’ \
a i \\
‘\

Personnel Procedure ' o

Hiring Teachers - P

Responsibility . ‘ Action .
Pefsonnel OfficeQ ‘e 1. Receives written request for . ‘

. application.

Personnel Manager = % 2. Reviews request:

a. If an open position exists
or ‘will soon exist, the

- Personnel Office pérforms. . .
) . " number 3 below; otherwise,
4 , -~ . b. sénds letter explaining the
P a situation and does not send

» application. :See Exhibit"
. PER-1.

Personnel Office 3. Sends to, requestor an applica-
, ) " ‘ tion form (PER-2) along with
\ ‘ o an introductory letter which
N . . : also serves to request addi-
~ N\ . pionél,informat;onzfrom the
\\\ N applicant. (PER=3). '
4

is deemed valuable for future '
T~ hire another letter (PER-4). is
sent along with an application.

4. Letter is filed. in "applica-
‘ - tion request" file. -

/ 5. Receives application from
. /! applicant, Follow=up letters
. : are sent for various reasons, -
- . See Exhibits PE -4, 5, 6, 7,
- 8, and 9. ’ :

" 6. Files application forms ifn the
~ "application" file. This file
~ 1s maintained in Aalphabetical
- within subject matter area
order., If more than one sub~
" Ject matter’.area, a cross

S~ + reference card is maintained
. * in the appropriate area.
' . . / s
~ ) . x.
ot o
, - PR,
by - ’ /7 < \
- N 78 85 N




Personnel Office
continued.

»

Selection Process

Personnel Office

,Pegsonpel Manager

3

L

Principals and .
+ Department Chairmen

v

710.

11..

12.

13,
.
14.

" 15.

16.

Receives notification of
eXpansion&positions or up-
. coming vacancy .

If additi%nal applications

are degsired, notifies approxi-
mately 20\co11ege.placement -
officeés and sends notice to the
Office of lthe Superintendent of
Public Instructlon. The OSPI
sends out to several hundred
placement bureaus a list of
vacanciges on a monthly basis-.

e
\

Sends letter {PER-10) to ~
appllcants in the active 1le.
Note: The applications are
maintained for two years before
dlsmantllng.

-

¢
Reviews applications.

Selects most promising
candidates.

. &
Sends- applicants folilers to
principals’'for review and
interview appointment.

Sends letter to candidates.
(PER-11).

Set up interviews with
candidates.

»

Interviews candidates and
makes selection.

) )
Notifies the Personnel Office
of selection and recommended
salary hased on their intexr-
pretation of salary structure
and applicants credentials

7



Personnel Office 17. Prepares contract for selected
- g2 applicant.

PER-12 if contract is to be
signed before salary negotia=~
tions are completed. .
PER-13 if salary negotiations
have been completed and teach-
er will be employed for full
year,
PER-14 if teacher is a replace-
ment and thus will teach fo:\
only part of the year.

Receiveés non-selected applicants
folders from principals. Holds
until contract is signed.

If contract is not sigﬁed within
10 days, repeat steps 15-16 3
until candidate accepts, position.

If candidate does not accept,
send letter PER-15.

When contract is*signed, send
new employee forms PER-16, 17,
and 18 asking for other infor-
mation before employee can be
placed on the payroll.

Informs teacher of beginning
date of teacher workshops and
-asks for documents outstanding,
(PER-29) . .o

Sends lettér of appointment to
the Payroll section of the
Business Office. (See Payroll
Procedure). ’ '

Send one of several letters
{PER 19-24) to those candidates
and applicants not selected.™

Principals Conduct teacher workshops.




<% Teachers “

Principals

: 0

Personnel:Manager

14

Assistant Business
Manager

]

. Substitute’ Teachers

Personnel 6ff1ce

¥

Annually

Personnel Office .

26.
27.

28..

29.

30.

31.

32.
. Principals.

33.

34.

35.

At worksShops,.complete
health insurance forms, etc.

Send completed documents to
the Payroll Office.

Meet with Assistant Business
Manager and discuss teacher

accounting distribution (See
Payroll Procedure). Supply.
a list of new teachers and

“who they replace if a replace-
~ment.

Notify Payroll Section of
accounting distribution of
teacheérs salary.

\

Accepts substitute teacher
applications (PER-30).

Determine area of tedching
ability and file accordingly.

Send applications to Assistant

When substitute is needed
principals coordinate efforts
to inform teacher and if not
already on the payroll, have-
employee fill out W-4 and.send
to Payrcll. (See Payroll
Procedure.)

Issue new contracts based on.
teachers status.

PER-25 for employees attain-
- —

ing tenure.

PER-26 for employees still
on probationary status.

T

Issue salary change letter to
teachers on tenure.



Annuallz

Personnel Office : .
(Continued) - , 36.. Notify Payroll Office of
Salary Increase. -

37. Dismantle Application files.
based on age of file or no
expectation of an opening. for
specific positions. Letters

. sent to those whose files are
dismantled, (PER 27-28).

Non-Certified Personnel

7’
The types of employees involved in this procedurd are

Clerical/Secretarial, Cafeteria, feaqher Aide, Custodial-

.o
Maintenance, and Hall and Cafeteria monitors.
) Responsibility , ‘ Action
Administrative Assistant l. Notify the Personnel Office of
to the Prlnc1pa1 all vacancies and new positions.
Personnel ‘ 2. Receive applications for émploy-
, ment on forms PER 31—34
3. File appllcatlons in alphabet1ca1
by type of job.
4. As requested, submit to principals'
assistants list of names, addresses
f and telephone numbers of :appli~-
p cants. - )
" Administrative Assistant 5. Set up interviews with applicants
: : . “and head of area in: need of an
. employee.
6. Select applicant.
7. Complete "R quisition for Non—
Certified Ppe sonnel," form :
PER-35, \ ’
; 8. 'Send to Superint ndent's Office.
Prospecfive Employee 9. Complete W~4, etc. at the'Bayfgil
Office. )
- Business Office . s 10. Receive letter of hire\ffom
s ‘ B . the Personnel (ffice to\place
o 82 ,Ind1v1dua1 on the payrolii
ERIC \




‘Payroll Procedures
The payroll office issues the document "Payfoll
Procedures -~ Including Assignments and Deductibles", Exhibit
PAY-1l. This document deiineates the various classifications
usedfin the payroll system.
. &he payroll is run on.a bi-monthly.basis and checks

are issued on the 5th and 20th -of each month,

Responsibility Action
Annually {

Principals - l. Send list of éil teachers to- -
the payroll office showing :
names, departments, and per-

.centage’ Of time to be distri-
, buted to that department,
(PAY 2~3).

Payroll Office 2. Checks-out listings and expands
data to include earnings data .
and employee number data.

Personnel Office 3. Sends out form to schools

' asking for the assignment of

’ extra duties. (PAY-4). )
L Principals 4. -Complete. above document and
}~ ‘ send to Payroll Office.
Monthl
onthly ' p

Payroll Office 5. Receives letters of new hires,

6. Feceives payroll deduction forms,
(PAY: 6, 7, 8). Also receives
W-4's and Annuity company author-

: izations' for payroll deductions

e T £roir employees through th

L T companies. /f




Monthly .

Payroll Office
continued

Principals

84,

10.

b. -employee number (alpha

n. birth date

bution.

£
Completes update form PAY-5.
Data completed. for the payroll
system includes:
a. location

sequence number)
c. date
d. name
e, address
f. social security number
g. pension code
h. act1v1ty code
i. marital status
j. tax data
k.  prime pay code :
1. original contract amount A
m., title .

o. date hired

In addition the accounting
distribution of the gross pay
is coded on the form along
with the deduction data.

Note: For new employees, the
Assistant Business Manager meets
with the Personnel Manager to
asceértain the accounting distri-

The above document.is keypunched
and sent to the Data Processing
facility where file updates are
made and audit lists are produced.

" Check out audit lists.

Send to payroll at end’ of pay
period .a variety of payroll
repbrtlng documents authorizing
payments to be made to students,
extra work done by teachers and -
other employees, and overtime

- to be paid certain employees,
Although 15-20 different forms

are used, only PAY-9 and PAY-10
are shown in this procedure.

o1



Monthly

Principals

7

Data Processing

Payroll Offiée

Data Processing

Payroll Office

10.

1l1.

12,

13.

14,
15.

lé6.

-

continued

Note 1l: All payrolls, including
non-certified are paid on a bi-
monthly basis. Non-certified
are-paid on a gquarterly system.

.
.

Note 2: The payroll system is
designed to pay all persons the
same amount (regular pay) every
payroll unless instructed other-

‘wise by input resulting from the -.°-

documents submitted in this step.
All changes from the "status- .
quo" *‘payroll are inputted. via

the "Payroll Rate/Adjdstment”

form (PAY-12). The presence

of this input overrides the data
contained in the payroll file

and usually numbér about 1000.

Run a trial payroll listing.

Checks out payroll listing and
makes appropriate corrections-
which are then used to run the
payroll system.

Runs Payroll System.

Delivers output to the Payroll
Office.

a. Checks

b. Payroll listing

c. Year-to-date listing

d. Accounting distribution

e. Check register cards -

Distribuites checks to wvarious
locations for distribution.

“ ot

’




.

“y

General Accounting Procedures

The general accounting procedures are presented below

A

in three sections; receipts, disbursements, and investments. The

accounting system (EPIC) is used as the data nrocessing system.
’ B 4 h

Control is maintained by ‘the treasurer's meanténance of a cash

=2

flow ledger by fund and kank. ~ This cash flow iedger must be

accessed before approving any of the EPIC accounting reports. to
check out balances. © . o

Receipts
Responsibility" { Action

» - %

.

Business Office Receipts from state and local -
- . sources are received by the
L Business Office.

Record. each recéipt on a two
part deposit slip for spec1f1c
banks. . .

Send one copy to bookkeeping
department,

Sénd'one copy to treasurer.

Treasurer . .tEndorse réLelpt and enter totals.
: in cash- flow ledger. Y]

v L3

Schools . - Receive cash’ from students.

Deposit‘in‘appropriate banks
Send copy of deposit slip to.
Busiaess Office.
Business Office ’ ) Route deposit SllD to treasurer
’ for recording in cash-flow ,
ledger and then to bookkeeplng
d°partment.

&

-




-

' Monthly

. Bookkeeping Department

»

Data Processing

-

Bookikeeping

Disbursements

Resgonsibility'

Teachers, Managers,
Principals, etc.

Department Chairman,
Principal

-

Schools Financial
Secretary
{(Daily)

Business Office

.
.

Financial Secretary

v,

Code all receipts,¢investment
transactions, and budgetary
allocation adjustments.

£

Keypunch. and enter data to
EPIC system.

Run. transaction register.
Check out transactlon register
and "OK" .entrance of _Hata to
the EPIC system.

Action « -

)

Prepare purchase orders 1ndlcat1ng
items, prices, vendcr, etc.

Note: P.O.‘s'are-cglor‘coaed*'

by school. -

Send purchase order to depart-
ment chairman,.principal for

approval.

Approves purchase order if
sufficient funds are available.

lees purchase orders :to schools
financial secretary. .

*

Calls Business Office and obtains

~a purchase order number for each
- purchiase order. . . .

¥
Gives financial secretary' pur-
chase order number and posts,
amount and vendor -on a purchase
order log.

°
-

Retains ccpy of purchase ‘order
and serids the remaining copies
to the Business Offlce. :




Busuness Office

Keypunch
(weekly)

Schools >

Business Office

Keipunch

Data Processing

8.

10.

12.

13.

14.

15..

16.

17.

18..

“

.

"1k

2

Checks to see if account to be
charged has enough money in it
and if so releases purchase
order“to vendor.. ) ’

~

-

Sends purchase order to key- -
* punch for éncumbrance input
preparation for the EPIC system. .

.Keypunches encumbrances and sends
to Data Processing’ for input to
the EPIC”enéumbrance subsystem
of thé accounts payable system.,

Receive merchanglse ordered,
and if satisfactory signs a
copy of the purchase order as
received and forwards to the
Business Office. .

Receives invoices from vendor.

Files invoice untii approved
"received" purchase Order is
recelved from the schools.

Compares 1nv01ce to orlglnal -
purchase order and receiving g
records vezlfylng extensions. .
When invoice is in order sends -
to keypunch for preparation of
-input to. the EPIC accounts
payable systé

Keypunch from 1nv01ce.'.
looks up vendor number from
list. If name is present,
assign one and prepare input
to the vendor file.
Send encumbrances and invoices .
to be paid to the data process-
1ng fac111cy

Runs accountS'payable register
fer check -out.




Buéiness Office

Assistant Business

Manager - \

|

Treasurer

‘Business Office

Data Processing
* (Monthly)

s

19,

20.

21:.

22,

23.

- a. checks

Checks out accounts pavable
register. I£ OK give "go )
ahead" to Data Processing.

Run Accounts Payable System

b. treasurer's list of bllls
c. check reconciliation cards

d. encumbrance lquldatlQn reports‘

Compares checks to 1nv01ces. If
OK submits bills payable ligt
(list of checks written) to the °

Assistant Bu51ness~Manager for -

approval. - -

Approves list and seﬁas 'to \»
treasurer.

/ R
vRev1ews checksn;égi;st bllls p
a .

payable list a authorizes
61gnatures t9/be made on checks.
Records di ’éursement in’the
cdsh flow/ledger. R

Runs ch'cks through check
signing machlne.

Separates three part check.

a. Original check sent to
vendor with copy of the
invoice

b. Second part attached to
orlglnal invoice and pur-
chase oxder and filed

Cc. Third copy flled in binhder

/An numerical order

~,

Runs remginlng accounting'and
budge;gry reports in EPIC |,
system and sends to Businéss

. Officé. 1Input into the ssystem

will at this. time include the
payroll distribution.
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ERI
s
L]

funds. ' P
. _ ! .
Responsibility = M\
Treasurer ’ 1.
@ .
7 - , . 2!
A ¥ )
. e )
* '\’, * - . 3.
e ® : > .
. e \$*74 v ¢ £ N .
‘ \, L 4 '
o ' . 4.
2
-~ ‘ ¥ "
. - 39
Bu51ness Office * ™7 5.
(Monthly) , -
-~ ’ [
PR - .
- . . * ,, ht
v’ =
. - ‘l . ’
'f" Kl A '\ -' uc @

. \“

Bﬁsinéss Offfce 28.

c 29,

Inveéﬁmehts

s

v
Ne

Checks all totals to contrc:-
maintained in cash _flow ledger,
If OK Lnstructstata Process~ "~

- ing to prepare System forinext

month's transaction 1nputs.

Prepares treasurer's réport )

and subnmits to finance
committee fox présentation to.
,the Board of Educatlon.

.

The‘;reasurér is authorized to invest all excess school
. - . ]

- A ¢

o . v

-
!‘M.
s
~

o

I3

~

Action

Invests funds: {

Records investment in ledger
1ndlcat1ng cost, date and’ type
of 1nvestment ’

“When investmént liquidated,

ecord receipt in two amounts:
original cost and interest
received. -\ 3
Report 1nvestments on monthly
Treasurer' S Renort "

3 . Y X

Keypunch'and‘enter investment
transactlons‘ln EPIC accountlng
svstem.« MO

¥

L4

»
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PROGRAM BUDGET

1973-74 _ p b

Lt ) ¢ A« Location , .
» v

' .. i .. ’ B.,’ Progréh/Dept. )
. . . 'y » . N o
C. Total # of class perlods R \‘\ . ,'}‘ v . v
. of 1qstruct10n L ) . PR ‘
D." .Total # of students enrolled oo o
in the various class C . .-
perlods . . . )

~
. .
N .

ve .

. EXPENSE CLASSIFICATION.

SALARIES a ' -
REGULAR :
L.  Directors/Supervisors < Local Sources-

2. Teachers ) - Local Sources

’ ’ <

3. Para Pros/Teacher Aides - Local Sources

s @2 Par Proq/Teacher Kides - Dlsadvtgﬂ and
o 1capp§g«

. Sev * Secreﬁarlal/CIerlcal 4 -7 Local Sources
6.% Seq;etgrlal/CIerﬁcai R Disadvtgd. and
A -
é@».«’ handlcapped ..
‘e :
. l ' .Total’ReQular SalarleS‘

'[. - ,2. v A N
I Bl v

TEMPORARY = * : n ; N ‘

. ' - . ‘l‘ '7 i >
- 7. Tutors - Local Sources - 4

o . .

*8. Tutors ) P Dlsadvtgd and o
Py, .ot ‘ : . handlcapped P
! - o“' . - . ) i ~ «
r !, 9. Substitutes . - Local Sources . r
- ~ o ’ s R '
. ;o Total Temporary Salaries - . ﬁ

. Y
] : ' .




-
N
€

T OVERTIME/ADD COMPENSATION

v

10. Overtlme/%dd Comp.

11. Oyertlme/AQd.Comp.
L] hd ‘
12, " Overtlme/Add Comp.

Total Overtlme/Add.,CompenSatlon T,

- R !

| EMPLOYE:Z BENEFITS
L . .
| 13. IMRF
1 : 14. FICA only

. 15. Cert. Ins.

) 16. Non Ce%t. ins.

+

'PURCHASED SERVICES

)

h + 17. Data Processing

18. Repé%rs & Maint.
19. Rentals .
* ' 20., Travel-Pfipils
21, Travel-staff
22" Téavel—staff, "
23, ;6toer

¥

SUPPLIES AND MATERIALS
24. -General Supplies}

25 General. Supplies

v - .
+"pisadvtyd. and

v, ) . .
Total Purchased Services

- L%cal Sources

‘ Local Sources

Local Sources

Handicapped

Voc. Bducation

A . Total Salaries

&
.

*

'Local Sources

’ [ TN

c e

'Local Sources;;

Local Sources

o« " o " Total Employee Beneflts

Local Sources’
Local Sources’
Local Sources
Local Skurces .
Local Sources

J

Voc. Education

i

Local Spurces

&
1, »

a
.

Fee Cards

P4

.
e
Pl .
.,
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« 26+ General Supplies - Dlsadvtgd . and . .
. ™~ L Handivapped - . . !
- 27. General Supplies - Vocational Edu- ° - ‘
. ) P ~ . cation R
“ * T ¥ -
28. ‘Textbooks . - ;.c_icalﬁ Sources. : Y .
29(. Audio-Visual Supplies - Lok;al. Sources . . "
] N . .
N N Ve ? . v .
307 Dupllcating Supplles - Local ‘Sources | - - i
T ' ¢
< 3'1.‘. Other SUPPlleS = Local S?urces ‘ 3
\ Total Supplies & Materials . 4 b
“;.1 - R ‘ « * * * ¢
R 3 w W
. ITAL OUTLAY é " - -
- « RS M '- -
.32, Capital.Outlay ' - Local S8urces “~ '
A N . —————
N . . " 71 . ; . .
33. Capital Outlay - D'isadvtgq. and . :
—_— ) -t Handlbapped ‘
’ . n 4 %‘ —
4 . 34. capital,-outlay I - Voc. Educatlon .
s - . : _— o
2 . Total ‘Capital* Ol t‘iay . et T
I ¢ ‘A ’ _h: .l rl ~
F ' . " . v" ?& (1‘ . ‘ & &
4 TOTAL‘%‘_EXEENDITURI:.,_ BUDGET N . N ’
. > ‘ N - \ L .j
N /' .
. S | v
k4 .. ,‘ ' ' -~ i ) ’
w ‘:‘ .
‘. , . S
5 B
. 92‘13‘ '101 . 5 )
¢ ’ . ‘ ) - ’ A
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5 COMMUNITY HIGH SCHOOL DISTRICT 88
;:":x'f * B 1250 SOUYH ARDMORE AVENUE ¢« VILLA PARK llLINOlS 60181 « DU PAGE COUNYY
* i % 4 l - -+ 9 I : . TERRACE 4.9400 . .
o e §‘wa el vd , : d '
"; " A e §“‘|""“‘:“!.k KO Y "
.‘. D -< l_'.‘ ‘a-.;-p-;%'ég;g JOHN R. THORSON . ADDISON TRAIL HIGH SCHOOL
' .-mf-f“i Supenntendent A WILLOWBROOX HIGH SCHOOL
‘ ' T ’ . : " YORK COMMUNITY, HIGH SCHOOL .
»
. ‘ s ;
J | ' ’ ‘
v 1 <
H * ) s /
3 ! 5 -
[ . ,
. A
’ v v ) T .
*  This will acknowledge, receipt of your recent inquiry concerning a
_teaching vacancy in High- School. District 88. .
. ] . ; i
) :
. 2 L ,
At the present time we do not have a vacancy in your field.of
specialization, however, when a vacancy occurs for which you might be
considered a candidate we will contact you to "learn of your availability.
) .____/’ N .
Thank "you for your interest in our school system. !
14
o ’ " - Sincerely,
1 v
. Bert H. Michélsen
Director o Personnel
N BHM:1b | ) )
- , v e v P} .
.y . : M .
. -~ ¢ .
* 4 “ - :
1) i ’
. . , .
"' ‘\
) . > MIT .
Q i 93. .
- . ’ ‘ * ’ %/0‘27 . )
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R ,A ‘ ; - Community High School District
N AN . ' , " 1250 SOUTH ARDMORZ AVE..  °
. - - VILLA PARK, ILLINOIS 60181

3 -
. ° B B R 0

»
LY

4 = -

o, a

Attach one complete transcript of your college wor_k :
| Or request that it be sent to PERSONNEL OFFICE, COMMUNITY HIGH SCHOOL'DISTRICT 88, 1250 SOUTH ARDMORE AVE,NUE‘,
| VILLAPARK, ILTINOIS 60181. . <

Your application will be kept swnctly confidential. Please <omplete 1t with great are,

.
>
.

-

. . .
Teaching position desired (subject area) N . -
N . {15t Choice) (2nd Choice)

Name

.Date of application

Last First ’ tnitiat

Present or-temporary address

e

\ Street City o, ', State T e + Zip Cods
. { ' * Area Code
N Until . . . : Telephone No.
N * [

Permanent Aadress } i - ®

Street City State Zip Cod‘c

T .
A « Y
Area Code and Telephone No. . Social Security No.
y ? K P
Do you have an illinois teaching certificate? YesD NoD If yes, what type?
List other teaching certificate(s) held . l\
SiHighest degree now held Semester hours ¢arned.beyond that degree if any l
Now a candidate for, : <> degree . .
P .
- FOR PRINCIPAL'S USE ONLY
To be conferred on or about . :
- ) Teaching Experience L
¢ “Tofal years of contracted teaching experience 9 Exp R A
Military Setvi . . ‘ Military Experience Y
thitary Service ' o R
e Years Months
. : -y Degree +Sem,Hrs. ___

7 B

] Experience Allowed

NOTE:  ONLY FIRST PAGE OF APPLICATION
‘FORM INCLUDED WITH THIS DOCUMENT,

, . 94 Salary $ _

© 103 |

Salary Scale Step
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COMMUNITY HIGH SCHOOL DISTRICT 88"

‘..a—.--r 1250 SOUTH ARDMORE AVENUE + VILLA PARK, ILLINOIS 60181 « DU PAGE'COUNTY . .
i\,“".; .3:2.:1 ) > . TERRACE 4-9400 . :
t‘:;-:;; ' LR 'mh -3 . ’ - - ‘
,,,,.,..,_.j %lm”'ﬂjl JOHN R. THORSON - ADDISON TRAIL HIGH scnom
e e - Superintendent N WILLOWBROOK HIGH scﬂ'om
' YORK COMMUNITY mcr,g,isgnoot

"IW—
\Eﬁx.‘i ';,“’,v"'.:. .
,, 2y G

-
o

In reéeply to your recent‘inquiryv YES, we have a vacangy in your field! . ' . .

We are extremely interested in maintaining hibh caliber personnel and -

will, therefore, appreciate receiving a complete and accurate account

of your qualifications. .

. - ‘

. Enclosed you will find our application form- Please’ complete it and L
réturn it to our Personnel Office-within 10 days of the above date to L
confirm c¢andidacy. In addition we require the following:

\ Up-to-date transcripts of colle@e credits (1 copy each) ' /
/(Lf you have personal copies on.hand thoy are acceptable at this. ~
time for’' évaluation of your -candidacy) (

Credentials from your Blacement Bureau or (4) letters of
recommendation. y o, . .

-~ . - -

- N . >
No interviews will be held until the above items are'filed. . .
\‘ td
After this office has, received ail items, your file wxll Lbe reviewed

and if you have the background and qualifxeationo for the vacancy, your

folder will be sent to the prxncxpal s office. I1f not you will be .

notified promptly of dacision concerning your candidacy.

-

After a folder has been scnt to onp of our schools, that school will call

or notify you o;;interest gn scheduling ar interview.

« M -,‘ Q-‘

Thank you for your interest in “our school m.

A} 11 . & 4 . .
) . .t ’ Sincerely,

e -

, ‘ A ' Bert H, Michélsen /
, : < . Personnel Manager oy,
\)4 ‘ . * s ® ,95 . ° /

. )
BHM:1b ' 1G4 ; Mir /
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e ‘ COMMU NITY HIGH' SCHOOL DISTRICT 88

12507 SOUTH ARDMORE AVENUE - VILLA PARK, ILLINOIS 60181 - DY PAGE»COUNYY
e

N . TERRACE 4-9400 it *
3 . ) [3 . . .
. \ ot k)
JOMN R THORSON oy . ADDISON TRAIL HIGH SCHOOL
. T Sweenneendenr . ‘ . WILLOWBROOK H{GH SCHOOL
- o - L. E YORK COMMUNITY HIGH SCHOOL
7 . . - y .. . :
~ N -
. . . . - + - -
- - y - - - .
! . - . - . ' 2
» . 3 . M Y ]
B s PR . * 4 .
[y d n., -~ - *
~ . - b 'vo
* * ~ : ¢ "
- v, .- -
LN § o o
' » - * -
* - 1 . .
. L —’ \ . Fs . .
b (XN * - » i P ’ .
. ' . .
. . “ . .
" There has been no - -follow-up on your part on the original letter of
application. Pleue be advised that the, vqcancy for vhirh you
applied has been filled. ° ) v
.- . k4 . «
Thank you for your interest im District 8s. v - . )
L 8t . N _
&+
3 " - -
- v ’ . . Sincerely’
S a . " ; . - = ~ Q. ) . ) . . . .. . ,
. - . I , . ] -
. [ 4
P < Bert H. Michelsen
) . Director of Persorinel
. * (‘ .' )‘ *
L * . N ]
’ - .. s &
", . - . .
IM:mh , -« .
- ‘ ;
> \d * - . :
L
~
- ‘A r'
&
-
. . ,; )
96 : .
»
MIVa-1 ~ 405 ' 1
¥ . . VN

4

-
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Aruitoxt provided by Eic:

N Ol 3 v .
¢ s - P : 2 v’
. L.t - S . 4RL 3
5. o N ~ . ww .
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RIC

g A P h K ' LR N \- ., " ‘e P v b Tt
“».5‘;'1. s S » N x b - ‘s *
o * s 1 R N it
oo 2 COMMUNITY HIGH SCHOOL: DISTRICT ‘88
. LA . aTIA . s, . . .
. .; NG '~"‘-"‘-*} N 1250 SOUTH Aaomc'ns AVENUE < VILLA PARK, ILLINOIS aoul‘-.oufnqséoumv
T N S T - . TERRACE 4-9400./ v o <
R KRR 3 < ¢ . ot h ' * ]
F EXCLXIRN ‘:-,‘ 'y a P : . . ) . * M e
% ‘ - ‘-l D 4 3 - . ~ L. - N e ,
o 3R TAETTAY JOHN RTHORSON, - ADDISON TRAIL HIGH SCHOOL 5
e - g N . - M « T
Frea \:.-;-...s- ,.m' . Supenntendent® AR, - WILLOWBROOK HIGH SCHOODL ‘
. . . . .. 2 . °
. . e N &gn .COMMUNITY HIGH SCHOOL ‘
) b Y . s ‘\fi ~ 3 ; R . o
. j. . e - .
D e, . . (8 - - ~ . .
. . — o . e : /¢ . . ‘
s - ’ . - -, v ,')
-, e o R . _ \\\.z
L. . - ¢ . ™
- : * ’ {“ ‘ ) PRV & |
-, - R ' .
N - . ' - * - : .
‘ u - 3 . - . 3 - e .
‘. - ’ v : i
. . ‘l » . . . - . .
' \-’ o .
Qe " . g .'u’ 4 )
.t - - ] L » *
* This will acknowledge receipt of your recent %nqﬁiry concerning
a te&chiqg vacancy in High School District 88 . .
. e . N ) v
At the present time we do not have a vqﬁgncy n.your field of .
specialization. 1If one should ocqur within the next thirty days
for which you might be considered a '‘candidate, we will notify you - .
and - check on your -avdilability. -
If you do not hear from us within that period of time, it will be
your responsibility to inquire again at some future date if still .
intere3ted. . .
Thank you for considering District 88. : ) *
" ‘ Sincerely, . .
) s N ’ . ’
* * Q. « . *
- . " Bert H. Michelsen
- Directoy ¢f Personnel !
) » ‘( . a8
BHM:dh L _ - :
) L4 ¢ ©l « N ‘.
MI-D ‘ . 5.
¥ v = -
. . i
E] [ 4 .
A ¥ .
<
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"7 70 . "COMMUNITY HIGH SCHOOL.DISTRICT 88
PO - -, \ 1250 SOUTH ARDMORE AVENUE « VILEA PARK, ILLINOIS 40181 « DU PAGE COUNTY.
' - " TERRACE 4<945¢ : )
x . . -. ‘.’ \ »
-» “ * & \ -’ T - R - . -
N S . JOHN-R THORSON ‘' L ! s ADD?&?\;RAILH1GH icHoolL
. Suserintendent 'ﬁuj_v S ~ . WILLOWBROOK HIGH SCHooL . °
' ‘ : : ] YORK COMMUNITY HIGH SCHoOL
[y o . ’ . i .t * . -/.
. N
. (4]
. * rs ‘ = " -
- ¢ \
- <k .
N « - »
. o i . . . N
- . . . - * »
— -‘ - .
. : - K . . PR
. ‘ o ;( . g ) .
. . »

. * - . ’.
’ %’ )
~ . . o C iq )
. There has not been sufficient follow-up on your part on o .
" your original letter of application for us to feel that o y
. * you are pursuing candidacy in the Vacancy for which you . fe
vere sent notice. N : s p
i ) ' )
Please be .adviséd that your file is now considered in- . cT
. active.” ‘We trust that in the interim you have located :
‘ an assignment to your liking. : . .
- % N
) . ’ Sincerely, - " .
e . Bert H. Michelsen
_— Perronnel Manager X
r
: '
.1 . B.‘{M:dh, . .
J A .
) MIVa - 3 .
- : K . ’ ‘
o 98 . 167
- Wiiﬁﬁﬂ )
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S COMMUN!TY HIGH SCHOOL DISTRiCT 88

) 1250 SOUTH AIDMORE AVENUE » VILI.A PARI( |U.|NOIS 60!81 . DU PAGE COUN‘I‘Y

M *

! e . ) e £ c IE_RRACEI .9400 . .
» ' ¥ ] M N ! {
- . N *x : .- » * . * - v b
- . . . - . F oae LY
¥ JOHN R THORSON . ’ . ADDISON rnku HIGH SCHOOL
Superntendent % 1 - wnuowsaoox "HIGH SCHOOL
, . S .
- i . YORK COMMUNITY |HIGB/SCHOOL - ¥
b A
Q . ~ .
,‘c e 1 - - ¥
» * . ‘ .
- . - » - = .
‘ « N * - - * >
} .’—w - *
: ! . R - T )
. . :‘ h . " . . i
. . " ~ \ 'S N ,
v - -
« ¢ A . * L
- . . : s,
- <. » M
: * - - <N - . ' N ~ h
. - - " i T N . - - N
¥ AF ] LY A * % =~
. Since you first countacted us, a vacancy has uccurred in your Fle{d T
. . of teaching specialization. If you wish to be considered for this ) x
. “position would. you plea.,e see that we receiva the follouing: /
. ; .
( 2 Up-to-,dar.c‘ transcripts of college credits—(l copy ~each). .
3 L - « . . '
. ( ) Credgntials from your placement bureau . . C X
b ) ’ . .-
. After these are recelw.d and we have gz.ven full consideratjon to . .
your quahflcatmn‘, ,‘ ue m.ll contact you uith reoard to an interview.
- - hd * - - ". . N
. . Siucerely, . -
. Y
- . . " 5
, . : ™ .
: " ‘d‘ - 'y N ) <
. - ) . - Bert H. Michelfen \ .
. L . - Director nwl Personnel BN :
“  BHM:1b s S N\ )
t i R - \ > . .
“: - S - \ '
P * ; N
. . N . ) . - ] 4 ”
- - ~ , = :
N - - - * -
* ¢ - / ‘v .. . N -
¥ - I ) £
. * '\ - . .
. + N "
= % i " 3
r A -
. . ’ MIII
b £
- LY N . s + *

: ‘ - .. . p .
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ITY H.!GH SCHOOL DISTRICT 88

TERRACE 4-9400
‘

>
» . . . - : N
JOHN R. THORSON - . ABDISON TRAIL HIGH SCHoOL '
Superintendent " WILLOWBROOK HIGH $CHOOL
. ; . . ‘ > - «
Y . o Y. . L YORK COMMUNITY HIGH SCHoOL" / .
e . e N * ., . . . " . .
\’ . k‘ * ~ ‘\ » . , . H . ’ >
e . . R v - + . *’- - i . B . -~
. > , . - . ) % .
T, N o /7 o . o ; . )
., : » t o, * . . .
l. . . LY / I . ﬁ -
.-:f ‘ 1 . L : * ‘ ) -
- : » ~ (3 . . ] A ~ -
. 1
. . - . i . ‘:- . H . . . -~ Q .
) ) ' S : Y B . e . * '
. e ’ -~ 4
- . 1S ‘ CT e . )
. v . K L4 Id -
d - . - * &~ . -
, - . 1 ",y . » . - . .
Ll . - . -
° ~ o R - 0 - -
. . ¢ . - ] o..#‘ ~ ?
) . ., * ) '; v 9~
> v : =
<L e Lave ‘
. ¢ . ? - , x
. # : : . : . ces . . .
R A Recently we sent yougan-application for a teaching position im our ‘. *
. e District. 1In revieling our records we find that to date you have
s not returned the follouing iteqs: T i
. . 3 A PR
v . . [}
< N N ).z . 3 ) 7 .
= : . . ¢ A
AN Y - - s 1 .o
, o “ e .~ C
_;‘ . *  If you-are no longer interested in applyins for a position in our
. e ¥ » . .District, would'you please let us knou' by T . If ’
- -» ~ we do, not hear from you by this date, we will automatically return . )
it - any transcripts.or credentials we have @n;our files. |
" ’ . . . . N » . *
., . ‘ . :
- ’ We know you understand that this above procedure is designed to
L provife the most eﬁficientAproqessing ot teacher applications and
i . to provide the maximim service to all concerned,
ook " N X ’ - :
8incerely, -
. . .
. [}
A * . \ ‘7 .
p | : 7 . L Bert H. Michelsen S
. ! - . Birector of Personhel
J - ~ F” -\\ o ‘s . AY
- b .
. . BHM: 1b’ .- ' ,
. . [y ¢ - b 7 , -
“ * . rd - N -‘- '
3 r “ v 3 N . . f .
. . : » ¥ 3 | , S ’ Taoe .
: v ,
) “ ¢ ® RS y »
. . - MVI
. 1 . R 3 )
\,Y . *'c’ . 5 00 . 109 s . “
EMC . ! f » I- L . .
. . . ' " i o v
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’ . © COMMUNITY HIGH SCHOOL DISTRICT 88

Ay A -
' ¢ ., 1250-SOUTH ARDMORE AVENUE - VILLA PARK, ILLINOIS,018] : DU PAGE COUNTY
TERRACE 4-9400 “ui7 ’

-

JOHN R. THORSON v ADDISON TRAIL HIGH SCHOOL
- Supenintendent l = " WILLOWBROOK HIGH SCHOO!
a : YORK COMMUNITY HIGH SCHOOL

In response t;x4gur recent innuirv, he assured that we have
your; application ‘bYank”on file.” Any other supportive papers ue
may have had in’ the nast have heen returned* transcripts to you, ) .
. credentials to yohr placemeht bureau. If return was not required
by your bureau the credcntials have been destroyed : .

At this time any building of your complete file (application
‘blank, tragscripts and credhntials) will %e of your rovn choosing.

. We do not have a known vacancy in your field at present. Concern- -
ing transéripts, photocopias are acceptahle for file and any sub- K ’
sequent interviev in the event of a vacancy. . . .
A - M

»

Your completed annlication has Been returned to an active ¢ 7 ;
file and you will be notified vben e are seeling instructors in -

your field. ' -
t ) * ) «
B . Sincerelv,
Mt )
. i .
Y ) v
‘ Rert II. MMichelsen . .
' Personnel -'fanapger v
- . ¢ s
Bl cw . - .

R v
. <
.
< v

MI-R ' ' Y » "

Q _ - 101 . : 35
' ‘ " 110 . T
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: COMMUNITY HIGH. SCHOOL DISTRICT 88
Qe ¥ 2 o AW .
’*_ LA g —————— 1250 'SOUTH ARDMORE AVENUE « VILLA-PARK, ILLINOIS 60181 « DU PAGE COUNTY
H . LR o
: §-~~ H { TERRACE 4.9400 . .
P E' f Y n
it g & 1l "‘i:; g oV .
[ .m-.'.-.-l e GRLY '1-' JOHN R, THORSON ADDISON TRAIL HIGH SCHOOL
l.
. il Superintendent WILLOWBROOK HIGH $CHool
YORK COMMUNITY, HIGH SCHOOL
T AN .
- ) N <
. k3
1 . e
w S :
LS o P *
- { ) .
. . H -
’ <
. £ *
LY *, - he x j*“
{_5‘ 4 ., i )
o . ‘ . )
You are cutrently in our active file. We have just posted a vacancy in ,
s your field-for next school vear. Thus this tracer of your availability o
and intereot is sent herevith. . -
» T * ///
The enclosed form letter tells vhat is needgg, to have ‘your candidacy
. fconsidered if you are interested., — -
/ Sheuld ve hear nothmg from you within two weeks of the above date any '
¥ papers on hand will automatically be transferred to an inactive file. o
. g ' ’ Sincerely, | )
) - (é_/: Y
: \~;,¢., ‘ L Bert H. Michelsen -
. - N Director of Personnel
. ,BHM:1b J
| .
: 4
>
/ ‘ : -
|
I \ h ¢ )
L]
. 9 s 102 - MILB.
: . io111
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+

JOHN R, THORSON

Superintendent -

York

-

will be communication with you,

-

BHM:dh

" TERRACE 4.9400
<

Bert H. Michelsen
Personnel Manager

COMMUNITY HIGH SCHOOL DISTRICT 88 .

~

~ &~
ADDISON TRAIL HIGH SCHOOL

' WILLOWBROOK HIGH SCHOOL

YORK COMMUNITY HIGH SCHoOL

ey

You-elected to gend in all your materidls at an earlier date.
Please be advised that currently there is a vacancy in your

field and your folder has been forwarded to
Addison Trail
Willowbrook ,

I1f you qre'not available for employment for next school year,
please so advise. If available, be advised that after .the
scho4l has had sufficient time to-evaluate your folder there

Sincerely,

\

A
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COMMUNITY HIGH SCHOOL DISTRICT 88 .

' Du Page County, Illinois a®

- x

. :
TEACHER'S CONTRACT = o
FIRST FULL TERM OF EMPLOYMENT - ‘

IT IS HEREBY AGREED by and between the Board of Education of
District Number 88,. Du Page County, and State of Illinoiss, and
_ » @ legally qualified teacher,
shall be employed for

that the said

the school year » for the annual basic sdlary of’
$ ., this salary based on ]
‘Degree and placement on Step , Scale . of the

current salary schedule,

. w

IT IS FURTHER AGREED that this contract is subject to'the
school laws of the State of Illinois and the reasonable and lawful .
regulations of said Board. )
’ X
" IT IS HEREBY MUTUALLY AGREED and understood that the provisions_
of the Board Policy Regarding Certificated Personnel of this School.
District, and all existing and future amendments thereto, and all
other policies and rules and regulations with regard to operating -
said .School District during the term of this contract, are to be -
construed as a part of this contract and incorporated herein by
teference, the same as if such regulations were set forth in full.

.

’ "~ Pursuant to an,ﬁye and'Nay vote taken and reczfded at a lawful
meeting of the said Bodrd of Education held at Villa Park, Illinois,

Fom

on the, .~ day of . ., 19 » and by crder of
said Board of Education, this contract is executed this day
of ? . . > 19 ‘e 0 .

; / FEEY .

‘ Teacher

- 34 A

Preéident, Board of Educition ' Note: If not returned to °
. District 88 Persognel

. Office within ten days

- this contract will be

Seéretary, Board of Education

Y

384AS (First Year) .

104 .-

113 o

consider&d null and void
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o COMMUNITY HIGH SCHOOL DISTRIGT 88 .
Du Page Countv, Illinois . & , .
TEACHER' S CONTRACT”- FIRST FULL TERM OF EMPLOYMENT ,
. . ; T P
“IT IS REREBY'AGREED by ahd betveen the Board of Education of Dlstgict ]
Number 88, DuPage County,; and State of 1111n01s, and _* L y -
a legally qualified teacher, that the said . « . shall be Lot
employed for-'-the school year - ,‘for the annual basic salary of ~ .
e, , this salary ‘based ‘on - 4 :
‘Degree and placement.on. Step 3 ) ,' Scale - - of the
current salary scheduley subject to any adJstment for said Step and Scale should
a new salary schedule be agreed upon. . | & - : M T
1) - ‘ . M

IT IS FURTHER AGREED that this contract is subject «to the school laws
of the State of I linois and:the reasonable and lawfui regulagions of said Board,
IT IS .HEREBY MUTALLY AGREED and underetd'od that the provisions. of the
Board Polity Regarding Certificated Personnel of thnp School District, and all
ex§§t;ng and future Amendments”thereto, and alY other policies and rules and .
regulatmons vith regard to operarxng said School Distgict during the term of this
contract, Nare to be construed as a ‘part of this contract. and xncorporated herein

by referencc, the same as’if such reguLatlons vere settforth in full herein.

'\

‘ ‘Pursuant to ‘an Aye and Nay vote taken and recorded atr a lawfjil meeting
of the said Board of Educatlon ‘held-at Villa Park, Illinois, on the .

day .of " ’ . ) 5 19 -and by order‘of said Board of o
Educatlon, thls contxact is executed this- . day of _ .
19 J » i
——-——4 a‘ A\ ] -
%
AU ‘_! ) ' Teacher

JPresident; Board of Education . i Note: If not returned to Distriét 88
T . . ’ oo Personnel Office within ten
. S > ( ’ ddys, this contract will be
' 3 % . " considered null *and void.
o . . o ¢
: . . . <

T
7] .
D
:
- P *
. T .
' IS

"\ . 114 o5 L




COM@ﬁNITY HIGH SCiI)CL DISTRICT 83
Cay T, Pase County, lllinois

) . . h

H

R

’

-TEACHTR'S CONTRACT - PARTIAL SCHGGL TERM

’ H v e

?

IT IS HEREBY AGREED, by apd between the Board of Educatfbg of District,

Number 88, Du Page County, and State of ‘Illinois and . S
a legally qualified teacher thatﬁthé said M L. shall be
employed: for the remainder of the_sé?ool year . - , at pro-rated
annual basic salary.of $ - . \ - specifically, S . - for .
. . , this salary based on: st ] »_ ' Dégcee -
and placement on Step - Séafe ______~ .. of the current salary .
schedule. S R l s, R N %
. - . ' ) - ‘- AN
IT IS FURTHER AGREED' that this contract is subject .to the school 'laws
.of the State of Illinois and the reasonable and lawful :egulationgﬁéf said Board,
. . ’ ;o .. o o 7 Ay N
o IT IS‘HEREBY MUTUALLY AGREED and ﬁﬁdergtood that’tﬁq provisions.of the . .3} "
Board Policy Regarding Certificated Personnel of this School District, and all . \\\
. existing and future amendments’ thereto, and all other policies and, rules and D\

regulations with regard to -operating said School District during the term of . .
- this contract, are to be construed as a‘pdtt_bf this contract and incorporated e
herein by reference, the same’as if suqh:regulagions were set forth in full * ]
. hei:‘ein‘; i ) e

14 - -
. .

= ., ¢ .
. This contract being for only a partial year, contracted time does not
count toward-tenure status, . ' ‘ i

v
.
<«

. . : .
. Pursuant to-anf%%gi;;%:igy vo;eﬁqaken and recorded at a lawful meeting
of said Board of Educa held at Villa Park, Illinois on the .
day of ) , 19 » ., and by order of said Board'of Education, .
this contract is executed this . _.day of . » 19 . s . e

-

_President; Board of Education / Note: If not retirned to District

~ 5 : 88 ‘Personnel Office within

, ten days, this contract wi
be considered null and voids

Seéfetéry, Board of Education , 3843 (Fartial Year)

-
% A

1%,
T

) 1)
< B
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Aruitoxt provided by Eic:

v ~-—~ RER = 15
7 Ay - . . o ‘
. 1]
.COMMUNITY HIGH SCHOOL DISTRICT 88 -
- 1250 SOUTH ARDMORE AVENUE « VILLA PARKX, ILLINOIS 60181 « DU PAGE COUNTY .
> JERRACE 4-9400- .
w\ . ’ r '
JOHN R THORSON ADDISON TRAIL HIGH SCHOOLT,
Superiatendent <ot WILLOWBROOK HIGH SCHOOL'
- \ YORK COMMUNITY HIGH SCHOOL . '
» . . - . .
- - Y . .
% -
¢ .
€ * #e
x : 1
.e, .
w v - )
¢+ *
* 3 - .
. T . L o
’ \ * ' . . .
¢ "
" 2 - . . e
. . M . - -
"Congzratulations on accepting an assignmerit of your choice.
We are returning herewith pertinent pepers. Thank you for :
havink considered District 88. " ‘
Best wishes for future success. ‘ -
. <
Sincerely, AN .
’ b
4 i ~ -
Bert H. Michelsen : )
! Personnel Manager : ,
. Q\ t
. . ’
¢ \ '
: \ . .
. i ‘t 5t AN
\ o ‘ '
. ¢ \ »

: . MIve
) R

ae

™




. fillment 6f this requirement if it is an original official copy andeontai

Bert H. Michelsen, Personnel Manager
COMMUNITY HIGH SCHOOL DISTRICT 88

' 1250 S. Ardmore Avenue ™

, ' Villa Park, Illinois “

H

Ll

The following items must be sent to the personnel office of District 88 as éoon as
possible: ' -

»

1. ‘hrite to 'the office of the Educational Service Reéion (DuPaga)* for infor-
mation on how to secure an Illinois Teaching Certificate if you are coming
from out of state.. If you are now teaching in Illinois ask. for information on re=

gistering your certificate in DuPage County and please see that the personnel office'y“?
receives your certificate. It must be on file in the personnel office. )

$ ¢

2. Send us two official copies of your college transcripts, both undergraduate
and graduate credits: Do not have your college(s) send transcripts until
your -degree hLas been entered on ghem.' The transcript you-may have sent as one of
the materials for your -¢onsideration in application will constitute partial full-

ns upon |

it all your credits and shows the attainment of your depree. '

-

3. The Illindis Séhool Law requires a. tuberculin test not over sixty days old,

‘©or a T.B. chest x~ray not over ninety days old to be filed with the per-
sonnel office before you assume. teaching duties. .

4. We are also enélééi&b a health examination' form. ~ Please have this form .
filled out by your family doctor and return it to us. ’
S. W-4 and ILW-4 witﬂhéldingltax statements have been enclosed.’ Please com-
"+ plete and return these to the persofnel office promptly.

6. Pension form if applicable and Teachers' Service Record data.

.f. In order to. complete your office personnellfiié in the District Office we

will need a small application size photograph of you. -Please send -one to
the personnel office. )

3

8. We have one set of your credentials on file. , Have another set sent toothe
. ~personnel office from youricollege placemant office. The reason for two

sets of transcripts and credentials is that one is for the District Office and
one for the Princdpal's -Office. v

9. Photostat of Armed Forces discharge papers are required if placement ‘on
salary ‘schedule gives credit for military service,.
% \ . =
10° Experienced teachers should complete attached form which permits us to

; request statement of previous teaching experience to complete your pro-
fessional file: ’

[

BHM: 1b ) . . , *
encl. 2 copies of contract *° *Mr. Merrill Gates, Superintendent DuPage

1 health form County Educational Service Region

1 W-4 and 1 ILW-4-+Form P. 0. Box 500 .

1 Pension form Wheaton, Illinois 60187 .

. Phone: 682-7150 (Area Code 312)

/ .
N SRR T TR .

-



. N PER - 17
’ ] A ) ‘ / . ' .
* COMMUNITY HIGH SCHOOL DISTRICT ®& e i .
1250 So. Ardmore Ave.
Villa Park, -Illinois .
- " MEDICAL HISTORY AND EXAMINATION - .
I . * Fl ‘.}' “ ' '
NAME : POSITION SCHOOL
. .

I. HISTORY: To. be completed by applicant prior to médicai,examinagionl

‘Past Illnesses: ‘ . * : ,

- .L .
. .. o

Reasotis for -absence past year

Are you under medical care? If so, scate reason . t 1 R
1 ) 1 - Y . - 5 ~
» ‘ < )
Are you taking,medication? If so, what medication? _ -* . L
. . o = ¢
[ ‘ - ) - = ,:- '“3
Jmmunization Status - ~ive most recent date: " ,
Smallpox__ Dfphthun¢a ____Tetanus__ - Polio :
Tuberculosis Status: A report of chest x-ray or .tuberculin test must _— i
- be on file in the Superxntendent s Office on or before September 1st.

Test or x+ray must ‘be within 90 days of presentation of report.

’ |

-

THE ABOVE STATEMENTS ARE TRUE AND COMPLETE TO THE BEST OF MY KNOWLEDGE .

Date L
’ Signature of Applicant

1 . -
.

II. MEDICAL EXAMINATION < ‘ .

»

. Abnorugi findiﬂgs . R ; . , .

S

Reconmendations t . . )
‘," ! ’ ) ) ’ - W

Is a subsequent examination advisable? . . . .

. On the basis of this examination, I believe the ahove person to be in f'.
gpod health and able to perform duties of his/her position in the high -

» schooi. ¢ . .

-

I . v .
s

. © Date - . ‘ M.D.
* . Signature of Physician

1971 :

. %




PER - 18

SERVICE RECORD INFORMATION .

b

L ™

A\ «
L)

As the following items 'are not permitted on _appl‘icat:i..on blanks, will
yYou please give the following information. It 1s used in subsequent:
reports we are called upon to file.

I3 .
NAME: _ L " _ _ ’
DATE OP-BIRTH ° T, L
: Month Day - * Year
MARITAL STATUS . NO, OF DEPEMDENTS’
Thank you. .
» ! ;
B <
- g.
/ . ) .
-’ -

»
3

14
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M

. ’ COMMUNITY HIGH SCHOOL DISTRICT 88

1250 SOUTH ARMORE AVENUE + VILLACPARK, ILLINOIS 60181 + DU PAGE"COUNTY
: : TERRACE 4:9400

»

ot

. '
. +

.
JOHN R. THORSCN + " ADDISON TRAIL HIGH SCHOOL
wntoWakéoxunGH $CHooL

YORK COMMUNITY HIGH sCHool

Supernintendent
N

-

We had correspondénce recently from you concerning a

vacancy in District 88. Please be advised that that
vacancy no longer exists..

Thank you for yéur interest in District 88,

Sincerely,

Bert H. Michelsen f
. Director of Personpel
/
BHM:dh

MIN

120

&,

s kgl o
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PER -'20

- -

COMMUNITY HIGH .SCHOOL DISTRICT 88 |

-
-

=~
¥

» t‘ A9
_ ADDISON TRAIC HIGH SCHOOL
WILLOWBROOK HIGH' SCHOOL

YORK COMMUNITY HIGH SCHOOL

%

*

JOHN R. THORSON
Superintendent _
A

[

.

.
-

) : ~ # . .
This will acknowledge receipt of your rece§t§inquiry concetning A .
*, teaching-vacancy in'High School Distiict 88 ‘

1 4
-~

On the basis of interviews ;lready held‘g decision will be reached
in the vacancy to which you referred. : .

< 4 . "
At the present time we do not have .another vacancy in your field of
specialthation;Jhowevgr, when a vacancy occurs for which you might
be considered a candidate, we.will contact you to dearn of your
availability. . .

+ *

. +

Thank you for yout-interest in.aur school system-.

‘Sincerely,

%

* e

Bert H: Michelsen
Director of Personnel

&
t

BHM:dh ‘ : .

s
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-

COMMUNITY: HIGH SCHOOL DISTRICT 88

1250 SOUTH ARDMORE AVENUE * VILLA PARK, ILLINOIS 60181 - DU PAGE COUNTY
. . © YERRACE 4-9400 . ..

~ -~
- N » N
. »

- - _ o

'ADDISON TRAIL HIGH SCHOOL
WILLOWBROOK HIGH SCHOOL
YORK COMMUN”Y HlGH SCHOOL

] "JOHN'R THORSON

Supenptendent

.
% * f

wa

-

O

Aruitoxt provided by Eic:

In.a way it makes it

casicr to reassurc the candidate that

the competition is recally keen and it is no reflection upon

‘competengies that somesone clse will be appointed.

returnifg 2ll personcl
your pflacement ofliice

Wor are
items tu 'you and your credentials to
tie apprcc1ate your wlllingness to

«. have been considered hiore,

.'We refret that volume of.applica-

tions precludud the possmbllxty of SCdedLllﬂg 1ntervicws for

all candidates.

.ERIC

L

BiLi:dh ,

1iVAa-2

Bust w1shc"Lfor locatlnb an assignmeniit of your choice.

-

Sincerely, | .3

Bert H. Michelsen
* Pcrsonnel Mdnager

x

B

N ~
A\ " " ¢ Lo
* * - ! o, \ " . b
o 4
A L R 'Y - 3 . -
. You are awarc of the 1argc~number of applicants for cach ~ ‘ ‘
7 vacancy listed this year. Employers have many ch01ces in N

wceighing relative strengths of applicants. - ] g

. - . - - .
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- ey A PER - 22

] . 1 - 'l :r \‘l) 5 h . s
I T

1 i :
' COMMUNITY HIGH SCHOOL -DISTRICT 88

5

1250 SOUTH ARDMORE AVENUE + VILLA PARK lU.INOlS 60181 DU PAGE COUNTY ’

SR L B S
kU] . JTERRACE 4- 9400 8 L
g Y . . : LW
‘i\l'[\"ul’ - ‘ » » . .
. oo . ) Y
mlt’f:’.ﬂsl " JOHN R. THORSON *~ ADDISON TRAIL HIGH.SCHOOL
) s Swwmwﬁ| : . 4 . wu16wakooxﬁlcuséuogt .
Lo ~ o YORK COMMUNITY: HIGH SCHOOL :
° £y i o '
¥ N
N . > 7 P . °
- Y “; - - R
. K . g ‘P_‘
s » ¢ ' /’ ’ ’ N ? . . .
. , . \ . » R 3 . r
- . i . ) s . 5 ) .. )
R <. : ) o - LN . .
. , - . 1Y .
N R — - v oo . .
- The position for which yoa had applied has been fllled. .The prlncipal‘ .
. . and department chairman reached:a décision’while ybur fplder was ‘being . -
.y  assembled. Thus we .shall retufn to. yoq(anyﬁpaperslyou may need for
applying elsewhere. 'The volumg of candidates this~vear has been great. o

- We did not elect to-set up.a’daté to close applxcations. ‘On the'other -
X .-hand when thg school found what At was looking fot, hiring was’ done. We
“.couldn't assure ;that all who had started applicat ions .could be reviewed ' -

by a certain date. 2 ,
‘. ’ "y ’ L/ ) ( " 2 :"‘ ’ r\ e ) -v
s y We wish you the ‘best - of*iucx JAn appo{ntment fo @ job of your Iik1ng.f
v We ghall retain yout application Ulank to notify you should theré be” )
» . an unforeseen vacancy here.g In that way we would have a check on your )
availability, '~ - gf .
] Thank yoy for considéring District 88. . ’
' C e - - ’ S Sihcerely, X
: .v-;»; - A # ‘ / A ' s .
{:‘ ,‘ . . v B N '\, . » ’: . '
‘ . b ‘ B ) o
' . . Bett H. Michelsen
. by Personnel Manager '
i i ITEMS NOT RECEIVED .
. 5 i - .
/ . . 1; Completed ‘application blank L
= . ! —_Transcript(s) ‘
: . ) . » -
- | Credentials or Letters of
» ' Recommendation ) .
BHﬁ?dh . ' ’ * .
, 5ot .
O ‘ MI“C : , . ’ %14 1:23 ’ o ‘ ’.
JERIC. 57 - | 2.
. ' i ) .




PER ~ 23.

I

-

COMMUNITY HIGH SCHOOL DISTRICT 88

1250 SOUTH ARDMORE AVENUE + VILLA PARK, ILLINOIS 60181 = DUPAGE COUNTY
TERRACE 4 9400
JOHN R THORSON Co .. ADDISON TRAIL HIGH SCHOOL,
Suoerintendent - .77 WI{LOWBROOK HIGH SCHOOL
“YORK COMMUNITY HIGH ‘SCHOOL

- L
-~ >

] L SE N . e . .
- . -~ ~
- i

Because of the nature of the classes involved \we have decided to
‘hire an experienced person ‘to fill the vacancy for which you have.

+ applied. ° . v
o . /— > . P N e - R
. Thank: you for youT, application. If a new vacancy should occur in °? N
the near future we will contact you again,
’ I am sorry ghat volume of applicants precluded the possibility of
having interviews schedu}ed for gll‘candidates -
. ’ ) Sircerely,. ’ :
) . , o - o . .
? . ; - Lo
. ' ‘ oL " Bert H. Michelsen
P - Director of Personnel 5 ,
- £~ —" R . -
. '
v
' —.
. N
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At v'
40" - &
z-t’ ’ ?’v
;
13 CQMMUNITY HIGH SCHOOL DISTRICT 88
e AP N RS v oo R
‘,i_'pﬁ : f LR NS < 1250 SOUTH ARDMOQRE AVENUE * VILLA PARK, ILLINOIS 60!8I « DU PAGE COUNTY
";* &‘"'U'iﬁﬁ' 3 S T . TERRACE 4.9400
. .‘ : ’ '= K} | t oy ‘ NS -
e e 3 yﬁ}q:; JOHN R THORSON  ° : ADDISON TRAIL HIGH SCHOOL
T 1'-!‘5. b Superintendenmt " 7 n . ) WILEOWBROOK HIGH.SCHOOL
’ R - - : YORK COMMUNITY HIGH SCHOOL
; . N % . .o ,t ?;‘\;
~ N s ‘ Tt - Ay - '.
- )} A‘. ’
. - . Y %« - ) /_. , .
v + “ : ‘
. . ] . 2 ' .-
3 M - - 4
. ) L o
’ L ) *}‘ - The enclosed form letter tells of the d1spos1t10n of the
P ’ vacancy for which you were a, candidérte. The quality of
o your foldér is such that if you wish ‘to. have it kept intact .
o &
’ in.the event of a now unforeseen vacancy we would like to .
N . —have it ready to resubmit at’ any time. . -
. © Please advise. We will not pursue the dismantling of the .
I ’ folder referred té in the‘attached until we have had time
g . to hear’from you- Lt . R
) . S, . T Sincerely, . i &
.. - A K .
. e ,,. ) i A - . .
f e PR . Bert d. Micheisen . .
s . L = . Personnel Manager
. P .. BHM:dh " CL .
g L Zar N

’ - v e -




COMMUNITY HIGH SCHOOL DISTBICT Y
Du Page County, Illinois
. . i
TEACHER'S CONTRACT - CONTRACTUAL CONTINUED SERVICE

Y

IT IS HEREBY AGREED by and between the Board of Education of District
Number 8§, Du Page County, and Statée of Illinois, and ’
a legally qudlified teacher, that the said_ . .. ~_ shall
Le employed for the school year , for the annual basic salary

" of § N . , this salary based on . i
Degprec and placement on Step _ . , Scale of the current
salary schedule, subject to any ad;ustncnts for sa1d Step and' Scale should a new s
salary schedule be aoreed upon. - —

»

——m

IT IS FﬁRTHER AGREED that this contract is sub’ject to the school laus of "
the State of Illinois and the reasonable and lawfvl re"ulaulons of said Board.

IT ‘IS HERELY MUTUALLY AGREED.and.understood that the provisions of the
Board Pelicy “cnardlnﬂ Certificated Personnel of this School District, and all
e>1ut1n~'and future amendments thereto ‘and all other policies and rules and
régulations with regard to opcratlng said School Distiict during the term of
this contract, are to be construed as a part of this contract and incorporated
herein by rcfcrcncc, the same as if such resulations were set forth in full

‘herein.

.
-

The parLlco rmutually asree that this tecacher serves on tenure status
until reolgnatlon, or dismissal as-per provisions of School Code. This contract
shall continue from year to yecar in full forqe and cffect subject to salary

schedule then in effect. . . - -

Pursuant to an aye and Nay-vote taken and.recorded at a lawful meeting
of the Said Board of Education held at Villa Park, Illinois, on the

day of , 19 o and by ‘order of said Board of Educatlon,
this contraét is enecuted this ____day of » 19
\\
Teécher

President, Board of Education

Secrétary, 'Board of Education

é 7 , . ' 384 D (Tenure)

126117 | Coe

e e




COMMUNITY HIGH SCHOOL DISTRICT 88
Du Page County, Illinois

TEACHER'S CONTRACT - SECOND OR THIRD PROBATIONARY YEAR

IT IS HEREBY AGREED by and between the Board of Education-of
, District Number 88, Du Page/County, and State of Illinois, and
, 8 legally qualified teacher,

that the‘said . shall be employed for

the school year . , for. the annual basic salary of .
$ . » ;this salary based on K
Degree and placement on Step ., Scale of the

current salary schedule, subject to any adjustments for, saia Step and . Co.
'‘Scale should a new salary schedule be agreed upon. . , -

IT IS FURTHER AGREED that this contract is subject to the school o
laws of the State of Illinois and the reasonable and lawful regulations :
of said Board. . . . - .

- @
1

N , ~
IT IS HEREBY MUTUALLY AGREED and understood that the. provisions !
of the Board Policy Regarding Certificated Personnel.of this School :
District, and all existing and’ future amendments thereio, #nd all

other polxcxes arid rules and regulations with regard to operating

said School District during the term of this contract, are to be

construed as a part of this contract and|incorporated herein by reference, .

N the same as if such regulations were set forth in full herein. . b2
. * . 1% -
The pagg1es acknowledge this as béing the @eir' '
of probation. . Vs . ) - . -
’ Pursuant to an Aye and, Nay vote taken and recorded at a lawful )
(S meeting of the 'said Board of Education held at Villa Park,. Illinois; ‘
. on the . _day of - , 19- , and by order of said s
o Board .of Education, this contract is executed this _ day of
_ Y - 3y 19 ) . ’
B - ‘ -~ )
A ] L -~
. ’ ‘ . Teacher E
_fl/ EY
A /// R ) .Q\ « * _ _
?resident, Board of Education  * . Note: No assurance of assignment can
/// be nxven for a contract re-
. . turned to District 88 Personnel
/ Office aftér May. W 197 .
/ - ' ’
// Secretary, Board of Education
|
‘[ -~
-
| 384C (Non-Tenure, 2nd or 3rd y¥r.) .
y Q . * S )
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« \ .

" COMMUNITY HIGH SCHOOL DISTRICT 88

1250 SOUTH ARDMORE AVENUE » VILLA PARK, ILLINOIS 60181 » DU PAGE COUNTY

. . TERRACE 4:9400 )
. - » . e ) "
* -
JOHN R. THORSON ADDISON TRAIL HIGH SCHOOL
Superintendent - . - WILLOWBROOK HIGH SCHOOL

-

. Gentlemen: .

YORK COMMUNITY +HIGH™ SCHOOL

i3

* The ‘following credentials are no longer needed in our office

and .are, thbrefbrqa being rcoturned for your files:

h B

. - .

K 4

>
BHM:dh
MVII
o i
ERIC .

Thank you for your ‘continucd coopecration.

x

[} .,
Sincerely,
P . . ‘ . r
> -
: Bert H. Michelsen N
. . i *  Personncl Manager
- ¢ " . A
. . .
! E7N
b ~
» e
L] ' ‘
. '
. ’ : 3
» ‘-
. | .
119 . _

.
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.
27 WL

imembili s COMMUNITY HIGH SCHOOL DISTRICT 88

.t T M ¢ i"'; = 1250 SOUTH ARDMORE AVENUE «"VILLA PARK, ILLINOIS 60161.0 DI' PAGE COUNTY
. g N
$

PPN

Iod
3

CYR

e Y
i 8 e ; ‘
i . ie‘ i;:‘mnl RITTRA TERRACE 4.9400 .
."‘:i

)

Y . LL I
“4 zoi"'":'ln_i;

y © - % 18 U AN
Crasn mened TRUEVEE Ml JOMN R THORSON ADDISON TRAIL HIGH SCHOOL

T Supenintgndent WILLOWBROOK HIGH SCHOOL .
. ; : YORK COMMUNITY HIGH SCHOOL

-

{

A comprehensive review of our subject election ‘tallies reveals that
there will be no expansion in your teaching area in our schools this .
year. Several factors are responsible. for this. We are making every '
_effort to project needs -as conservatively as possible. As of this
. date we have no indications of resignations qhich would create open-
ings in your field. ’

.
-

Therefore we are returning any personal'papers'you have on file here. }
- Your credentials will be returned to your placement office. We shall .

be happy to, retain your application should you wish to remain in an

active file in/the event of a future vacancy. We shall await noti-

fication from you.

Sincerely, ,
' L ‘ ¢
i Bert H. Michelsen
. Director of Personnel
1
‘BHM :mh
MIVB , ' .

o ’ 120 B . ' r
LRIC | 129 .




Aruitoxt provided by Eic:

7 .
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PER - 29

. COMMUNITY HIGH SCHOOL DISTRICT 88

1250 SOUTH ARDMORE AVENUE « VILLA PARK, ILLINOIS 60181 - DU PAGE COLLNTY
¢ ¢ N .
TERRACE 4-9400

N JOHN R THORSON

\
Supenntendent

3

P
.

ADDISON TRAIL HIGH 3CHOOL

WILLOWBROOK HIG\H SCHooOt ©

YORK COMMUNITY HIGH SCHOOL

Q
[}

In reviewing your pérsonnel file we have checkad the following items

which are needed to complete’ your records in ous office:

Qfficial transcripts

Credentials

from:

Verification of previous teaching experience

t

U. S. W-4 Form and Illinois W-4 Form '

dealth Form
Small photograph

Teaching certificate

-

TB x-ray card - The State of Iliinois requires that all school )

cmployees provide a written or printed notification

of the result of chest x-ray or tuberculin test
before Sceptember 1 and at that time the certificate °

must

not be older .than 60. days.

>

¥
Teachers' Retircement Ferm if not a member

k4

This test can be

taken free in Illinois or, if done privately, the
expense¢ is incurred by the tcacher.

S

May we take this opportuﬂity to extend ‘to you Xur best wishes for a .
successful and satisfactory professional ycar.

E

BHM:dh '

Sincerely, -

Bert . Michelsen
¢ Personnel Manager

121

»

130

MVITI




.
‘ APPLICATION FOR SURSTITULE TEACHIHG. . PER - 30

CO:MUNITY HIGH SCHOOL DISTRICT 8¢ ' ¥
’ ; 1250 South Ardmiore Aveaue
Villa Park Illipois 69181

Ed

Name . .- . . ) Date of Application
‘ Address_ ) , i Phone 3
. ] Street Town
Date of Birth " _Social Security Number

Teaching Preferences (Specific COurse§/Areas) At which District 88 schools are
you dnterested in substituting?

. (1) __. A Addison Trail LR
. . Willowbrook
. 2y - , York . - !
(3) — - - . . %
- — )
. May we call you in the morniny to ask you to substitute? - __ Yes __No

| Whai restrictions, if any, do you wish to place upon your availability as a
substitute? (Startingy time, days per week, subject areas, etc.)

I, - When are you available for an interview concer rning duties? ~' e ,
| PR B I A R I I I R R R R E A R

| Type of Teaching Certificate ° N Number .
l - : e
| i1
[ Date of Issue ' Place of Issué Expiration Date_____
..... Q"‘""‘""“--‘f“""""-"""'“‘--"""""‘“"-""""--"“"--""‘""""“""-""""--""“""'"-"""‘"""'-"""'_“
% Name of College Dates -
or University _trom/To Degrees Major | Minor »
- o . (List semester hours in each) -
(1) j
(2) 7 - .
- - — - ~
) (3) : ot
i} FULL TIME TEACHING EXPER1ENCE '
_ O ' Dates Subjects taught
Name of School Address * From/To and Grade Level
1. .
2. , - .
. - .
3 -’
"4, :
SUBSTITUTE "TEACHING EXBERIENCE ’
1. ' , ]
2. ! ’ X
3. )
Please list at least three references on the other svde of this eheet, giving ’
name, title, address, telephone.
\‘1 -’b 8- 71

: 122 131 X | :




- . APPLICATION FOR EMPLOYMENT

*
; COMMUNITY EIGH SCIIGOL DISTRICT #88 '
. s CLERICAL/SECRETARIAL . "
. . .
Position Desired ! ‘ Date
(Miss X ]
Name (Mrs. . Social Secugity No. . .
. Last . First . Initial T ,
Address : . . : Telephone
: Street City -° State
. Date. of Birth’ . - Place-of Birth
Dependents? Number ____° Ages . / ”
i ) i . / s .
‘ EDUCATION AND TRAINING BEYOND ELEMENTARY SCHOOL /
. . ‘“Dares Attended Dégrée or |
Name of School * Location = . From To Diploma . /Major Subjeéc
q ’ ] N N
, ! ; i
St i N
l , | | » :
| ' i ’ |
i A — [} ] ;’f ‘
. . . o ) . ‘
‘ EMPLOYMENT RECORD (LAST THREE) - '
) o Dates , -  Natare ) Annual ‘
.Name of Company . Location ‘ From _To  of Work ya Salary . .
N , , I l . ‘
, T i
[ | 3
A l 1 i
. ‘ - z
‘ List special skills you possess. or machines you can operate. . s
- * »r . . i
" \ -
* / . ) ~ ' ‘ 4
+ ' _REFERENCES
Nroe ) + Address . _Position
K B | . P
' .
. | T
. ] ' .
i
[ -, '
- []
!
F
| . ’
| Return completed form to : Personnel Office, Community High School District #38,
t 1250 S« Ardmore Avenue, Villa Park, Illinois 60181 .
| ’ .
123, ) N

-
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APPLICATION FOR' EMPLOYMENT

'hCOMMUNITY HIGH SCHOOL DISTRICT #88 -

y CAFETERIA
Position Desired 4 Date
(Miss
Name (Mrs. i Socigl Security Number
Last ‘First Initial

Address o - Telephone "

. Street ? City ‘State '
. Date of Birth Place of Birth .

; : T

. Dependents? Number Ages

~

EDUCATION AND TRAINING BEYOND ELEMENTARY SCHOOL

. . . Dates Attended Degree or Major -
ame of School _Location. From To : Diploma Subjec
= - .’ | - ——r— 5 -
S ! ' i c
! z o |
! ! i
N ! : ;
HEl { 1
i 7 - !
. EMPLOYMENT RECORD (LAST THREE) { ..
< ‘ Dates - Nature - Annual
Name of Company Location From/To of Work Salary

¥

-

2

]
H
i
4
i

- od

]
H
I i
1

_ ) |

st | i ot s e wmin v

!

.

List spe¢ial skills you possess or madhines you can operéte:

e o

E

Name

REFERENCES

L]
.- -Address : . Position
P . .

< e | —n-
.

Return completed form to: Personnel Office, Community High School District #88

-

1250 S. Ardmore Avenue, Villa Park, Illinois 60181

133 - "
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s’

APPLICATION FOR _EMPLOYMENT

.
COMMUNITY HId SCHOOL DISTRICT #68
. CUSTODIAL
Position Desired__ - - Date_ . "
Name . * _Social %ecuricy Number_ - .
Last , ) Pirst Initial . . ’ .
o : * N -
Address - - " Telephone_ * ) ‘
+ Street - City State .
Date of Bifth ] Place of Birth .
- n - %
Height ] Weight Single ' Married
Number of Children ) Ages Other Dependents_ ‘
EDUCATION AND TRAINING BEYOND ELEMENTARY SCHOOL ‘
i ) Dates Attendeé Degree or Major
Name_of School } Location From "To Diploma Subject
)
. R * 4
EMPLOYMENT RECORD (LAST THREE) -
Dates. - Nature Angual
Name 7f Qompany Location From/To of Work : Salary .
Ve
' ¢ .
< —
Military Service Branch "
List sp2cial skills you pbssess or machines you can Operate: * ’ *
* \ . .
—_ 2 = |
- N |
. - “oN |
- ~ W ) 1‘
REFERENCES |
Name . . . Address . - __Position - LI
- x

3 - ) !
.

Return completed form to: Personnel Office, Community High School District #88
1250 S. Ardmore Avenue, Villa Park, Iliinois 60181 .
125 ’ .
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R

. Position Desired

APPLICATION FOR EMPLOYMENT LT

COMMUNITY HIGH SCi:00L DISTRICT 88
TEACHER-AIDE

»

Date

(Miss
Name (Mrs. "

x

Social Security ‘Number

(Mr. Lasti First Initiai .
‘ Address ) Telephone
* Streetr City State - . -
Date of Birth i . Place of Birth ) i :
Dependents? Number Age(s) » s »
‘. . \ EDUCATION AND TRAINING BEYOND ELEMENTARY SCHOOL )
' 4 Dates Attended Degree or Major
.Name of School Location From To. . Diploma Subject
' ) - } P - !
! . |
!. N — - :

i

A1

- EMPLOYMENT RECORD (LAST THREE) _

" Dates " Nature ~ Annual

. Name of- Compapy Location : From/To of Work Salary
% - - =
. ) l
. ! . AN i

SRS U

s .| s

-y

s concentration.

List special training you have had in your m;}h area of‘intorest or fiéld of

5 »

-

Do }OU type? Words per minute 5 ’
What other types of equipment do you operate?, L ‘
. N REFERENCES :
- ]
Name Address U . Position

b4

.8

» Py

-

1
1
i
i

LTy SN U
-
.
-

¥
-

Return. completed form to: Perbonné}’Officg, Community High School District 88,

1250 S. Ardmore Avenue, Villa Park, Illinois 60181
126 . '
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ERI

Aruitoxt provided by Eic:

N

<, _ : PER - 35
REAUISITIO™ FOR KON-CERTIFICATED PEPSOMIEL

“ .

. , Date . .
* 1
Provnsed Applicent: . .
ifane - Adiress
Telephone . . Bepginniny Date of Employment ~ :
In Casc of Emerpency, ‘lotify -
+ . ) -~ 3 Y ’!ame =
e ,
. ) Address L, Telephore
— — — - — : . - B - *
Social Security “lo. : ¥o. of 'lithholding Tax EX:Mptions -
- " ¥ N
¥Yajor nedical Imsurance: -Sinnle Frizlovee - : Y. -
- . Triployee witlii One Dependent R
. Enployece with More Than One Tependent :
> . e ” ' e
Classifcatica of Personnel: . _ . b . .
Clerical Cafeteria . Custodial ..~ Para-Pro L
Full Tie Part Tine : Sumnes Temporary. N
—— _—\_._.—_ i . *
te o~ - * - o ‘
Description of the Duties: I : - .
v . . M
L - + L]
n‘ ) D .
+ ‘ bl
- - - -~ N
Credit for Prior Svroerience: L .
* ~ . ¥ ‘ } x
» P 2
L 4
. \b - ‘
Eeciannin~ Salary: = ) . . 4
Suzgested Szlary Cormitments: . . .. s
- ‘ T
. ! \\o/
Approved: ‘ , Subnitted:
. .
Superintendent - Sienature

- . - B

Date Received in Personnel Office:,
» v:v

. . W~

- . Principal
Pink Copy - Pusiness Office, Gteen Cony - Principal's Office, Phite Copy - Pers.

127

136 .
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R » . (/ N
~ to . .
’ ““ R - 7 -
- . BOARD OF EDUCATION ~" Z
’ (1 CCMMUNITY- KIGH SCLOOL DYSTRICT NO, 88
v — .
. | ' a ¢
' . ) b
7 N ~ .
. ~ . . - PAYROLL EROCELURLS
-~ INCLUDING ASSISNMENTS ANT DED'J('JTIBLES é
- ¥ 4N f $
. ot . . . .
, Ny .
s b ¢'
. - . & {:
¢ ? » ) o ’ s ) -
s . s . Prépared .By: |
- - L < ’
' usiness Office '
May 24, 1973 . .
/ ) .
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, . NOTES RS N .
. . P & N "

;7 The folloying-explanatory notés will be helpful in-developing an over=all : -
perspective of payroll operations for this district. i .o -

w ’ . ‘~, { ' Ai - . . . . ) N ”
| . "1, The terns. “Gontract Yeati’l and "School Year' arée used intexchangeably. hE
Ed “ h M * " - ) N M v d o « «
2. Payrolls will be prepared.and distributed on Ehe 5th and 20£h oféach . -°
month-=-except vhen these” ddtes fdll on a ponrschool;daymin ywhich case N
. the payroll will be- distributed on sthe préyious work day.* .~ &7 Sy N

® ” - =

el - S ;;.) - (,' . , , . - )
= . All naterials” 4nd .data affectingvany employee earnings or payroll must
®  be in the district office 3t least ten. (10) calendar days’prior- to the-
dates for distributionideontified in’ the: preceding paragraph.. “k
xn o B ! . P . R

i

B

.

e

>
>

-

) e % i e
* 3. All reizbursemept -earned for "ovértiﬁé",eapeciaI;projects,vcurriculub
projects, tutoring, substituting, yorking ‘at concessions, tickeét ‘\c .
_takers/sellers, supervision of student teachegs, and: other-assignments - o

: for which payment cannot’appropriately be distributed on the. ‘'quarter|
plan" shall:be paid im . pne sum and added to thé next payroll check to | R
be written. P, ' . .0 ‘5

- +

s .
&, All employees salaries/yages paid to employées for -services rendered
are subject to deductions for éither the Teachers Reiirement Systen
. or.TMRF which indludes FICA except &s noted in IV-K, N
P : .

\
|
|
)
}
|
! | i ;
! e Compensation paid to certificated empryegs for services rendered
‘during the school year will in most ihstancas be subject to deductions
; o the Tfachers Retiredient’ System., An exceptiop is noted in III-H (IV-F)
"Where a ‘private contractor” relationship .pmay exist. .
i Norqal%z salaries/wages earned by the non-certificated embloyees of
| . the schiool dis%ric; will be subject to FICA (Social Security) or for
) - deductions. for the Illinois Municipal Retirement Furd (IMRF). The
i job description is cf great importance in détermining whether the. - .
eduction should be for FICA or IMRF--if the job description indicates v
more than 600 hours pet year, the deduction is for IIRF but if the job
[ -dedcription indicates less than 600 hours per year then the deduction
it for FICA.. - )
5. In 1973-74 forthe fivst time, this district will inaugurate what may
be called a ''quarter plan' for reimbursing staff members for various
assignments. Tha“four quarters are comprised as follows: Fall
Quarter (Sept., Oct., Nov.); Winter Quarter (Dec., Jaun., Feb.); Spring
Quarter iar., Apr., lay); Summer Quarter (June, July, Aug.). It is
contemplated that reimbursement for most of the job assignments/class-
. ifacations in Section IIL-A through H, will be made on this quarter plan
: basis.” For example, payments for football coaching assigoments will
- ‘ b6 made during the fall¥quarter comprised of six (6) pay periods--thus
' this ulded renumeration will be divided into six payments and will

%




. ‘ PAY - 1
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- /.
1/ € .
be added to the basic salary due on Sept. 5, 20; Oct.5,20,and Nov.5, . /
. 20. Similarly payments for basketball coaching assigninents will be
instfibuteH in-over six Pay periods of the vwinter quarter and added

"to the basic salary due on Dec. 5, 20; Jan. 5, 20; and Feb, 5, 20.

Each principsl will need to identify the particular quarter in which .
payment for certain assignments may be made, An example are the .
drama productions: if g production is teing prepared for presentation
some time in the month of December, the Principal's office may requesgt
reimbursement to be made during either the fa1l cr winter quarter,
Similarly, if a production is schqduied.fbr presentation late in the
month of January, payment mz2y be made during the fall or winter quarter
as desired and approved by the*Principals' office, The full, winter,
* 8pring quarters will have six (G) pay dates-:two in each of the taree

\ . months, The summer quarter vill have only four (4) pay dates. Con-
sequently, femployeces voriking in the summer driver education program,
summer schosl, summer librarian, and ccunselors assigned during the
Ssummer months will have payroll checks distributed on June 20, July 5,
20, and August: 5;

L

o

130 ' ,




Classifications

I Administration

A, Schools
’ 1. All positions requiring certification
.
2. Additional/overtime compensation
B. District Office ‘
1, All éoéitions requiring certification

2,

3. Addit¥onal/overtime compensation--Nons
Certificated , -/

4. Additional/overtime compensation--
Certificated . .

11 facultx 7
"A. Base Contract--per salary schedule and/or
agreement
B. Additional Assignments--compensation to be

distributed throughout the contract year
or any part remainingzghereof

-+

1! Audio-visual Director
Cheerleader C“aﬁéx

: 3. Deans

4. Deans Activitfes, Director of
* 5. Debate Coach

6. Department éhairmen
Driver Education Sul;ervisoz:

8. Extended Day - A.V. Director

-

131

140

Positions not requiring éertification-//

¥
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¢

To Be Deducted Y

WI

Wb
W-4

W-4

W-4
W-4
W-4

W-4

,
4
Pension

’

/ |~

T.P. |

T.P., i
!

IMRF

T;o’P . !
T .? L]

!

ToPo - !
. ?
T.P. ‘
T.P. ;
T.F.
T.P.
T.P.
T.P. o

T.P. |
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e ot ‘_ To Be Deducted
Classiﬁicatiéns. \ . WT Pension
! 9. G.A.A. Sponsor e W-6  T.p.
10. Guidance °,
' 8. ‘Counselors-tregular scheol year . W-4 , T.P.
. b, Director--:;gular sghool year ‘ . W4 T.P,
11. Library Ditgc;or - ’ T i . V-4 T.P.
12. Music ‘4 . i ' C W4 TR
a. Band\Director~-r?gq}ar school year"_ W-4 T.P. *
b. Choral Diréctoz-aregglar §bhooi year W-4. T.P.
c. Orchestra Director--regular school 7
year W4 T.P,
13, Nurses - T See 1IV-G-
; 14. Pom Pom Sponsors : - W4, T.P.
15. Physical Welfare, Director W-4 T.P.
16. Erinting of School Newspaper w-4 ~ T.P, “
17. Psychologists ‘ See IV.L.! g ‘
18. Student Council Sponsor - - i W-4 T.P.
19, Uslér Supervisor " w74 T;P.
20: Yearbook Sponsor W-4 T.P,

III Additional Assigpments--Certificated_Persdnnel-
’ -Compensation to be paid on a "Quarter Plan”
(Fall, Winter, Spring, Summer)

'y -

A. Bus Supervision -~ W-4 T.P. .

B. Cafeteria Duty W-4 T.P.

C. Coaching Assignments for inter-scholastic
Athletic Programs (Boys and Girls) W-4 T.P.

132 141
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|
N |
. l . ) To Be Deducted
Classificatioms’ o ) WT ‘Pension ) R l
D. Corridor Superv%sion W-Q‘ " T.P.
E. Drama | . |
‘ 1. L?ght{ng Supervisor W-4 . T.P.
2. Production Director ‘ . . W-4 T.P.
/o . S
3./ Stage Director . W-4 T.Pj
4., Stage pse Director : ’ Wb T.P. © )
F. D:ive? Education Tea;hing - ; .I ,
1. B-&-ﬁ (during-%éﬁular school year). _ W-4' T.P, .
2. Supervision ’ N W-4 T.P.
'] G. Intramural Program Coaching . W-4 T.P.
HL Officiating Athletic Events (Vendor Ghecks)A §ee IV-F

FOLLOWING TO BE PAID IN ONE SUM AND ADDED TO PAYROLL QHECK

I. Congessions work at ‘various events W-4 T.P.

J. Curriculum Projects ) W-4 T.F.
K. G.A.A. Sports Programs (15) . v;fw-é T.P.‘

. L. K gistration Week Help ’ﬂ | W-4 T.P.
M. Student Club Relatea/zctivities ’ Wb T.P.

 * N. Supervision of Athletic Events W-4 T.f.

. 0. " Supervision of Non-School Events : W-4 T.P.

P. Supervisisn of StudenttActivifies ) ‘ w-4 T.P. -

'Q. Temporary Substituting W-4 T.P.

R. Ticket Taking/Selling ' " w4 TR,

‘S. Tutoring ' : ’ . W-4 T.P.

133 '
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\Classifications

T. Projects of Miscellgneous nature not listed
abovef

IV Special Situations

“A. Summer Programs

1.

7.

Driver Education--(To be paid on Quarter
Plan) T ’ )

i, B-T-W - L
b. Classroom

c. Supervision .
Gﬁidance,--(Tc be paid on Quarté£ Plan)

a. Counselor--Summer School Enrollees

b. Counselor--Not Summer School Enrollees

-Instructional Teacher--(To be éaid on )
Quarter Plan) .

Librarian--(To be paid on Quarter Plan)
4. For Summer School Enrollees’
b. Not for Summer School Enrollees
"1
Music--(To be paid on Quarter Plan)
a. Band Director
b. Orchestra Director
Vocational Co-ordinators (August)
(To be computed and addéd to base contract

for payment made throughout the year)-

Work Projects--Miscellaneous (To be paid
in one sum and added-to payroll check)

a. Professional Rate ($5.20) -

/

}

134

143

- PAY - 1
P. 7 of 12

-
-~

T6 Be Dcducted

WT

Ww-4

W-4
W-4

W-4

W4

W-4

V-4

W-4

W-4°

FICA

T.P.

Pension

T.P. .

FICA
FICA

T.P.

FICA

T.P.

FICA

T.P.

FICA

FICA

T.P.

S




Classifications v

b. Non-Professional Rate ($4.56X
B. Continuing Education--(To be paid on Quarter
Plan) - s R
1. Certificated teachetr contributing to
™ teachers pension during the school year
(Regularly employed by the district)

2. Certificated personnel employed to teach a
» class or classes requiring cértification

F : but who are not othervise employed by the
|

|

district

¢
-

3. ﬁon-certificated-personnel teaching
-during the school year--less than 600 hours

‘4. \N§n-certificated personnel teaching
during the school year-:more than 600 hours

5. Sﬁmme; earnings paid to both certificated
# and non-certificated personiiel

C. Substitute Teachers--Permanent (Not regular
employees) ’

To be paid by payroll check on Sth and 20th for
amount earned.

. Other substitute teachers to be péid in one sum
and added to payroll check if regular employee.

1. Certificated and teaching less than 20 days

) . per year . .
(f . 2. Certificated and teaching more than 20 days
- per year

*Permissive--teacher may participate by
contacting the Teacher Pension Office in
Springfield and submitting the necessary
forms. (payment to be made by the teacher
directly to the Teachers Pension Office)

3. Certificated but retired:

we /0 qg

To Be Dgﬂuc;ed

* W Pension‘
w-4 FICA
W-4 T.P.
W-4 “T.P.
Wb FICA
-4 . IMRF

See Summer School

’
<

W-4 None

See Section 1V-k-1
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\\ : { . To Be .Deducted
B ‘ N . '
N Classifications \\ A WT Pencion
s D. fara-Professionals, Teacher Aides, Security

Guards, Corridor Duty (Positions not requiring
certification)~(To be paid twice each month on

10 month basis) . . : ‘
1, Assignmeqts in excess of 600 hours per
year W-4 IMRF
2. Assignments iess €han 600 hours per yeaf | W-4 FICA '
\ * . . b -
3. Overtime in excess of 600 hours per year W-4 IMRF
‘ - ' 4, 'Overtihe less than 600 hours per year. W-4 FICA
E. Students--All Earnings--(To be paid on 5th
and 20th of each month) . ‘ A FICA

> W
~. F. Independent Contractors (Includes district
; employees paid to officiate at athletic .
events) - . ’ . None Norie

G. ‘Scﬂool Nurses--(Paid on Annual Basis)

*

1. Certificated Wt T.P.
2. Noanertificated-~assignmeq; requiring ‘ 0
more than 600 hours per year W-4 - IMRF
3. Non-Cefgificated--assignment requiging -
) less then 600 hours per year W-4 FICA
H. Librarians-«(Pai@ en Annual Basis)
1. Certificated ' W-6  T.P,
2. Non—Certificated-&gssignmeﬁt requiring ) ,
more than 600 hoursxper year W-4 . TITMRF
3. Non—Certificated--a$si§ngenq requiring . '
) “ less than 600 hours per year ) W-4 FICA
o . X .
. I. Election Judges--(To be paid in one sum on .
sth and 20th) ) . ' W-4 - FICA -
o~ hd
A Y \ . ‘
¢ ) 136 e d
\) ° 14{\) -
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‘Classifications

J.

M.

Sabbatical Leave--(To be paid on Annual
‘Basis : ’

Y
Y

*During the period of sabbatical leave the
Board of Education shall pay the contribution
required of the person on leave to the Teachers
Retirement System computed on the annisal full
time salary under which the member last received
earnings irmmediately prior to the leave multiplied
by the current applicable rate:. .

Retired Teachers--(To be paid on 5th and 20thj

1. Temporary assignment during the school
year
#Retired teachers axe aliowed employment
for 75 days anndally as a teacher. Employ-
- ment -beyond 75 days will cause annuity to
céase and the annuitant will again be .
considered a member. .

2. Temporary assignment during summer school
Psychologistsa-(Tovbé paid oﬁ 5th and 20th)

1. Working with OSPI permit

2. 1Intern vork{hg towards an -0SPL permit

3. Non-~Certificated without permit and not
- working as an intern--assignment requiring
less than 600 hours per year

Tutors--(To be paid on 5th and 20th ard added
\ to payroll check if reqular employee) ’

i
*

1. Certificated and regular employees paid

by the.school’ . .
L2, Non-certificated and paid by the school-
\. -assignment requiring more than 600 houys
per year o

137 ‘\
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’

P,

To Be Deducted

WI  Pensiom

FICA

W-4

W-4 T.P.
W-b T.P.
W-4 FICA
W-4 T.P.
W-4 IMRF




e e

Classifications

H

3. Non-certificated and baid by the schiool-
--assignment requiring less than 600 hours
per year

Intern/Student Teachers---(To be paid on
5th and 20th)

Supervisors of Intern/Student Teachers--(To
be paid in one sum and added to payroll
check) -

Retroactivity of schedule Changes--(To be
paid over balance of contract year)

1. Certificated employees

2. Non-Certificated employees--assignment
requiring more than 600 hours per year
3. MNon-Certificated employees--assignmeit
requiring less than 600 hours per year

V. Secretarial/Clerical

A,

Begular ecarnings positions in excess of
600 hours per year .

Overtime earnfngs--(To.be paid and added
to next payroll check)

Regular earnings positions requiring less
than 600 hours per year

"Ovetrtime earnings--(To be paid and: added

to next payroll check)

VI. Custodial/Maintenance

A'

! .
Regular earnings positions in excesd of
600 hours per year

. Overtime earnings--(To be paid and added

to next payroll check)

138
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To Be Deducted

WT

W-4

w-4

W4

W-4

W-4

W-4

W-4

-4

Pension

FICA

None

T.P.

T.P.
IMRT

FICA

IMRF
FICA

FICA

IMRF

IMRF
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assifications

B.

L2

- 8

"PAY - 1

12 of 12

To Be Deducted

WT
r n——

Regulhr earhings positions requiring less
than 600 hours per year

W-4

Overtime eé}nings--(To be paid and added
to next payroll check)

VII Cafeteria

A.

Regular earnings positions in excess of

600 hours per year

W-4

&

Overtime earnings--(To1be paid and added
to next payroll check)

Regular earnings positions requiring less

than 500 hours per year

W4

Overtime carnings--(To be paid and added
to next payroll check)

VIII Bookstore

@3

W-4

A. Regular earnings positions in excwss of

»

B.

¢

600 hours per year

W-4

Overtimevearn;ngs--(To be paid and added
to next payroll check)

Regular earnings positions requiring less

than 600 hours per year

Overtime earnings—-(Tolbe paid and added

to next payrcll checl)

@

V-4

i

Wk

139

W4

FICA

FICA

. IMRF

IMRF
FICA

FICA

IMRF
IMRF
TICA

FICA

Pension

¥

1o
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A3 .
COMMUNITY HIGH SCHOOL DISTRICT 88

Du Page County, Illinois

-

- Compensation’ for Special Assignments .

»

Signature of Principai
4

A, Athletics

1. Baseball
’Ears;cy, Head
A;sigtant a
Assiséénc

2y Basketball .

1

Varsity, Head
a2 -
. Soph.
Fresh.’
A .
Assistant

3. Cross-Country, Head Coach

4, Football

‘ Varsity, Head f/‘
Assisgtant -
Aséistanp &

Assistant”

v
Soph, Head 4

v

Assistgnt

Fresh., Head'v

.

-

Adopted June 1973, Effective 1973~Z§ School Year

Hiéh School -

&4

of

- s

Amount’of Reimbursement &

Date

Name oi Person Assigned

(1,026)_

(

( 744) 2

j
-a

(1,252)

(
(

il <

A ]

L]

744)

]

891)

X
891)

~

( .891)~7 .

(
(

(

-«

744)

744)

h

1,262)

891)

891) -

744).

o

891)
744)

891)_

. 2
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4, Achletica'(contipued)
4, Football .
Assistant
AQsigtané )
Asgistant '
5:; Golf, Head Coach .
6. Gymnastics s
) Vgr;ity, Head
Assistant -
Asgistent
7. Intramurals
8. Ténnis
Varsi&y,.Head
Assistant
"9, Tréck
Varsity, Head
kg
Assistant
R Assiscagt
*  Assistant
10, Wrestling
’ Varsiéx, Head
Assistant

. ‘
Assistant .

- ¥

AT,

¢

143

Four Additional Coaches for 73-74

744)

744)

744)

T T o T o WY oo

744)

(1,026)

( 766
( 764)

( 744)

{ 744)

¢ 744)

(1,262)

(1891),

( 891)

( 744)

(1,026)

744)

744)

744)

744)

744)

PN TN N N NN

744




Audio-Vilual Services
Services7for Extended Day
C. Music Activities
1. Band Director

Regular School Year

Summer Program ,*$300 Educ. Fd.;
$1,132 Tuition Aux. Fd.

~ 2. Orchestra Director
School Year

Summer Program *$300 Educ, Fd.,
$1,132 Tuition Aux. Fd.

3. Choral Directof (School Year Only)

D. Counseling

(5291 for five days before opening
of .school; $148-each semester; -and
$291 per week, for three waeks;
June, July Freshmen interviews)

Specilal’Summer School Counselor,
one per school for 6 weeks,
4 hours daily, 5 days per week

*Each School

" (1,460)

(1,148)

( )

( 891)

(1,432)

( 210)

. (1,432)

( 210)_

(1,460)

(1,460)

(1,460)

(1,460)

(1,460)

(1,460)

(1, 460)

(1,460)_

(1,460) .

(1,460)

(1,460)

*

( 980)7
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P. 4 of 7 .
Dea;s - - 3’
Director - (3,150)
Deans - lst Year ¢1,680) ‘ . -
(1,680) “a
(1,680) :
. ' (1,680)
Dean; - 2nd Year (1,785) ’
(1,785) : _
’ (1,785)
. (1,785) )
- Deans - 3vd Year (1.890)‘ , - '? 7
(1,890) < “ ‘
(1,890)_
(1,890) :
-
Part;time Deans ' ( ) L, .
1/5 of dean scale per period } ( ) “
assigned to dean's office i .
¢ ~
«
¢ :
Debate Coach and Speech Activities; . B - . :
Total per school §1,783) T o ' ;
Debate Coach ( 945) K ' K i
Speech Activities \ , ( 4 ) | ' 4 " ‘
¢ ‘
Deparémené\Chairmeq (Annual)’ ‘ ,
Please insert in places prévidqﬁ ¢ -
reimbursement to become due for
each department chairman listed )
per following schedule:
159 / . , 4




E. Departmént Chairmen (continued)

- 1, Departments with not more than 4.5 °

teachers shall be allotted $744
aqpudlly for the department chairman,

and not more than 12,5 teachers shall
be allotted $1,115 annually for the
department chairman,

shall be allotted $1,337 annually for
the department chairman,

Art |
Business Education
English -
Guidance ~

Home Economics

Industrial Arqs

Language

K31

Library

Mathematics

,
~ ~ ~ ~ s~ ~ ~ ~ ~ ~

Music

. ) ‘Physical Education (Boys') .

~~

‘Physical Education (Girls') '7

7

Science (

Social Studies N ¢

Drawmatics (Annual Allocation to Drama)

-

G.
s Total per school, $2,836,

’

*

-(3 approved)

< 1u6

155

Departments with at least 4.6 teachers,

«

Departments with at least 12.6 teachers

1. Director per -production (¢ 297
(3 approved) Na
: P - ) .
2, Stage Director per production ( 216):
. (3 approved)
3. Lighting’Supetvisorxéer production ( 216) -
: 3 apprgved)'
4, -Stage Use Super&fsion-Annhal' ( 216)




PAY - 4
P. 6 of 7

H. Girls' Athletic Activities (Annual)

1. GAA Sponsor . ( 406)

e i

2. GAA sports (15 Programs)
Total per school, $1,627

Pay for each Sport - ( 108)
3. Cheerleader Coach ( 406)
4, Pom Pon Sponsor ( 216)

1. Supervision of Games

1. Away-from-home games (2 persons
for conference games; 1 person for
non-conference games) Pay due at
completion of assignment.

‘Pootball - $17.32a « )
Basketball - $14,58 ( d
2, At-home games . ) v
Football - $17.32 ( ).
Basketball - $14.58 ( )
" Gymnastics & Wrestling - $10.03 |, ( )
J. Ushers' Supervisor . ( 197)

K. Student Council Sponsor ( 594)

L. Additional Assignments Reimbursed
from Auxiliary Funds

1. Printing Newspaper (1,081) ¢ .
2. Yearbook Sponsor ( 669)
% 3. Driver Education Supervisor (1,228)

M. Bus, Cafeteria, Hall Duty, Regis-
. tration Week Faculty Help @ $4.56/hr.

N. Stage, Sound, Light Supervisor Non- -
Schocl Events @ $4,56/hr. ‘ .

14.7 -
Q :lf;
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£
0. Summer-School

\ - Summer School Teachers (1,337)

?. Summeg/ﬁork Relaceé to Instruction
1, ,ﬂib;arians - §493
2, Curriculum Development @ $8,20/hr,
3. Driver Education, BTW @ $8.20/hr.
Q. Work Related to Regular Imnstruction
1. Temporary Substitutes @, $8,20/hr, :

2, Tutors @ $8,20/hrx.,

TOTAL BUDGET (MAXIMUM) ALLOCATION

1
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PAY - 6

PROFESSIONAL ORGANIZATION MEMBERSHIP DUES CHECK~OFF AUTI'ORIZATION LORM, 1973-~74

{ SUB.{IT It DUPLICATE - an initialed copy will be returned
to the teacher indicating receipt of the authorization forn.

i DATE
. Day ilonth  Year

TFACHLR'S NAJIE: h

: ] Last . First ’ Middle
TEACUER'S ADDRESS: . )

- Street ) City ) Zip
TEAGHLR'S SOCIAL SECURITY NUMBER: ) _
CAHME OF PROFESSIOWAL ORGANIZATION:
»

ANHUAL DUES OF _PROFE;SSIONAL DRGANIZATIN: .

UANE, TITLE AND ADDR 258 OF OFFICIAL TO UHOif DUES SHOULD BE SENT:

- —

1 heveby submit this written request for dues checkoff for 1973-74 in accordance
with the terms stated in this authorization form. ‘

I understand and. agree that this signed form must be presented to the Business
Office.of High School District 85 on or before October 19, 1973 and the first
payroll deduction will be made from the' November 5, 1973 payroll period.

Upon receipt of a lawfully executed written authorization from a teacher, (which
@may be revoked upon recelpt of a written request from the teacher), the BOARD
agrees to deduct from each regular payroll period an amount which is equal to the
prorata share of the annual membership dues and will remit such withholdings to

the designated official of the specified professional organization.

The teacher agrees to indemnify and hold-the BOARD harmless against any and all
claims, sults, orders or judgments brought or issued against the BOARD as a

result of any action taken or not taken by the BOARD pursuant to this authoriza-
tion. -

. Teacher's Signacure N

Received in Business Office Date

[

i REVOCATION REQUEST o o
I hereby revoke the above dues deduction request, to be effective

within three wecks of the date hereof. .
t

o m—

Teacher's Sirnature

]




-

. 1973 Metropolitan Crusade of Mercy Contribution Instructions
- Payroll Deduction Form -

<

You make your 1973 contribution in‘any of the‘following ways: . .

1) Direct contribution to the Community Chest. Send your :
check .to: ~ E

a) Addison Community Chest d) Greater Villa Park Area

- P.0. Box 73 Community Chest '
‘Addison, Illinois 60101 “ . 320 Wildwood
s ’ - Villa Park, Illinois 60181

b) Elmhurst Community Chest

111 South York Road , e) Any other local Communit,
. Elmhurst, Illinois 60126 Chest you chooae
¢) Lombard Area Community Chest

P.0. Box 72

Lombard, Illinois 60148

2) A contribution at the high school office.

3) .Payroll deduction. If you choose this method, please ubserve
the following: .

a) Each payroll deduction must be at least ome dollar ($1.00).
b) Payroll deductions will be effective for ten (10) successive
pay periods starting with .the paycheck due on January 5, 1974,
and continuing through the paycheck due on May 20, 1974, a
" tiinimum contribution of $10.00, :
c) You, must designate in the space provided the one campaign
(Addison, Elmhurst, Lombard, Villa Park) to receive your
{ contribution,
’ d) Submit all authorization forms directly to the principal's
office who will forward them to this office.
e) The following form authorizing your payroll deduction must be
completed signed, and on file in this office on or before
November 30, 1973,

L L L L T T T el X - . > - . AT N S e -

BOARD OF EDUCATION
COMMUNITY HIGH SCHOOL DISTRICT NUMBER 88
CRUSADE OF MERCY PAYROLL DEDUCTION

Please deduct § from each paycheck starting with the paycheck

due on January 5, 1974, and continuing through the paycheck due on
May 20, 1974 .

Send my contribution to the following community campaign:
1

Circle one:  Addison, Elmhurst Lombard Villa Park
Date: ‘ Signed:

’ ' (Employee)
Approved: - ! Date}

(Business Office)

]

151 :l(;()




COMMUNITY HIGH SCHOOL DISTRICT NUMBER 88,
. 1250 SOUTH ARDMORE AVENUE . - ‘
« o . VILLA PARX, ILLINOIS :

SALARY WITHHOLDING AGREEMENT

To: The District Business Ofﬁice' ~

From: .
(Please Print)

'

Re: Payroll Withholding for East DuPage Credit Union

-

Please modfy my salary paychecks so that money may be withheld as

provided below, and forward such salary withholding to the East DyPage
Credit Union. It is understood that this deduction will not be }
changed during the current contract year. 1

Withhold from my salary $ annually -
for the school.year. This amount
to.consist of semi-monthly withholding of $ N

each. The first deduction/adjustment will be made

in the pay period ending September 20, 1973.
r

~

{Employee Signature) V(Date)

EXAMPLE: If you waat $20.00 withhold from each pay
check, you will put $480 in the first blank and
$20.00 in the second, etc, This amount may be
saved or used to repay a loan, as you direct the
Credit Union Nffice.

- \’
This form must be returned to the District Bu. ness Office no later than
4:00 P.M., September 7, 1973, .
1

(Accepted by) ‘ (Date)
This form should be submitted in dup icate, one will be initialed and
returned for your records. N

¥ v
152
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b PAY- 9 1
. Community High School District #88
. . 1250 Scuth Ardmore Avenue
Villa Park, Xllinois

REQUISITION FOR MISCRLLANEQOUS PAYROLL .,
Pay Period " “to ) Date
Name Soc. Sec.# | Hours | Rate | Gross | FIcA WH | Misc. | NET ‘%
. ‘ "1 ;
|
. ) - r )
- re
- . - %7‘
-~ i . R
= l z
|
1]
] s .
1
-~ “ ; r
i Q —— -
~ l'
B N -
3 - ) -
4 +
! . A
. 1 ~
C i
|
TOTALS . S L .
: - } - =y

"Account Number

Submitted by Bldg. Principal i Business Cffice




‘ l PAY - 10
TEMPORARY CHANGE IN EMPLOYEE SALARY
- v -
) Community High SchoofﬁDisttict—BB'
' . : ] DuPage County, Xilinois_ R
Date: ’ Department
Appliel to pay period of .o only
. ) . ‘ . [ . (‘
— Empléyee_ INCREASE . DECREASE Explanation

DAYS | HOURS | ° DAYS'{ HOURS

COMMENTS :

-

’

Signed: Superviéor

Original: Businesi Offiqe
ce: . Personnel Office .

3

(Obtain new forms from the frincipal{g‘office)

~- © 163
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,if\\\ ' COMPUTER SERVICES

"
- ) /\.
,‘J L p} - Y L y
\ ” *
B oo CHAPTER~YI

3 v
.
’ - + ©
-

For the automated support to Héndbook II, District 88

elected to utilize the computer services offered local districts

%

’ by the Céllege of DuPaée (Cop) , a local community ccllege. This

section provideg a brief description of the cop facility and the

s
contractual relationship between District 88 agd the College.
. - A .
" COMPUTER _ “ - )
FACILITY - e .
< The ColIEEe operates an IBM-370/135 in support of the

»
&

-

/ R i )
Collége itself (enrollment’ 10,000 students), 13 local publig\
§chook’distficts and other users. Approximately 80% of the

~ .
system is budgeted to be utilized bk the Collegey\ﬁyilg<30%.is

budgeted to outside services., While the system is up 24 hongxs

per day 5 days per week, main frame utilization is very lowZ

(about 20%). _ ’ s
{g)rqﬁaygcteristics .
oT,he..computer syséem at‘COD includegz ‘///
1 + IBM 370/135»Ce£t§21 Processor witﬁ 144,000
positions of cor? storage [~ )
S 1100 line per mihute printer . w
-

1l - 1060 card per minute cérd'rquef

~ - ¢

2 - magnetic tape units “(800 bpi.) ;

[

B 7




9 - disk drives (2319)

39 - CﬁT visual/display terminais ) «
Tﬁe systeﬁ operatésAuﬁder DOs, uéilizing three partitions.
. Foregroqu partition Fl operates the GRASP input/output schedulérrand
control system 24 hours bér day. Foreground partition F2 is used to
service 37 reﬁote terminals used in a variety of on-line administra-
tive applications during éhe day and evening shifts. This partition
is unﬁsed on the night shift. Batch programs operate in the back-
ground, with priority being given to instructional uses ddxing the

day (7:30 A.M. - 4:00 P.M.).

ﬂb) Programming‘
The COD ce;tér~utilizes IBM Bgsic Assembly Language (BAL)
and COBOL as its prdgrammiﬂg lénguageg. Aéproximately 80% of
ekiSting programs are written in BAL. Programmers are limitead éo

. 56K bytes of core storage for programs to be run in background.

Testing is done in a closed-shop environment.

-

(c) Operations
. Data“preparation capability is available at the center;
howeQer, District 88~has elected to do its own data preparation
work exclusively. Accordingly, COD provides the District with ‘no
control or data preparation support. At present, ‘data is delivered
and reports picked up at the center daily by District 88 persoﬂhel.'

-

However, because of the many operational iterations required in EPIC
- <

for month-end closing, a more frequent schedule is being considered.

- .-

[ - 158

- 166




~n

(d) Organization - ‘

. An organization chart for the COD center is shown on the
facing page.‘ As of this Qriting, this organization is undergoing
some change; However, the facing'page depicts the organization which
was in existence while the EPIC system was peing installed. Personnel
assigned to the EPIC payroll project for District 88 reported to
the.Associate Director, External Services. The data,processing
department has a staff of 24.
(e) Services

External services were provided under the general guidance
of a ‘DuPage County Data Processing Cooperative (DPC)Z, since dlsbanded.
An organlzatlon chart for the Cooperative is shown on the following
facing page. The Cooperatlve Exécutive Committee was composed of
seven SChOOl'dlStrlCt superlntendents. The basic functlons of the .
Cooperative were to (l) recei-re and evaluate fea51b111ty studies and
new system proposals, (2) assign development priorities, and (3) moni-
tor development and 1mplementatlon.act1v1t1es. ’

Services -provided (D15C)2 members by COD were organized
1nto groupings or packages. The full range of applications of fered

<

to, secondary schools at a current cost of $4.00 per student is des-

“cribed in'Exhibit VI—A. This cost does not include system develop-

& - ’ - e . .
. ment. Many.of these applications are. on-line.

DEVELOPMENT -OF
FANDBOOK Ir SUPPORT s

- The agreement for COD to support the District in the

159° :lf??
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implementation of Handbook. IT envisidned:

1. .The District would pay the costs of modification
and implementation of the EPIC and payroll systems,
by assuming the payroll costs of a programmer on the.
COD staff.

2. The system, when operational, would be supported

by the College under the terms of its complete appli-
cation package arrangement with the District. Thus,

there would-be no additional cost to the District

for operation of the system. .

3. District 88 would perform all data preparation
and. control activities, as with other applipation
areas. d




Exhibit VI-A
(Page 1 pf 3)

~ College, of DuPage
Application Package' for Secondary Schools

i

STUDENT ACCOUNTING

- Attendance Includes:
1. Daily Report
. Monthly Summary
Grade Reporting Intexface (s)
Year-end Summazxv
Begin-of-Semest.: Start-up \
Print 9-week Attendance Class Lists
Daily Drop/Add Notices

SO WwN

Junior High School Grade Reporting Includes:
1, Report Cards :
2. Failure and Incomplete Lists
3. Grade Distcibution
4. Grade Lozding and Updating
5. Beginning of Year Start-Up
a. Student Schedules -Interface
p. Manual Input (Scanner)
6. Producé Teacher's Grading Sheets
7. Up to 10 Sets of Mailing Labels

High School Grade Reporting Includes:
1. Hard-copy Transcript
2. Print Teacher's Grading Sheets
3. Grade Loading
a. Edit
b. Actual
Updates and Corrections
Report Cards and Transcript Labels
Failure and Incomplete Lists
Rank = _
Honor Rolls
GPA
10. Grade Analysis

i L] [ ] L]

1~ O N o

O
o o

ey

Student Scheduling Includes: .
1. Tally and Conflict Matrix (2 runs)
2. Scheduling Runs (2 runs)
3. Student Schedules (43A) (2 per semester)
Class Lists - Instructor (42A) (1 per semester)
Class Schedules (07A,07B,07M) (3 per semester)
6. maining Classes (08) (9 per semester)
7. shudents with Drops/Adds/Withdrawals (48A) (1 per semester)
8. Maintenance

Q 163 ‘ pd
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Student
1.
2,
3.

4.
5.
6.

Payroll

> w N+

6.

Budget-Cash Basis with Encumbering - and Payables Includés:

1.
2.
3.

O ~J O
" & o o o

9.
10.

‘@, Updated Personnel Information Record

Exhibit vI-a
- (Page 2 of 3)

Information Includes:

All school Lists (1 per semester)

Student Name and Address List (26a) (2 per semester)
Disadvantaged and ‘Handicapped List (1 per semester)
Library Delivery Vystem List (1 per semester)
Mailing Labels (3 per semester)

Miscellaneous Card Tub Files (optional, cost extra).

FINANCIAL ACCOUNTING

Includes:

Payroll Checks . -

Current Payroll Chéck Register

Adjustments, Updates, Time Reporting, Trial Registers
Federal and State Reporting

a. Annual Teacher's Pension Report

b. Monthly Illinois Municipal Retirement Report y
Cc. Quarterly Social Security Report (941a) ' -
d. Annual Federal and State Withholding Report (wW-2). '
Local District Reporting

a. Year-to-date Cumulative Register

b. Deduction Register for each deduction and/or annuity

C. Account and Fund Distribution of Gross Salaries

d. Fund Distribution of all Liabilities

- List of Checks Written
g., Time Card Pre-punched for Subsequent Payroll Runs
h. Employee Number Book
Automatic Input to Budget/General Ledger System of Gross .
Payroll Distributions

Board Budget Status Summary (monthly)

Detail Budget Status Report (monthly)
Processing of Transactions :

a. Check~writing entries

b. Purchase orders

c. Journal entries

d. Vendors, .

e. Miscellaneous Changes/Additions/Deletions
Open Purchase Order Listings (monthly)
Vendor Name and Address List (upon request)
Report of Business with Each Vendor (monthly)
Board Checks (monthly)

Check Proof List (weekly)

List of Bills (monthly)

Journal Posting -~ List of Transactions (monthly)

< >
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Test Scoring Includes:
1. Standardized - (including national norms)
a. Pre-slugged answer sheets

Computer Managed Instruction (Preliminary Information) Includes:
Daily updating of progress and ’
‘Weekly progress reporting
Periodic creation of tests
Scoring, of tests and retention of results for daily updating
Listings of unit or packet material
Listings of units or packets comprising courses
Periodic "clustering" reports grouping students by progress

1

2
3
4
5
6
7.

Studernt
1.
2.
3.
4.
5.

b. Statistical Analysis

c. Profiles

d. Labels
Teacher—-made Tests
a. Student Scores

b. List of questions missed by student

c. Item Analysis

Programs - batch processed Includés: '

Fortran

GOBOL.

RPG

PL/1

IBM 360 Assembler

INSTRUCTION

165

-

¥ S

Exhibit VI-A
(Page 3 ofgé)

€

&sst results

ki

-

7



CHAPTER VII

&

PROGRAM DOCUMENTATION -

"

'

This section of the manual contains a functional éescrip-
tion of the systém implemented at bistricﬁ 88. The system selected
for implementation in this Di%trict was the IBM EPIC: Budget/Finance
accouﬁting system, with some modifications., Additionally, the
District employs a loéally,prepared payroll system yhich was modified
extensively for this wuse, and was interfaced to the EPIC system by

the College of DuPage.

Included in this section aré an overall system narrative
describing both EPIC and the payroll system, a general system flow
chart showing the system in its operational sequence, samples of
éach input document and each rebort;produced by the system, program
narratives for each of the significéQt programs and descriptions of
all master fileé. Appropriate secti&hs of the IBM publication
SH20~-1253-0 eﬁtitléd "Prégram Product. EPIC: Budget/Finance User's
Guide (Program Number S73S-é93)" have been paraphrased or quéted
directly, as appropriate. We are indebted to IBM for its willing—“
ness to permit use of this materiaa in this manner.

This section is not intended to serve as a guide for actual
implementation of the program utilized by District 88. There are

several reasons for this?¢

l. There is no assurance that another LEA desirous of
implementing Handbook II would choose to utilize the same
computer software. In fact, it is probable that there
will be many other implementation schemes chosen, for

a variety of reasons:

4
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Different size districts will have different
reporting requirements.

. Available hardware and sofgware facilities
will vary.

Other software systems already are available
which can be modified to support Handbook II.

. Other districts may choose to utilize only
certain portions of the automated system.

L4
2. EPIC is an IBM proprietary product.

3. As a part of the Federal grant which supported this
documentation effort, District 88 made no commitment to
support the actual transference of the-system to another
LEA. While it may be willing to do so, the arrangements
for such a procedure will have to be worked out indepen-
dently. ' :

Rather, the intent of this section is to describe the system at a
level of detail sufficient for the reader to fully comprehend the
functioning of the system and relate that to the implementation

efforts described elsewhere in this document.

OVERALL SYSTEMS .
NARRATIVE

Separate descriptions are provided for the LPIC: Budget/
Finance system and tue College of J)uPage payroll system.

(a) EPIC Functions

The EPIC system provides for centralized control of
~
revenues and expenditures. Master disk files (account master records,
unpaid invoices, accounting transactions, Qendor records, outstanding
checks and open orders) are created and updated by the system. At

the start of the fisca? year, the user initializes his account

master file, includin ‘-udget accounts containing budéeted amounts.

e
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Daily accounting transactions in punched card form, such
as orders, invoice;, payréll checks, receiptsaand expenditures,
update the disk files. Cﬁecks are prepared on-line utilizing invoice
and vendor data kept on disk. Many of the progr;ms used in pracess-
ing both daily and permanent data include built-in safeguards‘to
edit data validity. ,

The system has the ability to include historical ledger
balance amounts for individual accounts. Thirty-six monthly and
)three prior.year totals may be carried. at the oéh%r end of the
accountigg period, the year-end balance of the current year and the
three future years' plan}totals may be projected for each account.

- The system is so designed that the five rmajor account

categories - assets, liabilities, fund balance, income, and expendi-
tures - are‘éesignated on disk throuéh the use of number ranges

. specified by the user. 1In addition, a sixth miscellaneous category
for use with budgets may be specified. Budget reports are produced
with a variety of information: ' ‘

. Normal current year budget-ledger encumbrance

- Year-end ledger balance for the current year (a
projection) )

. Next-three-year projected totals of ledger balahces
. Prior three years' ending ledger balances

. Prior 35 months, Plus the current month, ledger
balance history

Budget reports can be printed in five optional sequences, in addition

- to the standard account code sequence. Also, automatic budget adjust-

ments may be performed.




A year-to-year transition capability is used to pexform
closing and opening account functions. Thus, files do not have to
be manually reconstructed for the beginning of another fiscal year.

(b} EPIC Clas51f1catlon Scheme

i

In EPIC, inFividual accounts can be classified for report- .
ing purposes using up to 12 different accounting control levels. A
four dlglt field is reserved for entities within each of the 12
control fields. Thus, in EPIC an account number could be as 1ong as
48 digits. District 88 uses 11 of the 12 control flelds presently.
In order to simplify the external (manual) use of this extensive-
classification scheme, a'unique’account identification serial number
(ASN) is assigned to each valid combination of digits in the account
code. The ASN is then the number used throughout the system to .
refer to the account. -It apparently was 1ntended that the .ASN' s

-

would be ass1gned randomly to accounts. However, at D1str1ct 88,

. the ASN 1tself -has,.been structured to dlsplay locatlon, department

and ob1ect by 1nspectlon.

(c) Account Posting - -

The account types (expenditures, revenues, assets, liabili-

ties and fund balances) must be specified in terms of a formula by

-

which the computer. can correctly classify any record in the system.

*

For example, at District 88, the code 1 serves to class-

ify an account as an ass~t; 2. serves to 1dent1fy a liability; 3 will

~

identify the fund balances; 4 ldentlfles revenue accounts, and 5

identifies the expenditures. .

Aesz




The formula approach is uséd to prevent clerical errors
i: classification and to reduce the overall manual effort involved
in maintaining the system. Since a single formula is needed which
works for both revenue and expenditure accounts, this method is
chosen over that which uses absolute values in the budget field,
"and that which requires a recognition of the account as an expendi-

J// : ture or revenue tordetermine the mathematics required to compute
the available balance. '

Fo; this reaSot, any transaction posted to a revenue account
must have an X or 11 punch over the units position of -the emouht
field. rfThe puﬁched sigﬁ will cause the amount to be subtracted

The available balance then is computed by accumulatlng
the algebralc sum of the budgeted amount, the amount expended (or
realized) and the amount encumbered.

In addition to specifying a formula b& which accounts may

L

be classified by type, certain particular accounts must be identified

a

more specifically. For example, the fund balance accounts to which

the expenditures and revenues must be ffset at the end of the year
(when such accounts must be cleared to zero in anticipatioﬁ of the
start of the next year) are identiffed by means of specific account
segment codes, wtich will be found in each Institucion-Fund set of

records contained within the total file of" records. . The precise
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. account which must be credited when payment is made must be speci-

~" " fied for each different Institution-Fund combination.

-
-

(d) Budgeting . . .

L

- Budgets are developed both for pr//osed expenditures, and

‘anticipated revenues. A series of budget reports display actual
experience against'the budget, and utilize budget informatfon to Py

e .

Vd

" provide year—end progectlons. X .

(e\ System Features ’ . . .

- L d

There are various optlons with EPIC. A summary of these

choices follows, together w1th an 1nd1cat10n of the way in which /}

Dlstrlct 88 has elected to utlllze (oxr not utlllze) these optlons.
\.

b 1. ACCOUNT CODE LEVELS

ﬁyelve levels or segments of account code assignments
ay be used. Segments may be assigned individual
codes ‘to represent the various acrounting breakdowns.
-Bach rcode categor® may vary in length from one to
.four digits. The‘'user may: :determine what the levels
or segments represent in accounting term1nology.
fund, level, function, object (major and. minor),
record type, location, .and program are some of the
categories. The organlzatlon may use as many of
these ‘segments as it desires. As indicated above,
District 88 presently utilizes 1l of the 12 segments.

W

Account xecords are grouped on magnetic disk by .
account type classification and will be pr1nted out
- in thlS standard sequence as one of the six possible
. - output report sequences. Therefore, one of the
: segments should provide for the breakdown of incomne,
/ T exngses, assets, llabllltles, fund net. balance, and
miscellaneous.
Unlted States Office of Education Requirements and
. Planning, Pxogrammlng,.Budgetlng System categories
_readily fit 1nto the flexible level structure.

-
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2. ACCOUNT ALPHABETIC DESCRIPTIONS

Up to 12 separate name fields may be specified for = .
an individual account number, one for each segment
within the number. The Create.Dictionary File (QBO2)
program is used to accomplish this. Each name may

be up to 33 characters in length. In the diction-:

ary approach, each segment need be punched only *

once in a special account description dictionary
card'deck. The romputer automatically and repeti-
tively assigns segment descriptions as. often as

the given levels are repeated. . ’

AN

- 3

3. REPORT PRINTING SEQUENCE ’ a g

Each dbrganization may choose up to five optional
report control printing sequences in addition t? ’
the standard physic¢ail file printing sequence.-

4. HISTORY DATA: FUTURE PROJECTIONS

The user may -initially include up to 36 prior .
monthly ledger balance totals for the three years
just preceding the start of the new fiscal year | -
" with which -operations are to commence. These

totals become part of the Account Master file.

At the conclusion of each current month, past

months' balances are automatically aged one month

by moving each monthly field over one position.

The program discards the .ldest month, if all

fields are filled, and inserts the balance of the
month just finished as the first prior month. The
computer uses these monthly figures to prcject the
current year-~end balance. ’

when the historical data is first entered, yearly
totals are computed by summing the monthly totals

for any year in which all 12 months' history has

been provided. These yearly totals are updated
annuwally thereafter by the Year-to-Year Transition
program. ,The annual total historical data, " together
with the projectesd current-year ending balance, is
-used to project the future year balances one year

into the future for each year in the past for which
history is available,’up to & maximum of three—years.,y
The budget comparisons report containing data )
concerning all years available will be produced as
a part of %Qis process. . . ‘

{




5. AUTOMATIC BUDGET ADJUSTMENTS

The user may let the computer transfer funds

from reserve accounts to receiving or covered .
accounts in the casc of overdrawals. Such
transfers fall into two categories -- triggered

or requested. Triggered: ftransfers occur auto-
matically whenever a covered account is involved
in an overdrawal. On-request transfers are
restricted to those cGmputer runs during which

a special .budget adjustment control card signifies
to the system that transfers are to be made for
the given run.

6. NON-DOLLAR FIGURES IN MONETARY RECORDS

L4

Provision is made for non-dollar quantities to be
carried as part of the Account Master recoxds.

. Such accumulations may be useful in themselves as

an integral part of the accounting record, or they
may be used as input data for special prcgrams
written by the user to implement procedures
peripheral to the budg t and finance proceduges.

\E\YEAR-TO—YEAR TRANSITION——OPENING AND CLOSING FUNCTIONS .

"~ The computer may be used to automatically prepare

much of the next fiscal yeér's Account Master disk

file. Expenditure and income accounts are zeroed

out in preparation for new year accumulations.

Other types of accounts are left unchanged. . The

offset amount of each expenditure and inc me account

is posted to the fund balance account related.to the
zeroed accounts. Optionally, accounts receivable N
and accounts payable may be accrued as of the year

end and reversed as the first entry of the new year

by means of journal entries.

»

8. SUMMARY REPORTS

Reports which are produced primarily from information
in the Account Master file, in the standard or five
optional sequences, may be produced either in full
détail or in any lével of summarization. According
to controls punched in a run—-time option card,
reports may omit control level totals and breaks,
excluding increménts from the lowest level in the
sort hierarchy upwards through higher levels. A

full description of the reporting options selected

by District 88 is contained later in-this section.

o :
‘ !’
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9. CODE EOOKS

After a major file revision, usually at the end of
A the year, the user has the option of printing an
P account- code book. New account serial identification
° numbers are printed in association with all segments
of account code numbers and alphabetic description.

+ The account code book is used as a reference for
finding the ASN punched in transaction cards.
Dictionary and vendor code books may also be printed.

. ‘ X \
- 10. EXCEPTION ENTRY OF DATA TO ACCOUNT MASTER FILE

During creation of the account Master file, acdount
code segments may beé keypunched on an! exception basis.,
This means that only new segment '‘codes need be punched,
not those-already fed inzo the system.

A number of the options available in IBM's EPIC progigm

" product were not implemented by’qistrict 88. These include: 7

1. Aufomatic distribution of expenditures within
specified groups of accounts according to fixed
percentages. . )

L.
]

.~ 2. Line item budgetary accounting.

3. Interim budget and encumberance transactions .

.

entered via Port-A-Punch cards. &
4. Three of the six report sequences 'available.

5& The twelfth dimension of the account classifica-
~tion scheme. This dimension has been reserved for
future use. b

As of this writing, several other features have not. yet
been exercised, although their use is contemplated.

1. Year end closing and the. year to year trzzfition
routines. ’ o '

.- ‘ .

2. Entry and use of non-monetary data.

3. Forecasting and future-year projections.

:A glossary of terms is included as Exhibit VII-A.

b —

%
» ’ . \
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(f) bayroll
—

; .
e All employees of District 88 are paid bi-monthly on the
e .

College of DuPage payroll system. This includes certificated and

non-certificated emponees, substitutes and temporary help, over-

A
Y

_ time and various kinds of special payments.

The payroll system is organized around an index~sequential
disk payroll master file which contains three records for each
employee.‘ These records are:

. Current Payroll Data

. Cumulative . (year-to-date) Payroll Data

. Personnel Data

;MThe system performs all pay»oll calculations, including
épecial provisions to accumulate College Work Study Program earnings
and to finalize and ligquidate time-specific contracts. The system
operates:on an exception basis and contains a completely automatic
internal schedule of payroll dates by individual, showing deductions
to be taken and reporting to be produced. .
Outputs of the system include:

1. Paychecks in employee number sequence by district
or location within district.

2. Check register.

3. All required Federal. and State reports, including
contribution to the Teacher's Pension fund and Illinois
State Retirement Funds.

4, Local District reporting including: .

. Year~to-date payrcll register

. Deduction register
v
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- Account and fund distribution of gross salaries
and all liabilities

- 'All master file changes
. Lists of employees and name and address books
. Disability insurance eligibility

{g) Payroll Distribution

-

The system provides for payroll charges to be distributed
to up to six different end uses (called "contracts“).. An employee's

prime contract (Contract #l) can be distributed on a recurring basis

W s 2

to up to 15 different,acgivities (e.qg. céurses, departments, programs),

charging a specified percentage to each. In addition, the employee
can be assigned up to five secondary contracts. These are temporary
in nature and must be specified at payroll run time; but, can be

] *

assigned a durqtion (in payroll cycles) and a fixed gross amount.
Basic earnings, deductions, and employer's contributions to various
fringé benefits all are distributed to the accounts based upon the

terms of the contracts.

The payroll system was modified by the College of DuPage

'

to produce account distribution entries in cards for entry into

EPIC.

GENERAL SYSTEM
FLOW CHART

Exhibit VII-B contains a general system flow chart fofr

the payroll and EPIC systems as they are in opération at District 88
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This chart depicts all programs, i'iles, input forms used by and
outputs produced by the syste?, and shows how each program relates
to the other in operational sequence. Inputs and outputs are
specificaily referenced to the examples of these documents contained
in-Exhibits VII-C/1 through VII-D/AD.

The EPIC system provides the option to run~certqin reﬁorts

in any of six sequences. District 88 has chosen to use three of

these sequences for its purposes. These sequences are:

- Option Option .
Standard #1 $2 (Summary)
. . Fund Location Fund

. i Account type Department ‘ Account type

- Fund source . Account type Fund source
Function (3 levels) Function (3 levels) Function (2 levels)
Object (3 levels) Object (3 levels) Object (2 levels)
Location Fund Source Location
Department ) Fund

In the output report exhibits, these sequences are referenced by

name.

. v
(1) Two_additional options are available but not identified here.

. SYSTEM
FILES >

&l

The EPIC and payroll systems contain eight master files.
They are: > -

Account master file

EPIC dictionary file

Vendor file ]

Accounting transaction file
Open order .file B
Invoice file N
Payroll/personnel master file .
Pupil personnel master file S

N,
Most of these files are indexed sequential and maintaingg on disc. -

The contents of these files are displayed in Exhibits VII-E/1 thru

VII-E/8. N
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- PROGRAM

NARRATIVES

Narratives dealing with programs of the EPIC system have
been extracted from IBM Publication SH 20~1253-0 and modified to
reflect the system as .it was actuélly installed in District 88.
They are described below in the operational sequence sug. :sted by
the flow chart. For reference, Exhibit VII-F containg a list of
programs in éhe system, showing program identificatioh, title, a

brief description of functions and a reference to the page in this

secticn where more detailed informqtion may be found. Following are

i
brief program narratives for EPIC and the payroll.

(a) File Initialization and Header Record Creation (QBO1})
‘JCL ]

Data and ‘
Controls ¥ QBOl

The initial program in this program product, QBO0l, is
used to initialize all file space provided to the system in the
preceding space-allocation step. All files in this program, with
the exception of some temporary work files, axe "direct access"
files coded in COBOL with the words ACCESS IS RANDOM. In data
processing terms, this means that records in each of the permanent
files may be read from, or written into, on an individual basis
without regard to their location within the file, and without re-
quiring that the entire file be read or written.

~ In most cases, records are rzad by means of their "rela-
tive record number", meaning their numeric count location in the
file. All records are numbered, starting with 1 for the first
record in the file. 1In some cases, records are read by means of
a ["key", or control field, on yhich the records have been softed
at the time the file was initially created.

The QBOl program writes "blank" records thrdﬁghout all

~of the space allocated to the file, and it counts the number 6f

record slots which it has been able to initialize in the space
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provided to each file. This count is recorded in a "header" record.
Header records are one or more records with a format different from
the normal records in the file. They start with the first record

position in each file and use as many record positions as necessary.

Initialization is the first step in 1n¢talllng the system.
The Account Master-header records contain the user's unique specifi-
cations for file usage. These are as follows:

1. Institution or organization name.

2. Definition of up to 12 accounting control levels <é
for both current year and next -- 12 each. )

3. Up to five varying report sequences for both
current year and next.

4, Record Ltink pointers to the first and last records
in the file for each controlled sequence -- five each.
The pointers used are record location control keys
which allow records to be retrieved from disk in pre-
arranged reporting sequences, without having to
actually sort the records. Records always remain in
physical sequence on disk, according to the account
I.D. serial number (ASN) ass;gned when the account

was originally established. Exceptions are additions
which are located at the end of the file.

5. Statement of account type classification ranges

for both current year and next for each type of account.
Included are the level in which encoded and the range
of number values serving to identify accounts reserved
for income, expenses, assets, liabilities, fund balance,
and miscellaneous budget accounts.

6. Statement of the offset account segment codes re-
quired in the fund balance accounts. These accounts
receive the total yeadr—end expenditures and revenues
when being closed at year-end. Also, the account
segment codes to which the total adopted expenditure
and revenue budgets are offset. The offset is neceded
to force a zero-balance contrql at the time of estab-
lishing the new year's original budgets.




(b) Dictionary Create (QB02)
Data |

Controls

(

Y S | Y

Account Seg-
ment Code

Dictionary Dictionarxy
Code Book File -

Description

Input Form 7 is used to provide to the system a list of
valid ecccount _segment codes, and the description of each such code
which #s to appear on all status reports where the account code -is.
included. QBO02 creates the Dictionary file, which will be used
later to make the numeric-to-description conversion when producing
reports. The Dictionary file should be created first in order that
these: codes will be available for editing to insure validity when
account segment codes are used by other programs.

Initially, only the Current Year Dictionary file would be .
created. If the account segmeni codes are to change for the coming
year, a new Next Year Dictionary flle should be created once the
new codes have been determined, with both versions of this file
remaining in use until conversion to the next year is complete,’

Following creation of the Dictionary- file, a Dictionary Code
Book will be produced. This program may be used independently to
produce additional copies of the Dictionary Code Book when needed.

The QB02 program is also used to update the Dictionary file.
In this mode, codes which are no longer valid may be deleted, and
newly created codes may be added to the file. Pollow1ng each file
creation or updating, a new Dictionary Code Book will be produced,
showing: the updated status of the dictionary.

180 188 . 14

K




(c) Account Master File Create (QB03)

Account
Master
- File
- Edit
QBO3 Listing
- ~

(7 Data

Controls . “

\ Once the Dictionary file has been created, the Account
Master file- must also be set up. The valid comblnatlons of account
segment codes, and their associated Account Identification Serial
Numbers (ASN), are input to create records in this file, using data
from Form 3 of the input data forms. Historical data in the form
pf ledger, balance totals for each of 36 prior months are input to
this program, using data from rorm 4, if such data is available.

At District 88, it is planned that this program will be
run on a monthly basis to permit account code changes. The account
master file is backed-up on magnetic tape in a special addition to
this run (QBO3A).

Records are grouped on disk by the major accounting class-
1f1cat10n types. These are assets, liabilities, fund balance, in-

. come, expenses, and miscellaneous budgetary accounts. The account
type is determined by the ranges of the account code segment ‘numbers
named by the user. A specified level of the account structure con-
tains these ranges.

The Account Master file contains these cgategories of
information:

. ~ . Account I.D. serial number (ASN).

. A maximum of 12 account code control levels for
each of two years -~ current and next.

o.f ; , e 189
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Date file was last updated, and ciate each
individual record was last updated._

-~

. Automatic budget adjﬂstment host ASN codes,
both requested and triggered. ’ '

- 35 prior months' ledger balances.

.» Current-month-to-date ledger balance.

- Current-year-to-date ledger balance.

. Prior three years' ledger balances.

. Quantities, both month-to-date and year-to~date.

. Outstanding encumbrances.: :

- Current year budget data -- original adopted,

adjusted and approved, current working but not
yet approved. ’

. Projected year-end ledger, balance.

- Approved budget balance of line items to date for
next year. R : . "

. Line item budget file pointers.

- Record retrieval sequence control pointers, includ-
ing percent distribution pointers (all pointers,
both current year and next).

The encumbrance amount carried in the master file is for
the outstanding total only. Detail records with amounts which make
up this total are carried in the open order file. Some of the master
file information -- for example, the projected next year amount —--

is optional, or not pos: tble to obtain unless other optional data
has been supplied.

P . ! . ’ »
Two Account Master file header records contain controls
for account master file records -- one fcr current year and. one for
next year. Eacbh record confains: °

- Two account control levels, current year and next |
year retained separately

>

1

. Five optional report segquence controls .for both years’

Account type classifigation ranges for bbth;ye§rs

. -

. ‘ 10 .

L]

¢ .




Offset accouat segment codes for year-to-year
transition

Institution name

Record link pointers, c¢urrent year and next

The QB03 program may also be used in an update mode. 1In
this mode, newly created valid combinations of account segment codes
are added to the Account Master file. Form 3 allows the use of ‘a
short cut exception method of adding new accounts-to the existirg file.

In this method, the standard sequence account code book ig

combination, which is subsequently wrltteh-lnto the code book for
future reference. -

v

On Form 3 the following items are entered: the ASN, plus

only the segment codes that are changing, plus the ASN of the account

just preceding the new account in the code book. The computer will

look up the referenced account just preceding the new account, and

retrieve all account segment codes which are unchanged. It will

combine these with those entries which did change, recordirig the new
account,under its new ASN reference. Since most new accounts will ..
differ only slightly from a previously assigned account combination,

the effort inveolved to add new accounts may be minimized. The

excepticn method of entering new account codes may be used only in

the UPDATE mode of  QB03.

used to locaté the position in the file for the new-account code Y
1

*

(d) Create Special ASN Table (no designation)

COb-1

A special program was created by the College of DuPage to

assist in development of the payroll ,interface to EPIC. This program,

creates a table which cross-references the most recent ASN assign-

ments for Board share deduction to the existing payrell classifica-

a

This is uvsed to ensure that when distril ution is made of the




Board share of the payroll deduction that it is recorded in the proper

accounts,

(e) Print Account Code Book: (QB20)

by

Account
Master .
File

| B W

Dictionary

Controls File

Account
Code Book

Sr

Since each account is identified in all transactions only
by an account I.D. serial number (ASN), the ability to determine
correct ASN's is an essential element of the system. Account’ code
‘books are prepared periodically. New books are produced when nec- "
essary because of the volume of new accounts addead or changed since
the preparation of the last set of books. ’

Agcount code books may be produced in any of seven sequences.
Six of the sequences are the same as those whi¢h may be used to pro-
duce budget reports and several other reports on the status of the
Account Master file. The six sequences include the standard sequence,
in which 12 .ccount code levels are sorted in their original left-to-
right sequence. The five special report sequences, in which these
levels may be rearranged in any sequence, are also available. Both
the account coding and. its associated description are physically re-
arranged, according to the sequence selected, before printing. The
seventh sequence is in strict ASN order. The ASN arrangement acts
as an index to the accounts when all that is known is the ASN itself.
A When run in ASN sequence, the acco wnnt code and associated description
) appear in-"standard" sequente. :

<
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Each entry in the Account Code Book reflects an account-in
. the Account Master file which has' not been tagged for deletion.* Thus,
there will be as many entries in the code ‘book .as there are” accbunts.
Three items print for each'account: the ASN, the eccount c¢~de number
1tsel£ with 2ach account code:segment given in a logxcal level by
level arrangement . and thelfull description. of ‘the account The " s
latter is dlso logically arranged, with each account- code gegment -
translated through reference to the account d1ct18nary. -

. One person was given the assignment of determining what *
combinations of account codé seyments are valid for inclusipp in. -
the Account, Master flle. A. new ASN will. be assigned to eacﬁghew
combination.

-

v N
v

At District 88,_the ASN's themselves have been prov1ded
.w1th partial meaning, as‘%ollows- ' i

v ) . XX XXX . -
R T T - = Object Classification ' .
A L y -—— Function or Activity
' “ - _, - Location. . ’

( -

in ASN number can vary batween 1 and 65,535. The limita-
"tion of 65,535 1§ based on the use of a 1l6- bit blnary number, in-~
ternally 1n the programs; when referenc1ng an account by its ASNV

-

[~

»,

) Code books’ produch ‘by th1s program should probably be
; used in ‘the follow1ng manner: The control .person chosen. to add .
new accounts would have a complete set of books. .
~. . "'When a new entry is made, tt would,be made manually, as
stated above, in the standard sequence* code book.. The new code .

'we . sould be ihserted between the two existing -numbers where the new

account. codé would normally be positioned in standard left-to-
+ «  right. sequence, according to‘the account segment codes, by level.
Code books produced in” sequences other than standard »r
ASN would not normally be manually updated when new codes are
a551gned. . Such books are normally used as indexes to assist the
~user in finding whether-a partlcular account code has already been
established. The books would-also be used by clerks whose respon-
sibility includes the co 1ng of documents using existing codes. \
It is hlghly de51ra61e to have the as51gnment of account
codes performed as close to the source of the entry as poss1ble.
Selected sequences of the code book may be distributed to locations
where such coding car be used as reference .to original documents

~ *
= [ 3 ’
.

~a . #
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which. later \form the pasis of accountlhg entries. L TN

’ . 3 [
f]
B

\J
: DlStrlCt 88 dlstrggptes to each school locgtlon a cer .
book sorted by lotation codef:with orily that’ portlon of thé book
. applying to the particular lécation. - When a purchase or stotes v
* , requisition 'fs submitted, or a change proposed gn the aésignment of
’ . personnel, the ASN approprlate to the’ requlsltlon og.rev1sed employee
status can be used as.referen¢é to the" document,ltself» . §}
0 B .S' . &l
> Clerical-staff members who- manuallﬁ process precoded o
documents at a laﬁer time need onfy verify tRat the ASN &ppears to" -
be appropriate, and then'use the same .code for reference to.the
*=  resulting purchasé or stores rséue order, or personnel change oo
actlon form.

. R 6«_-
(f) Inltlallze‘Account Grouplngs (QBO4) .
.3 o . : T

[ -
P

N3

Dictignary
File,

Account
Master
File

5 " Budget D .

\ hd 2 . —
R N i o, \\ ﬁeserve'.--h
. ¢ ~-r -, .
( Data . ACC?"Q? ; AL
- _ _ . N < .

Controls - Loy

. - *

.. ) Master accounts are grouped for several reasons:
a, 4 .y,
Percent dlstrlbutlon under current year contrgls pro- g
vides' the means® of grouping accounts. Accaunts are = ..
. grouped for the splitting of working budgets, ledgea
. balances, and encumbrances: percentagew1se am?ng a
LY Lot . ]

. N N » iv




varlableonumber of accounts which are members of T -~
the same allocation. s group:
! : Tbis ﬁeature_oﬁ EPIC is ‘not-used at Dlstrrot 88.
’ L3

. Percentage distribution:’ .under next-yedr controls pro- - .
vides the means of allocatlng hlstory data among new ’

(]

year accounts.,’ , ~ .
! N . » " e . .
P . . Y. . B . .
2 This feature also is not used. .. : {

P ¢ ¢
.- r 7 v

. In automatic hudget ad;ustment" spec1fred “covereg" ¢

accounts areé linked to-or. assocaated with reserve »
fund "host" accounts. If.a covered account is over-

FRPAY

- :‘drawn as expenditure trafisactions are processed against .
the master budget account, the grogram locates the K .
"host" account. It then generafes a transaction to =~ . '

. transfer working budget to cover the overdraft This .
. is done whether' or not the "host" account "has suffic~
. ient available budget to support the transfér without ,
+° going in' the red itself. Overdrawn "host" accounts Y,
may_then become "covered" accounts for obtaining “
working budgeét funds from a higher level "host" account,
. The lowest . level of host-covered accounts is called a . - -
e . "triggered basis" adjustment, wh;le the higher level
in: the two-level hierarchy is called a "requested
basis" adjustment. 9 ) .
Lot Automatic budget adjustme ts are effected w1th data cards
hpre ared from Form®*5. Two types;of automatlc "adjustment are pro-
d = ﬁgﬁggered and requested/

$

Kg) Inrtlallze Budget (oB11) )
,Data e - T
‘¢controls [ . Dictionary . Account
AN DR File' . Master -
- er — 1 - File
- e

~
e

. . ogB11

~ *

'

' Appropria-
tions
Register
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/ EPIC was first 1nsta;ged “at the beginping. of the riscal ..

year. Ihus, the“new year's budget was not developed with the
Budget Development Subsystem but was initially input in cemplete.,
form. Program QBll allows the input of the initial off1c1a11y ‘
adopted budget, as establlshed by the governing boarad of the . S
1nst1tutlona1 user. Of: course, the Board_approved the ‘budget using
_sumpary figures, Then, this program Was provided with the detail
‘entries to-establi'sh budgets at the 1owest level of ‘control while
. maintaining’ the budget totals approved for the start of the flscal
vear, , ~ ¢ ™' ) T .

. - v (- - - -f.

. Input data cards to thlS program are 1n the format estab- ”“ !

llshed by Form 10 of -the 1nput%data collection forms. Thése cards

"5\‘ vmay, be codedo"A" or "K". ™A" cards are the means of entérlhg orlgrL -
\ruﬂkbudget amounts into the Account Master record "K" catrds =
Budget Adjustment Cards - are used to adjust the three»budget flelés )
in the Master record. . o , - - .
. <

. When budgets uslng this program are entered in the 7
*ORIGINATE mode, such budgets’ are considered- as adjustments to all *+ °
: thrée budget .fields:-in each account master flle record. ¢Since - ' '{_
these fields will'initially b€ :blank, "adjustlng" the fields will &+ *°
in effect establlsh the ampunts as the initial:budget. The .three *
. fields &ffected, in this mode are .the "Orlglnal" "Adjusted", and
"Worklng" budgets. * -~ A : . S,

N . . .
- . . ‘l
During the course of the fiscal year wOrklng.budget vt .

adjustments will be made-and incorpgrated into the records thriough °
'the running of transaction reg1ster§ Eventually the working budgets.
‘will differ from the yriginal budget to Such a degree ‘that a decision'
"must be made to request that the governlng board off1c1ally adjust
* the budget.. At this time, 'this program is executed in an ANALYZE
mode. In this mode, the differences betwéen the working budget .
- and the current adjusted budget will be computed, and a deck of ., s
*t adjustment cards punched out for. subsequent use in effecting the. -
% changé following approval of the governing board. Since the workrng\
budgets must éontinue *to change as transactions occur, this operation
in essence freezes the changes to be requested, to.those which were B
required as of the time that’ the. analysls was executed. .

#

’.‘4 7

Eventually the governing board w1ll -approve, perhaps W1th
changes,; adjustments to the orlglnally adopted budget (or to a pre-
viously adjusted budget). At that tlme, the card deck punched out

* when the analy51s run was executed is input to the program, running
in an ADJUSTMENT mode. In addition to the- or1g1na11y produced deck,
any changes to the adjustments as originally punched must be added
to the déck through manually produced cards. e
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_x_%  When this program is executed in the adjstment mode, .. "
- only the'"adjustgd" budget is affected. This is .Z®fuired,since ’

the original budget is almpst never changed aftéy the publication -

of the original budget adopted for the-year, unléss the budget is
ré-advertised and a new budget adopted.
contains most cf the changes.

. L/
[ I -

» ’ . !

1

.All data cards (budget adjustments) rea@'byzhﬁis,program
must zero balance in respect to each In titutidon-Fund combination *
included in the run. In its ipitial ORE INATE mode, the official
adopted-budéét iuste be forced: to zero—balancesﬁhnough‘inclusionv
of a budget.offset .amount separately defined for budgeted expendi-
tures énd~budgeued‘xewenuesf’ Thereafter-all further-budget adjust-
ménts should aisg.zéro-balance, sihée'aﬁjpstménts by théir nature
involve moving budget from one account to. anothexr; within the same
institution-fund combination. ¢ ° : T L s

. e
N,

. . The official budget adjustment program may be run several
times per year, including the period after: the ‘end of the Budget
year, if .an updated final budg?t;report is desired for history.

<

. v - - . Y .
. ﬁp% vendoir File Create (QBOS)y - - - A
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The working budget.alf%ady .
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7 Proyrdm bBOSﬁespabiishes

¥ 't gy - -
‘nhmbersi togetheér with the names an
'suitable for use in mailin

District 88) processing cycle.

¢

Book

-

a file of valid vendor reference
d ‘addresse$ of rsuch vendors

This starts the cyclical (weekly at

Provision is made: for storing’

" statistics on the volume .of Puginess

~

transacted wi

-~

th each vendor.
;" . .
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This program also inserts new vendor records into the -
~ file. The vendor disk record contains the 'following data: ,
[y , . - L] » - P

. Five lines of name' and address, 33 characters each

« M -

.« Month and year of last order to this vendodr

- . ‘Number of'orders to this vendor, since last initialized
. . .

-

. Amount'ordered from this vendor, since last initialized

. Vendor number - ,one alphamerrp preflx and six digits..
J The prefix chosen should be the same for all vendor
* numbers . . ‘ . . N

. -/
¥

. Seguencing .pointers to make possible record retrieval’
in vendor sequence after additions have beéen 1nc1uded
in file >

. N ' -

There aqe two vendor header records whlch contaln control 1nformat10n.

A ] S

These cdontain: ! : PR

» . Institution name .

. -Vendor alphabetlc ang special numeric ﬁellmlter controls
(dummy: vendor numbers needed to tell ‘e computer wheref
each letter grodp ends .-- the end of alil names beglnnlng o

with the letter "A", for instance) .

L

. Indices to vendor letter and special numbér groups.
The regap routine in the program assigns vendor numbers
to venfiors in the same sequence as the file has been’created "and

\

. maintained, but allows maxamum room bhetween vendor numbers to- assign

new numbers. This should “be performed immediately after file creation,"
to initialize fully gapped vendor numbers from the start of operations
with the system. - ) : \

)

Interim assignment of new numbers is performed manually.
a new number is assigned by selecting.an appropriate number from
a gap in the previously assigned numbers of the Vendor Code Book.
Such insertion maintains the .overall alphabetlc sequence, 1f each S,
1nsertlon is properly located alphabetically. : ’

The first vendor header record contains alphabetic and
special number control indexes to permit total printing on the

%

open order llstlng for vendor groups, e.g., for the A group, - -
group --.up to 0 through 9 special number groups. These 1ndexes .
. -ﬁ-\:
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are created earlier by the File Initialization and Header Record
Creation prqgram. After many, additions of new vendors to the file,
performance {[pf programs:-using this file will be improved if the ’
file is reorganized. Such:reorganizatien would place all wendoxs.
in a purely sequential order by vendor number. When the.file is

. reorganized, all vendor récords which had no new. orders within’

the last two full years will bé, automatically deleted’ from the file.

. N \

1his program prints the Vendor Code Book. 'The Vendor |

Code Book can optionally contain the currenht statistics gathered
on each vendor up to the point at which the code book is printed.
Thesé statistics include the date of last order, the number of
orders placed, and the value .of orders placed since the last time
+hat such fields were initialized. Initialization is usually at

the start of the current fiscal year.-® , .

»

* (i) Order File Create (QBO8) o

¥

~ »

'DatQ“' | ' .

& ) / Account . p
. Controls Master Vex:ldor
. ] P File
. File
, »
QBOS ) o

1 — o 4 . )
Outstanding | H ° )
Oxders

Edit
Listing

.

New orders [for goods and services, - such, as purchase -

orders and contruacts, are usually entered into the system fhrough
the use of program QBO8. ' An alternative method using Port-A-Punch
cards is prOﬁ}ded, bit was not adopted by District 88. ’Most- data

14
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cards "dccegfed by this program are in the format‘whichrﬁrdvides
for enter®ho a single account breakdown per card. > However: " an
Order Spread Card creates an identical record but provides | for .
entering up td three account breakdowns the safre order, . :
using a single card. - ) o )
'brogram‘QBOS may be used;to create the jinitial entries
in a new file, such as wculd be e ountered the ¥irst time the -
program is,useq, or; to add new enggies to anveg¥§ting file. - This, '
program also has an updatind mode which allows sexisting entries to
be replaced or deleted, or the‘entire o%dex.to,bg completed. ‘When”:
new orders or ., replacements are being entered into the system, each '3
ASN and vendor number .is validated 'to insure that it is a number ’
existing in the Account Master file and Vendor:-file. Deletions _ - .
from this file may be in the same form as okder ‘completions, | AR
which apply to all.account, breakdowns of an order, or may apply I
to an individual.breakdown.only. . . %°: - . J

o~
~

, Program QB08 produces one of thé' two versions of the -
Outstanding Order report. The version produced by this. program -
is in order rnumber sequence. Disposition of this report normally '
would be to the purchaging, departmernt; where orgers,are»fiIeQ' ’
by order niimber. - o ' y

»
Y

Creaﬁe,(QBOG)' ‘ f, .

Data-lgq . . o : .

Controls - Véndor: Accounzz’ . ‘
Master , o
File & '
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. (j) Transaction File
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* The g:eatest volume of data enterlng the EPIC: Budwéin/ -~ %
> Finance sysqem wilt be, entered by using the @QB06 program.* This
L program is. the, véhicle by #hich most batched data 1s'1ntroduced .
: .into tne system. All data USed by thls'program is 1n the form E
of ”batches" _ P S

O . ;
., " e . - . Q

LQAll entries in a* batch are accepted at .oné tlme, because‘
the .entire ‘batch is rejected if anything is Wwrong in any- of the

7. 1nput cards. Batches. are identified to the system by a batch-
- .number and a Hatch date. - , PN

’

A

\ ~Batched data’ entérlng the sysLem through the usé of T v

+ > ,QBO6 is‘placed in one of two-files. If the batch ‘ts, for invoices .

to be included in the accounts payable subsystem for later payment, = >

‘v * . . then such.data is placed ih vhe Unpaid Invoice file, frequently '

. called just the Invoice file. .All other data is placed ih the
. *Main Transaction file, fredzently called-just the Transaction,
. ’ flle. When the invoice data eventually results in a paYment to
;o a vendor, such entries.are then placed in the Main Transaction
‘file. Thus, all-data entering the system via QBO06 eventually
¢ , ends up ﬂn the Marn‘Transactlon file.

o ) ) ThlS Unpald Inv01ce file has myltiple header records, /

one for each Institute-Fund comolnatlon. As checks/warrants *

"are drawn against unique funds--defined in the ‘header' recoid, ~N

controls are éstablished and malntalped by institotjon and fund

"to enable the preparat:on of' the offsgt-to-cash enfry for that ~

- fund. . - . 4

T _ ,“_/.1 _,e

- O-Y -

- A general-purppse transaction card format is used to
entei most transactions, int® the system. This card contains up o

.. to five reference fields to be used to 1dent1fy documents re-

- lated te the transactions. Some of th information ' carried is ,I
order number, vandor number, payment r:}erencés, Jobénumber, ‘and * .
budget adjuStment'referencea. The, card may also contain & full {
,.alphabetic transaction descrlptlon. "Action", codes represent
- variations of handllng conditions for transactlons. Vquor, A
order, and account code numbers are edited via accessing the
dls&-flles involved to ensure that’ such codes actually exist. .

L4

¢

All entr1es which reflect changes to the ledger balance .
f1e1d of the Accouni Master record must be _self-halancing. That )
. is, there must be in total a debit amount’oxactly equal to the

. . ° total credit amount reflected in the batch. 'similarly, ‘all budget
adjustments must ‘be self-balancing, with' the additional require-
. ' ment that each separately numbered budget adjustment must zero -
'balance within the-group of adjustments bearing the "same budget

. adjustment reference number. .

- . R0
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. “Quantities ih this system are;not céntrolled, either e N
to zerd or to a predeterminéd, control total. "'Thus the entry of ..
quantities jinto the systom need;not~b€ matched with a control , RN
-totdl. In fagt, quantity cards may be intermixediwith any batch’ Teon
whose data is to do into” the Main Pransaction.file for inclusion ot
in a Ledger Balahce. Batches of working budgpt adjustments, or, - ¢ °

oft encumhtrances,. may not have' gquantities inqluded, nor may batches
of Invoice cards. o . . . .

. . .. .
- & ~ - .

¢ Editing performed by ‘QBO6 is .primarily one of thesé- .
types: ~control to a total, verifying that-ASN's and vendor - > °
humbers /are ‘existing codes, in the Account Master and, Vendor
filés/ and vef}fying’that the character 'type of data in® input .
cards aéxgggxwith the format required.. .Because the ASN's in a
batch \are Valid-'and exist in. theé Accoynt Master file is'no
assurahce that.-thé cofrect ASN's are, in fact, included in the
input_cards. 1In addition, nc edit’is performed to assure that v
a particular batch 0f~sekf~b&1anéing input truly balances within
each Institute-Hund.combin%tion included in tHe batch. ' -.

- 3 e . P 3 s '

. L, e .
~ QBO06 is perforned-at :wo different points in the normal G

operating cycle. Weekly, it is utilized to post invoices to the

Unpaid Involce file; -and@ once éach month it is utilized to post

all other’fransactions to the Transactich file; ’ cor

»
- 4

« (k) Write First Audit| Payment Register (QBl4)

? L
. . Uripaid ) Vendor- v S -
; Controls s Invoice File :
) - R ile . ] A .
L ' - : l ) R » Y
) . R * 0 ] . 1
L] i - . 4 .
¢ . Q‘Bl4' ) T
3 . B
) . \

. -| . Draft J v - ’ ' .
: : Payment "~ . .
. ©  Register ] ’ e .
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* 3 >
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.. Following ‘the Eomplefion of the mosSt recent preparation
of checks or warrants; and prior to the cutoff for the next such

. o Fa f)" . [y

.run, -a number of batches ‘'of invoiées will have been placed into . °

« A °
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the Unpaid Invoice file through the.use of the QBO6 program. 1Ino
" that file, the first re‘cord acts as an ovgrall file header con—- ¥
taining the total of invoice transactions within the file at" .
- any one time. BT S ' .

i ) . »

=

v 3
-

. The first-6tep needed’to produce a payment of unpaid
invoices is to run‘QBl4 to produce an audit payment register.. .
An auditrpaymgnfbregisxe:jis identical with a:final payment °
rqgiétéECEECept for two,items, both involving the payment refer-
encé.. Since -the payment reference. is not -added to the reqord
until ‘the actual check/warrant has beén prepared, the audit

payment register,will not &ontain the payment.reference. Instead,: .

contained in thé field where the payment reference would normally .
appear, a relative record humber shows where in t s .Unpaid’ Invoice
file the individual record. being listed is contained. This record
number’will be-used later to effect any necessary rrections to
the'ﬁ}le prior to writin~ the' cliecks/warrants. ) @ ’

5 ~

. "The pufposé of the audit payment xeéisterAis to- communi-

_ cate.to .the .accounts payable ¢lerical personnel th exact content
of the’ payment aboutto be made. This allows them to verify that
. the data to be used is’in fact correct.' An example of the type
of error which might be caught at this time would:be an Yincorrect
yendor number. Frequently the vendor to.whom the original pur=
.chas2 order was sent is not the vendor who evéentually supplies °
the ‘i:ems ordered, and from whom' the invoice is received. If
this variance is not caught in timé o -enter ‘the ¢orrected vendor
numbex on ‘the invoice, and thus override the vendor reference
contained in’the original order,, then the vendor nare and address
shown gq"the;rough»payment register will be in ferror, )
. 2, ! "o

“The Unpaid Invoice Transaction,aﬁdAvénQPr,files-are
input to the program’ that prints the register, detailing all
payments to be made. or payments already made to. a given- vendor.
The register is in warranq/check number séqﬁenée, which ie the
‘same as vendor sequence, within each fund for a given run. Since
vendor numbers are alphabetically sequenced, the .register is’ .
effectively, printed in alphabetic -oxder by vendor within fund. -
Vvendor ‘names and acddresses dre jincluded. The register essentially
contains the -same-data used to write warrants/checks, but in

format more suitable to the auditor's needs.

. \ Data from the Unpaiﬁ quoice-Transaétiop file is sorted
into vendQr number sequence before the register is written, with
order numbers sorted within vendor number.  Adjustments-and dis~-
counts remain associated with relevant invoices.

j e i . ; ;
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',deleted. :New records. cannot be added to thée file at thls 44 =

T

‘The payment register is run three tlmes. It is fug R
first as an audit run, and provided to the accounts ‘payable
clerks of the institution for a check to ensure that the pay-

ment about to be made is cdorrect. - "L Co -

A
et ’
) - .

) Eollow1pg review of the payment reglster audit fun,

corrections may be indicated. . This program ‘will then accept . .
changes to be made -to-the’ Unpald Invoice flle, and 4 néew audlt
run may be produced" to ensure that the file is now correct and
ready to be used to produce the: actual checks. In the Updjte.
mOde,’thla program permits any data .to be;changed or déeleted

*n .any fleld of a record, or permits. the entire record to be .

W

p01nt, however, 'since there are né. blank record posltlops 1n

‘ the file ,to make siich an insertion, .o

‘t.‘ . IR )
¢ y v
Follow1ng completlon of prepurlng the. checks, a new . . .
paymentmreglster final run-must>be made 40 be—retained for ‘record ,
purpos es. This is nevessary, sin¢e the initial audit run will :
not havé contained a paynient referéhce to the check'  number assignéd .

duang'the running cf the chéck producxlon program. The ‘check

number\xs included in the final run., ". - | > . _
X v .8 . C
- - 1) Write Ch\edc‘s (QB15) " .. ., S L R
» i, : . ’_ 'w .
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. Once all corrections-to the Unpaid Invoice file have
been made, the -actual check may be.prepared. It is assumed that
preprinted checks haye been /prepared on continuous forms suitable
for use on: the line printexr of the computer system. ' :

& PN Checks are printed after the audit run register has been

_ gcceptedi The pript format n'this COBOL source prpgfaﬁ'may be

modified) so. that the user will in many’-cases be able to continue
to use his familiar check form, jf some -mechanized procedure has
beén ‘in usé .previously. The forms design includes a vougher re=
miftance statpgment stub, attached to the top -of the remittance

' form, detailing.invojces being paid. ’ ‘

bee , 8

: 'It-is*anticipafeé that the check forms used may be either

- pre-numberéd, by the’ printer or allowed to be numbered by the com-
puter as they are printed. 1In either event, it is mecessary for
the‘Qperatbr to- indicate the first ‘number to be assigned at the
. start,of the.run. )

* VA maximum of 33 invoice lines can be printed on. the
remittance advice. If more lines are required, the first check -
is Voiged so that listing continues on the second statement, and
the sdcond checks is utilized for both statements.

.. No direct check reconciliation functions are supported

,by EPIC:Budget/Finance. A method is neéded to assist those insti-

tytions which are required to provide reconciliation of checks /

drawn'on a bank, 6r who have an arrangement’ with such bank to
- provide notificaqiod‘of all checks drawn in a machine readable
forin. For-this reason,. the program fprovides for the punching .of

a réconciliation card for .each check ‘drawn. .

L

»

be run subsequent to completion of ‘this program.
) ‘ \

F)

~

R4

»

As rindicated above, a final payment register (QBl4) will




(m) Liquidate Encumbrances (QBO9Y. , -
Data '4—1 :
- : Account
Controls Master
- . File
L T

¢}

P gBOY o
= - - -/

N AR T S 3
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) iqui d o . .
Completiong’ DUNPRE Orders Transaction. | 1nvoice. .
Listing File iobe
I/:P
|
. - - -
’ k] . .

. It is necessary to liquidate ehéumbraqces'nesulting

from outstanding orders. This is done at the*conclusioh of each

payment cycle, but not later than the end of the accounting period

used for périodic: reporting of the status of the accounts.’, This )

is accomplished by applying payments against the Open Order file ;

entries. Payments may be those made via the Accounts Payable,

Subsystem, where. the computer is used to write the checks. They

may also be payments drawn manually and reflected into the system

at this time. . . 1
- Input to this program comes primarily from the Unpaid s

Invoice file. The file's contents at this time reflect payments

made but not yet included i the Main Transaction file. Also,

the data has not yet been %;;d to liquidate, open orders. Once

the Unpzid Invoice file has in Tact been-used to make payments,

no further indoices'may be(added to it. It may be used only to

- liquidate encumbrances with QBO9,

4




. gram product~i§ in general use, such manually drawn checks usually J
feflgct*situatlons where the remittance must be made on an emer-= ‘

__flecting orders that are either complete or cancelled, or for o

. warrant or check entries, plus all paid invoices, are added to

. number references in manually drawn warrant/check entries, are

*&ail completions, are used to update the Open Order file. Comple- -

~ ) .
~ . IR

1

] Follewing the above step, the file will not be void /
of entries. It may again be used to add new invoices for ray-
ment. Since the Unpaid Invoice file may be used to hold the
contents of only one payment period, and payments are normally
made at. least weekly, the user may desire to establish multiple
Unpaid Invoice files. lie would use one file per payment ‘during
the accounting period and then, running each file against QBOY
at the end of the period, reinitialize it for application during
the following accounting period. . : .

) - A Secondary input to this program comes from manually
drawn+checks. When the Accounts Payable Subsystem of this pro=

gency.or immediate basis. This occurs when there is no time for °

the usual post processing following receipt of an invgice.

. Since use of the accounts payable subsystém is optional

on the part of the user, 911 rémittances may be manually drawn. .
On the other hand, they may be produced by the user's- own accounts o
payable: programs and entered into the system as if they were -
,magpglly created. : ’ |

= - A third input to’ this program is completion cards re-

=t

. ~ - . . _ - . N ./
which no further payments are agtlc¥pated. Completion cards — .

are normally input via the QRO8 program, which updatgg/thé’Open
Order file. They are also permit;ed/;nfthe”QBO9jpf6gram, however, ®?
as a convenience., A completi9n~card‘alwayS-finishes the entire

order, inc;u&iﬁ@wail“aCCéﬁnt breakdowns of the order. ]
During processing of this program, all manually drawn’

the Main Transaction file, for subsequent processing ggainst the
Account Master file. . The account serial number, and the vendor

validated against the Account Master and the Vendor files priorx
_to acceptance. .This is done to ensure that all entries in the
Main Transaction file have been prevalidated prior to acceptance.

Cnce the Main Transaction entries have been effected, -

all entries. which are not discounts or other deductions, plus

.tions, plus.all payments iﬁ@icated as payment in full of the
order.,rare used to flag the order record as complete, for subse~
quent deletion. pPartial payments are added to the order record

4 -~
H]

*
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amount-paid field; if such payment causes' thé order to go to° B

zero or, to be overpaid, the order will be flagged as coniplete,
even if the payment was indicated as~a partial. ;

. The action céde accompanying the payment transaction
established full or partial payment for each account breakdown
on an independent basis. ~

An order may also be potentially considered for dele-
tion if the amqunt paid towards the entire order, including all
account breakdowns, is within a user-specified amount of the
original order total. When'an ordér is so recognized,-a comple-
tion card. is punched by the program. . After such completion
cards have been clerically reviewed, those accepted for process-
ing as complete are entered to cause’ such orders to be deleted -
from the file. . A completion card “always completes: all account

- breakdowns, regardless of individual status. . *

A register is printed to show all 6f theé encumbr ance
liguidation transactions. Exception messages highlight condi-

tions.deserving special attention., For example, payments exceed-

ing the original order authorization are flagged.

) A series of six separate computer runs perform the
following functions: . ’

1. Payments,arh-appligd to the open order from the
unpaid invoice filés and from pPayments made outside
the vendor payment subsystem. ) ’ ‘

?

2. Completions are flagged in the Open Order file.-

3. 'Completion cards arge punched for records that
might be deleted. 'Such deletion is due to' the
unpaid amount on the total order being helow the
user specified minimum.

4., The files are reorganized, with the ‘completed ..
or deleted records being physicg}ly removed.

v

- 5. An‘encumbrance liquidation register is printed

6. An open order listing in vendqr—humbér sequence
is printed. . ;

1
/
/
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The COD payroll system ‘is an exceptlon payroll that
is, personnel are paid a pre—establlshed amount on a regular
basis unless the system is told otherwise. DUP030 provides

~- “for' the modification of all fields in the payroll/persorinel .

: file ‘through. the use of two documents: the Personnel Informas

! *  tion‘Record and Pdyrpll Rate/Adjustments. The formeY is a

turn-around document which. is prepared initially by the computer
from the payroll master file (in DUP050) , retained in the
business office flles and is then marked manually for reentry
whenever an employee's master file information needs to be
‘changed. Only changed information needs to be input. 'The Pay-

-t roll Rate Adjustment permits adjustment of the hours records

and is used for any special pay requlrements.

]

» x

' g DUP030 prepares the Payroll Update Edit List.
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lo) Pafroll Register (Dup0so)’,

.
’

. . . L . Personnel
; Ty } Info' Record {
>t ;

DUPOs0 ' | . © Trial . |AB
- * ) i - Payro 1\'1
o . - . . Register

» Y . N . g

- »

e . " This ﬁrdgramibroduCQ§ the pa&qolr register. It is
run twice d fing-eaoh,paYroll cycle: once to prepare a trial
register, ahd again after checks: have been written to prepare
the finél‘reQiSﬁer'withaactualwghéck numbers., During the .

. 'segond running of DUP050, new Persénnel Information Records
\.‘ also are prepared for any new or .changed personnel records. -

x A
4p) 'Payroll File Back-up (DUP08SY -

- \‘ 4 \. h
Nt ;g’ 4 o F K}
s\ | “ N
- ‘ . DUPOBO Payroll .
X, . ’ * !
- ; ‘ ‘ ’
Q, . ‘ mﬁigAprbgram-backs-up the payroll file on magnetié . -
. tape. It iéremployed twice in the job stream:,—qfter:suCCeSSful~
- prgparation of the trial register and again after repodrts have
« been-written, - : I -

~
»

. {q) Write Payroll Chet¢ks (DUP070)
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LT DUP070 prepares payroll checks from the data contained . -
on the payroll/personnel master file. At District 88, alil employ-
. ees are; paid on the same semi-monthly cycle.
» N L - i . »
!¥. (r) Prepdre List of ‘Payroll Checks (DUP130) . o
\ | ‘ - , .
r'/ ’ * . ‘. - -
' . A '. :
' o | DUP130 - f
' v ‘x y: * -, ; - N - ‘\) ’
\ — NS . .
e It -5 3 * L ) . ’ . .‘ . , O ..1 ~ -
R . o 0T i -0 - ) - . 1
_ . In'D P130, a ‘list of payroll checks is prepared in fund
and’ location sequence for inclusion in the Treasurer.'s monthly’
report to the, Board. - - . . S : -
" (s) Prepare Payroll Reports (DUP100 and _120). R 7
' ’ N ) " - e LY - i - ’ \‘ ° © -
.. o o . - _ \\\ .. ¥
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L. Two programs, DUP100 and DUP120, work ‘together to
produce most of the reports required of- the -payroll system.
DUP100 extracts ‘pertinent data from the payroll/personnel
master file and summarizes it on a report writer fite. 'DUP120
then utilizes the report writer file. to prepare the reports
shown on the previous page. ; -

A

(t) Prepare Payroll Accounting Distribution (QB070)

[

vy K ]
’ Payroll

. Journal
, - Entries !

_Abstract

1]

‘ . s 7 .
This. program was especially prepared by COD to inter-
face the COD payroll with EPIC. It performs several functions:
3
l. Basic payroll costs are assigned ASN's for .
proper accounting distribution,

2. Each Board-supported benhefit amount is distri-=
buted actording to the rules of contract Qrganiza-
. tion in the jpayroll system. This. is done by
- calculating each payroll cycle the percentage that
each contract (or, in the case’of the prime contract,’
each sub-classification) is to total gross pay. Then,
. each benefit amount is distributed accordinhgly and,

assigned ASN's. The Board-share amounts involved are:

€

. . Board-share of insurance {assigned to
’ the‘prime contract only).

. FICA
. I;M.R.F;,employér contribution

.
1




e

’
z

3. After each employee's ‘pay and benefits.have
been distributed, accountinggtransaCtions are
summarized into payroll journal entries and
reported. Cards containing these data are .
punched for re-entry into EPIC. K

(u) Adopt Official Budgets (QB11)

Account

. Contxols | Master Dictionary | -
) - File File
= - lr - — ~ - — .
%‘_ -
¥ s *y ‘ .
-QB11
% - / { . , A“"'* ,
i ' " Official . _ Budget s
Budget . Adjustment ' )
Adjustments, Analysis A

) The ‘governing: board .of District 88 will normally adopt ‘
the final official budget prior to or shortly after the start
- of the fiscal'year. With a fiscal yeéar starting on July 1, the

‘ official annual budget is usually adopted prior to the end of

-

August. During the course of the fiscal §ear, however, many

changes to the working budget will hecessarily be made.

Most changes will be within the categories by which the
governing board approves a . budget, for example, within a major

. accounting classification of ‘the state adopted codes. From time
to time, however, changes are necessary which cross such major "
categories. Such changes” thus develop differences between the
officially adopted budget and .the worKing budget, within cate-

gories by which~th9‘orlgiga1°budgét was® adopted.

At a cutoff time'geﬁérmined by the administration, the
TQBl11l program can prepare official budget adjustment cards, re-
. flecting.all differences between the working budget and the .
currently approved adjusted budget.. Such adjustment cards will
b% sufficiently detailed to adjust the budgets at the very lowest
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. levels for which differences afe‘observed; ‘The deck of.cards *
t thus’ produced will therefore permit the offigial adjusted T.

budget to reflect buddets at all levels, qéther than only at
. the High-lavel categories with which the governing board operates. . . .
{ .
. Once the official budgc* adjustment action of the

governing board is taken, the actual changes.may he reflected.

The card deck previously-prepared by QBll in.the analyze mode . .l
must have been changed first. 'When QBll is used in‘an adjust-

ment mode, only one of thé three budget fields -- the 6fficially -
adjusted budget field =-- will be changed. The original] adopted

budget field is nevéréchanged once the budget is initially .
approved. The working budget field already reflects the changes

made in anticipation Jf official action: Thus, .only the-adjust-

ed budget field.need now be modified: S , , ‘“

- ,&!/

%

(v) Edit Transaction (QB06) - . |

.
e

) >

. ?

. Following QBll, the Create Transaction program ig run
a. second time. This run edits the Jllowing transactijons and Lt
records them on the transaction file for subsequent processing )
against the account master file: S iI‘

¢ [y

- ¥

Paid invoices ‘ from QB09Y .
Liquidated encumbrances . .o

»

Journal entries .

o * ' . Cash receipts | prépared’ -
. . . Investments ° ~  manually - °°
o Payroll éhcumbrances . o .
AT W Non-dpllar quantities. . e

(w) Updaté Account Master File - 1 (QBlO): s Yy

< . - -V -

L

e I . . —
Dictionary. . Account .
Controls File Master

\ File 3
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£ ! 7 v " . o . \
’ * ' ’ )
T QB10O
. . - I} . -
-~ . [
/ <, v
. . M ’ ’
R - - .
l .
. $ «
1 f '
Budget Transaction [R

Masters | - Register




.

' The Main Transactlon flle is used to update the Account
Master file. The program reads account master: records which have
transactions, agalnst them. The program also reflpcts balances
as ‘of the last transactions updating and prints & line, for eac
master record, showing this old, status. The program then orlnts
a<line for each Transaction file record that affects the master
record. These records are transactions 1nvolv1ng current year
working budget, current year ledger alances, encumbrances, and
quantities: Finally, the updated m ster record is printed,
show1ng the revised status. , At the end, the updated record is
,wr;tten back to dlsk. =

. - ¢ -

' . The flrst processing: of the transaction register run,
using QB1l0, is related to the Open Order file. With this file,
it generates encumbrances. for each order account breakdown which
is still -Qutstanding. These encumbrances are added to the Main
Transaction file, and effectively reencumber from the start all
open orders as, of the time of the run. - The carry-forward Balance
of encumbrances in the- account master records is therefore zeroed
. -as each record ‘is. read. All outstandlng éncumbrances are added
_«'back as.a part of the update. =

_— y the use of the above mcthod " considerable simplifica-
- - tion is achieved in that llquldatlons and completions of orders
need be reflected only in the Open Oorder file, and not in the
-encumbrance field of the account master recordsw In addition,
those rev1ew1ng the transaction reglsters are assisted in that
all,eptrles in the éncumbrance field are fully detailed as trans-
actlons,_ This -eliminates the nece551ty of using prior run output
.. to understand what 1s 1ncluded in the encumbrance balances.

The above. steps are performed just the flrst time in a
glven processing period. This is because "add-on" transaction
reglsters may follow the initial run. These additional registers
are normally used for applying transactions from percentage dis-
tributions and/or automatic budget adjustnents. They follow the
injtial run and do not affect the validity of outstandlng encum-
brances as ‘obtained from the Open Order file.

The updatlng program may be run as often as transaction
volumes would require -- monthly in District 88. HMore frequent
runs would produce an exce551vely large number of transaction

_register reports to be -examined. in the 2vent a particular adcount
had to be ‘audited. o .

»
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. The updating program is the last to be used before
producing the final status reports.  In a normal processing
pericd, it may be required to produce an initial transaction
register, including most of the trarisactions of the perlod.

This would‘be folldwed by up to.two special’ transaction regls- '
tefs incorpeorating automatic budget adjustmeptn. For example,
"a "triggered" basis automatic. budget adjustment run wo?ld ‘be

. made to produce budget adjustment transactidns to supply budget
‘to oVerdrawn "covered" accounts. These transactions must ‘be
~rncorporated in a transaction register run grlor‘to using the
‘ same program in a'"reéquested! basis. This'is done so that

coveréd accounts on a requested basis, whick are themselves

. "host" -accounts on a triggered .basis, may have been first up-
dated to withdraw budget "for “covered accounts supplied by such
hosts. A flnal transaction register must be run; after this »
last processing, to complete the inclusion of all tr=nsactlons
into the Account . Master file records. This is déne prior to
produging the normal reports show1ng the status of the.records -
at the conclusion' of the pnoce551ng period. .

4
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.3 The budget adjustments program reads- the Account Mastef

disk file, lookxng for these account sxtuation5°

-

a. Overdrawn available balances - . A .

b. Presence of authorization to adjust such . -
. ) - budgets automatically . ' S
v c. Authorization is keyed-as either a "trlggered"
. or a "requested"™ basis, and the indicated
' basis agrees with the mode in which the program
is currently being run.-

LN 7 ? LI
Automatic budget adjustments are normally run twice_in 4[
. order to effect two hierarchies of adjustments. The. first run is
the “triggered" run designed to be made éach proce551ng period.
Covered accounts are thode which have had a host account zdehti- . '
fied, from which budget is. to be obtained in the event that the "
avallable balancé is in an overdrawn condition. Adjustments
for such accounts -are "triggered" by reason of "the. overdraft,
and are to be effected each processing period. \\ . o
4] S Py
The second. level of hierarchy is "requested\f in that’
the run to produce this level of adjustment may not be*made each ’
*processing perlod but only on réquest. Of course, -nothing pre-
vents the running of both levels of hlerarchy redch proéessing .
period, nor. does anything require the running gf. trlggered B
wadjustments. ' These names ‘are intepded to express the, hierarchy -’
of proce551n§ only, they .do not reflect avmandatory status.’\ : L °
When a host account on 3 trlggered'ba51s becomes ex~
hausted or is‘overdrawn; it may be at least’brought back tora
zero available balance status by thesoperatlon of the xequested el o
basis automatic budget adjustment. -This 1s-done'by establlshlngf

D,

W

L 2

the lower ‘level host. accounts as covered ‘aécounts to a higher .a» ..
Jevel. host account ddequately budgetea to cover oyerdrafts of ST
lowér level hosts. - ., . o R B
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- . "’ aPerlodxcally 1t may be desxrable to print the Prior v
‘ Month's History report; %o record the content of historical data
. in the ‘Account Master file as of such time. At a ‘minimum, this
report should be run’just pnor to runmng the Year-to-Year
Transxtlon program, QB19% - \ . . S L
R (z)7 Write current year Badget Reports (QBlS)
Tt .~
» ’ . L p - o o e & ~ f
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s he Budget report shows the currént year status of each
account at the end of an ,accounting perlod - Al three budgets =-

original, adjusted, and worklng -- are presented Ledger balance,
encumbrance, .and availablg balance baged on’ thesworklng budget

" are also presented. -The full account degcription is printed,

together with the full account number and ASN for each account.

. In addition; summary totals for "each. 1eve1 ar§ furth:r identifiéd
1,

u

y

I

with the descr1ptlon approprlate for that lev
- - n
This report may be produced in any of six sequences.
~In the standiard sequence, the full account code is sorted in
1eft-thr1ght seguence, “with the levelsfarranged in nuneric
ascendlng brder. Up to fite spec1a1 sequences may be usv¢l to
prepare the”report, all .of. which must have béen definec¢ waen
establlshlng the héade; records for the Account Master iile. -
‘Thege sperlal sequence -are, obtained by arranging the levels in
an, order’ other than ascendlng sequence by lewvel number.

A3

~

produced, -with any degreé of summarization down to only the over-

‘all total. Summary repornts are spec1f1ed by a 'control card which

contains the number of 1evels to be included in thé«report.‘ Even .
if the account code stricdture brOV1des for 12 ‘levels, for example,
spec1f’catlonxoﬁ a 1é@el-5 plus* higher 1evels summary report will.

.produce, only the totals” asspc1ated with"levels 5, 4, 3, 2, 1, and

the ouerail 0 revel An. add1t10na1 ‘feature was added by COD

e In any of the éfx sequences, a summary report may be -

f’. wh1ch, in effect, tfuncated the higher -levels-of. 'summary as well,

~ Thus; usifig both features, a report m1ght be produced which pro- *
auced summarles at devels 3; 4, and- 5 only.

e The budgegéreport contains:
f‘0r§gina1 budget
g: Adjusteéd budget approved to date !

s CurrentgworkingAbudéet. ’ }
F2s ’Z‘ . - T .

ﬁ?Ledgér/balance year to date

. . Outstanding encumbrances’
. Available balance (based on working budget)

A summary printing option'card.may be included with’ any

. type of budget report run to selectlvely suppress lower level

" total printing.

»
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.- . . the monthly history totals over one field,. discarding the oldest -

o .
~ ]
'

(aa) Update Account Master File (QBO3 &nd 03A) -

After QB16 and QB37 .are ruiw,

Account Master File for the upcoming m

sequence QB03, .QBO3A and thHe special AS look=up table are >

run to update and back-up the file and provide the proper

distribution entries ‘for the'payroll. )
. $ AN

any changes ito the
th are entered. The

(ab) M8nth-to-Month Trahsition (QB17) D
. “ ) hed L4 B ) - \

Controls | . [ Dictionary f
RS File.

Account .
" Master
File

— L7 - «

[ ? .

Actual &
Projected.

-2 '

5 ] - . Balances

\
~3,

.o " At the conclusion .of updating all transactions for a Lo
given month, it is necessary to run QBl7 to effect the month-to-
‘month transition. This run,would féllow the completion of the .
accounting period that also is the completion of the month (since .
accounting periods may be on a basis more frequent than a month,,
*such as semi-monthly). The transition itself

4

-

e g
involves shifting ~ '
‘month if all histcry fields were previously presert, and’ adding " ... °
the newest month of history from the‘current*mohth-tordgte field

in the account master record. Prior to making this shift, how= ° .
ever, all 36 months of history, if present, will be uséd to '
project the current month-ending balance. Actually, any number .

-of months, from 12 _.to 36, may be used. . :

. . .
. B v "
f “ 4 . ' .
’ . .

. I 21\2
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A3

-

Two types of progectlon are made by this program, the
‘current-year endlng balance and the future-year balances. Pro-
jection of thé current-year ending balance involves both the

‘ trend and the seasonallty factor obtained from the months of .
history data: in ‘the account master record. The program projects
the number 'of months remaining in ‘the current year~to-~date
total to produce the orojected current-year ending balance.
as the months of the fear progress, fewer and fewer projected
months are computed, and the projectea ending balance becomes ~
more and :ore dependent‘upon the current year-to-date balance.

-

Thus.

~

./ At least 12 months of histdry data must be present for
this pro;ectlon to occur,. since at least one seasonality cycle
must exist to permlt this factor to be computed. The accuracy
this progectlon will be,lmproved when more than the minimur

months of history are present, because a more representatlve
seasonallty factor can ‘be dsed together w1th a Ionger trend’ line.

” Follow1ng computatlon of future progectlons, a variation
of the' budget report is produced to show basic .budget report in-
formatlon, plus:. .

. Seeond~year-before-last ending .balance

;0 . Year-befo?e-lase balance . .

*

. -, Last-year balance T,
. Pngjectedfehding balance, this year

.~ Next ?earf% budget as developed to this point
j'Projected ending balances, next three years

S :
Lo ¢
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(aé) Year End Processing (QB19)

-

.

- Dictionary
Account
Controls File | Master v
File

‘ - . - D G - - . | = B
* , ’

B AY

HN !

OB19 |
* . J'
i i

. |

Trial :

v L4 e ~ f

> Balance : .

N . < * !

!

-~
i
‘

. °'QBlQ is designed primarily for the year-to-year transi-
tion of accounts across fiscal years. It also serves one additional
king of| a

and very important function, however, and that i$ the tak
trial balance of the Account Master file. . /
i

f

This run is nét used for this purpose during mdnthly}

processing at District 88. - .
: i

~

. " N B

-Following completion of all status reports at the end
of the final month in the fiscal year, the year~to-yeai functions
of QB19 must be performed. The program must close out the old
year expenditure and revenue accounts, shift the yearly history
figures over 'to include the latest year, and convert to the next
year's codes in the new current-year fields. The latter operation
also. includes the allocation of history data on a percentage basis
among surviving accounts when conV@rsion may hot be made on a 7
one-for-one basis. ' h '

‘The first operation necessary is the taking of a tfiél
balance. Unless a trial balance can be successfully produced
without error,.no further functions of* QB19 can be obtained..
Once a successful trial balance is complete, then the program,
if instructed through the use of a control card, will procéea
to completion. The functions »f this program are as follows:

L S
{

-
i
|

f
i

o . . 214
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4
1. All expenditure and revenue accounts are
zeroed so that the new year data can be placed
there once the new year is started.

t
¥

2. The total expenditures of the old year dre
‘posted to an offset account established for this
purpose in the Fund Balance accounts.

3. The total revenues of the pld year are posted
to an offset account established for this purpose
in the Fund Balance accounts. If desired, this
maY‘be the same "account used for expenditures, .
in which case the resulting net figuré will reflect
the "proflt and loss! of operations during the

year just endlng. By this means; the fund balance’
of the institution, (net worth) is .adjusted to
reflect the change in valuation resulting from
operations of the year 'just ending.

hY
.

4. Each.of the three.history year totals is,
"shifted left" oneyear. If all three years:
were present, the oldest year is shifted off -
‘the end, resulting in deletion of this data
from the file. The year—to-date total of the
year just ending is placed in the first history
year position.

5. The three budget f1e1ds for the year Just
endlng are zeroed out. Thus the developed
budget becomes the initial value placed in the
original, adjusted, and worklng ‘budgets for the’
new year. =

'

6. The next year percentage -distribution is :
performed. This function is not used by .
‘District 88. ' ’

_Following' the opening of the new vear s books after
completlon of the Year-to-Year Transition prc¢ iram operations, -
the firstcentries of the new year will frequently be the re-
versal of all accruals. This is done so that any differences
between the amounts actually accrued, versus the amounts of
the actual entries as they occur in the new year, will be
charged to the new year directly. Alternately, accountlng
procedures may’require that the payment of accrued 1tems in

ar -

s - L

-8




the’ payables, or - the crediting of accrued items in the receivables,
. be charged or credited direct to such accrial account$. The
- .differences between the accruals and:actual amounts remain in the

accrual accounts, or eventualJy are used to directly adjust the
fund balance.

A number of other functlons are accomplished during
the conversion of the new year's plan to current year status.
These include the zeroing out of the outstanding encumbrance
fields, the progected year-end budget, and quantities accumu-
lated for the prior year. The latter is dohe to initialize Y
this field for use during the next year. The fiscal year-month
is reinitialized to Ol.

Historical data is updated at this time. The normal
month-to-month transition operation of moving the current. month-
to-date ledger. balance to the first prior month of history data
is accomplished. All prior months¢ are shifted. .over, or aged, .
one month. The current year-to—date balance, représenting the
year-end total of ledger balance, is used to replace the prior
year total. Thoee prior year totals are shifted over one field
to reflect the aging of ~the history fields by one year.

The third and last major function performed by this
program is the prorating of history data among.new-year accounts,
This is .doné when a straight one~for-one transition -from the old
year's accounts to the new year status cannot occur, esg., °when
there are multiple new-year accounts ‘replacing a 51ngle\old-year
account, Two new-year accounts must replace the single old-year
account if, for instance, a sindle old account called "bdoks"
were to be broken down into "textbooks" and "library books".

Since the history data was accumulated for the "books" account
only, it is necessary to prorate the history data between the
tw» new year accounts. This is necessary if the hlstory data is
not to be lost, or incorrectly applied to one,of thé two replace-
ment accounts.

A . * -

= At the time- that the decision is made to cause one Qr

more old-year accounts to be replaced by a differing number of
new-year accounts, then a "next year".percent distribution group
must be established. ' v .

while the steps performed by the Year-to-Year Transition

- program may .appear to be, complex, the operation of this program is
. automatic after a successful trial balance. Since.major changes

to thée'Account Master file are made by this program, however, maxi-
mum protectlon against accidental destruction of the file through
processing‘interruption shoéuld be taken. The original file should
be copied if it %5 necessary to restart the program after partial
file processing.

} €’ \o
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Exhibit VII-A

-3

GLOSSARY OF TPERMS

1. ACCOUNT BREAKDOWN NUMBER

A two-digit number is appende& to an order reference number
to dlstlngulsh each unique account to which any portlon of the
order is coded.

v

2. AccoUNT CODE LEVELS (Account Segmént Code)

Twelve levels are fourid within the account code strilucture.
Each level contains account segment codes of from 1 to 4 digits,
if in use. Each segment represents. any accountlng control
category ‘the user desires. For ‘example, level 1 may represent
the major or hlghest level control, and level 12 the ‘lowest.

3. ACTipN CODES

A l-letter code found in column 3 of all punched cards
instructsga given program how to handle the data in .the card.
For example, "C" means the data belongs to the current year;
"N" signifies next year's data. ) .

4. ALPHABETIC DESCRIPTIONS ) ‘ )

) Used in Account Master records. The user may cause a "dict-
ionary file" of alphabetit descriptions to be created on magnetic
disk by means of a keypunched dictionary card deck and the
Dictiénary Create program. Every subaequent program that utilizes
alphabetlc descriptions on program-prlnted output reports dnaws '
upon the Dictionary file. The latter file contains a separate

,description for each -account codé number used within each segment.

Descriptions are entered into the system only one time--barring
corrections. Thereafter, the computer pieces together descriptions
for individual numeric account codes’at diverse levels, and

causes a complete descrlptlon matchlng all lévels of the numeric
code to print. =

v

5. BATCH NUMBER ' , .

A control number is assigned to a "batch" of source documents
converted to punched card input. Batch size is determined purely
by convenience in handling or processing data. The system is
essentially a batch procesalng system, which is to say that’
transactions are handled in gtoups, not singly. Prlnted reports
usually contain batch totals for proofing purposes.




, : . Exhibit VII=A
: (Continued)

6. MISCELLANEOUS REFERENCE .. ' : a
A flexibly éssiéned referencé field in’ the transaction .card

can be used for reference characters of any nature -- job

number, item number, etc. -- up to sévenAchachters in length.

M o

7. ORDER NUMBER- ‘ T :

FaR !
. .

Control or'referéhge field, in a transaction card, for
representing orders. Specifically, it is of the same length ,
and general composition as. the miscellaneous reférence field. )

8. ORDER SPREAD IR

. Name of a punchea card; the term is also descriptive of
the capability of spreading one order over multiple related
account code numbers. . .o '

9. ACCOUNT ID SERIAL NUMBER (ASN)
Short-cut account code assigned by the user as convenient
cross-reference number to full-<length account code. The’

computer optionally prints out' a crossareference book for dis- :
tribution within the organization. Most card formats and programs

will accept and interpret the short-cut code, also called the

account I.D. serial number.

‘ . .
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* ACCOUNT DICTIONARY DESCRIPTION LIST

~

~
EO .

PURPOSE: To facilitate maintenance of the
account code.

FREQUENCY : Whenever the dictionary is updated.
- Normally, quarterly-.

-

SEQUENCE: - Account segment number within level.

-

DISTRIBUTION: " Accounting.
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- 7 POSE:

~FREQUENCY :
<1 LENCL:

ISWRIBUTION:

DICTIONARY CODE BOOK .

To facilitate maintenance of the’
dictionary code files ~-- current
year and next. - .

Each account segment code within each
level has an explanatory alphabetic
descrlptlon in the file. The Code Book
is used for reference by personnel who
handle Account Master flle record
information..

1

After new dictionary file is created, or
updated (optional).

a” . te

Level - account 'segment number.

Acgounting.

242"
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" ‘PURPOSE:

_FREQUENCY:

SEQUENCES:

DISTRIBUTION:

ACCOUNT CODE BOOK

To provide access to the completé description
of each account code (ASN), and to facilitate
maintenance of the account master file.

The Account Code Book may be printed in seven
sequences; by Account Identification Serial
Number, Standard Account Code, or up to five
special account code sequences. The alphabetic
and numeric descriptions are printed for each
individual segment code within each level used
by the inmstitution. The Account Identification
Serial Number (ASN) prints on the same line as
the full numeric account code. Every record in

the Account Master file is listed.

—

After new account master filevis created or
updated. (Optional)

This report is produced in three sequencesi
Standard Sequence #l1 and ASN. The last .{ASN)
is regarded as the most useful for guide
reference and master file maintenance.

Accounting
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» N . A

BUDGET RESERVE ACCOUNTS REPORT
: : = — -

. -

AN
\

PURPOSE: To describe’ accounts which are "cowvered" -
' by Host accounts. .

4 .

The column célled "Host".shows the ASN's of
- the budget reserve accounts.from which funds
g ‘are belng transferred to the "coveredd' or
receiving accounts. Covered account ASN's
. dre spread across. the page. The list shows
the input card data used to establish auto-
matic budget adjustment group controls*

*

w
FREQUENCY: ) Whenever account groupings are created or
) - charged. .
SEQUENCE: . Host ASN
DISTRIBUTION: Accounting )
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PURPOSE:

FREQUENCY:

\\ SEQUENCES:

DISTRIBUTION:

’ CURRENT YEAR APPROPRIATION REGISTER °*

~

T

To display the -status of the current year
appropriation file.

Used in the *ORIGINATE mode, the program QBll--
Adjust Current Year Appropriations>-&auses the
original adopted ‘official budget to be
established in all thrfee- budgetary fields.
Thus, the same amount appears on the sample
report under all budgetary .columns for a
siven Master Account. v
i
The_ *ANALYZE mode of the program causes the
differences between the presént working budget
and the adjusted budget to print. In the
*ADJUST mode, adjustments tb{the official )
budget are algebraically addﬁd to the Adjusted
Budget column only. ’ .
1
The original budget is the amount budgeted
at the beginning of the fiscal year. This
figure remains unchanged. ‘The adjusted budget
shows the most recent approved budget amount.
The working budget shows the actual targeted
budget amount which is not Yyet officially
approved. "Change" is the difference between
working and adjusted budgets. Final totals
are printed.

RP)

Whenever budgets are established or revised:

As input from accounting.’

Accounting
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VENDOR LIST

L

PURPOSE: , To list vendor names and addresses retained as
. . * the vendor. file. Statistical data also may be
shown (optionally).-: :

»

Three columns of vendor statistics are shown:

'+ ORDR LAST DATE: Date of the last order
- to this vendor. .

NO. OF ORDS: Numbér' of orders placed
with this vendor, year-to-date. ,

ORDERS YTD: The total dollar amount
ordered from this vendor, year-to-date.
Totals are printed for these three columns at
the end of each vendor letter group. The
characters shown in the right-hand name "and
‘ address position are optionally included to
. . ‘ designate the "letter group" to which each
vendor belongs.

s

If "99" appears in the day positions of the date
in the report heading, it signifies that no
activity has occurred since the Vendor file

was created.

’

FREQUENCY: Weekly, unless orders are run.

o SEQUENCE: _ Vendor number (roughly: alphabetical). °
. /
DISTRIBUTION: Business Office -
( N
% 5
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" . OUTSTANDING ORDER FILE REPORT - -~
[ ' . ’ . "
- .y T ) |
. . ,
.PURPOSE: , - To list for review additions made to the '
outstanding order file (new purchase orders)
in the current period. ’ -
FREQUENCY: Whenever orders are run - normally, weekly. ‘
=
SQ?UENCE: Purchase order number.

- .DISTRIBUTION: Business Office
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OPEN ORDERS LISTING

¢ s N . -

» "PURPOSE: ' To enable both purchasing and accounting.:
personnel to respond to inquiries concerning
the status of open orders. ’

The Open Order Listing.'in order-number seqguence
is one of two versions of. the open order report
and is produced by the program QB08--Order

File Create: The second version is in vendor-
numbered sequence and includes. a total of all
the outstqnding orders for each vendor.. This
latter version is printed after the program
QBO09--Encumbrance Liquidation--updates the

Open Order file. .

L. . . Ky

FREQUENCY.: Whenever-orders are. run - normally weekly.
’ A5 '

SEQUENCES : Purchase ‘Order Number, Vendor

N

DISTRIBUTION: Business Office » .

k!
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OPEN ORDER LISTING - VENDOR SEQUENCE

PURPOSE:

FREQUENCY:

SEQUENCE:

DISTRIBUTION:

To provide purchasing personnel with ready
reference to ‘data concerning unfilled orders.

Whenever invoices are paid.
Purchase order number within vendor.

Business Office.

256
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Normally, weekly.
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TRANSACTION LISTING

PURPOSE: To provide a complete history and, audit
trail of all activity entered into the
accounting system--agtomated as well as
manual.

The Transaction Listing--not to be ¢onfused
with the Transaction Register=--is printed by
the program QB06, Create Transaction and
Invoice Files. The listing is printed by ASN
rithin transaction batch.

The column SOURCE shows a brief alphabetic
description of the transaction source. DOC -
DATE is the date from the source document.
Account breakdown -- BD -- is suffixed to

ORDER = NO. If the transaction cards are
invoices, the invoice number may appear to

the left of the column INVOICE-NBR (PAYMENT DESC.)
This would be done on the Unpaid Invoice Llstlng,
which uses the same report format. Quantities

may appear on the same list as transaction

amounts but not in the same individual trans-
actions. PAY - REFN is usually used for warrant

or check numbers. MP stands for Prior Month
Adjustment: Number used for adjusting history

totals. 'MP shows the number of months prior

to the current month.

FREQUENCY: . As implemented in District 88, this listing is N
.run at two different points in the system—--— '
weekly when invoices are paid; and monthly, -
when general accounting activity is posted
and reports produced.

-

SEQUENCE: As entered into the system, within batch.

DISTRIBUTION: Accounting

258 2C7
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PURPOSE :

FREQUENCY :
- SEQUENCE:

DISTRIBUTION:

)

PAYMENT REGISTER

-
*

To permit an audit of payments to be made

prior to check wrltlng.- The. Payment

Register is first run in rough copy so that

errors unpaid invoice records may be

corrected before checks are written. On

this run,, the relatlve.record numbers of

invoice récords are printed in: place of .

check numbers, which' are printed on the ¢
final Payment Reglster CopY «

Totals are shown by Vendor batch *and over-
al&\control . :

Whenever invoices are paid. Normally, weekly.

N

7

Vendor within fund.

Business Office

.
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PURPOSE:

FREQUENCY:
SEQUENCE:

DISTRIBUTION:

UNPAID INVOICE LISTING

To provide accounting with ready reference
to the descriptions of any unpaid
invoices, and to serve as an audit trail.

Whenever invoices are paid. Normally,. weekly.
Purchase order number.

Business Office ) o

P
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REMITTANCE STATEMENT AND CHECK

PURPOSE:

FREQUENCY :,
SEQUENCE:

DISTRIBUTION:

\

b,

&

To clear the outstandin
inform the recipient of
paid for. -

i

Normally, weekly.

Check number.

-

Vendor, Accounting

A

g obligation, and to
the items being

&

(2.
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. PAYMENT REGISTER ‘ '
p— /,7, . % '!
//

PURPOSE: - To prdVlde a permanent record of all payments
. ) made to” vendors and others. . g

After corrections are.made to the Unpaid ‘.
) Invoice File, checks or warrants mav ‘be '
- ) ) printed and the final Payment Regist 2r run.
On this copy, check or warrant numbers are
printed in the Payment Reference column
. instead of the relative record numbers. .
. Also, the full vendor name and address .
are listed: however, this option is used
only on the preliminary reqlster. T

'EBEQUENCY: -Normally,weekly Wheneve; checks are
- e written.
SEQUENCE: Vendor within fund (i.e. check number) .
. ‘ i
. DXSTRIBUTION: Accoupting. B

id

266
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TREASURER'S REPORT/LIST OF BILLS

PURPOSE ;

FREQUENCY:

SEQUENCE:

DISTRIBUTION:

-

-~

To provide a means of matching the EPIC data
with the Treasurer's normal cash record and
reconciling with the bank statements. This-

data also is reported directly to the School
Board.

4

Whenever invoiées are paid. Normally, weekly.:

3

Vendor within fund.

L4

Treasurer, Business Office, School Board.

»
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ENCUMBRANCE LIQUIDATION REGISTER

PURPQSE:

FREQUENCY:

SEQUENCE :

DISTRIBUTION:

To prov1de accountlng personnel with the detail
necessary té. recon01le the encumbrance and

expedite accounts.

Whenever invoices are paid. Normally, weekly.

3

Purchase order within vendor.

Accounting.

270
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PURPOSE:

‘FREQUENCY :

SEQUENCE:

-

DISTRIBUTION:

!
A

/f

TRANSACTION REGISTER

To: permit accounting personnel to validate

the account master ‘file updating activity,

and to provide an audit trail. The.
Transaction Register is printed by the program
QBl0--Update Account Master File with Trans-
actions-~to reflect the old and new status of
Account Master records including updating
transactions. ‘

The encumbrances shown are re-encumbered accounts
derived from orders ovtstanding at the time

of the report. Quantity, Working Budget, and
Ledger Balance are updated from pertinent
transactions in the Transaction file. Avail~
able Balance is computed by algebraically

adding ledger balances, encumbrances, and working
budgets. - ‘

Monthly.
Account serial number (ASN) within location.

Accounting, Principal's Office.
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1

AUTONATIC BUDGET ADJUSTMENT REPORT--TRIGGERED

PURPOSE:

FREQUENCY :

SEQUENCL:

DISTRIBUTION:

To provide a record of automatic (triggered)
budget transfers which have been made by
program (QBl2. :

Monthly.

ASN of the receiving budget.

Accounting.
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BUDGET ‘COMPARISON-=HISTORY AND PROJECTED YEARS

PURPOSE: - To provide school administration with histgry
and projection showing the trends of expendi-

tures by account.

-

¢ .
FREQUENCY: i This report and program {(QB1l7) have 10t yet
. Jbeen implemented by District 88. Hence, no
frequency has been established..

. SEQUENCE: No sequence has been established-~six are
, available.

DISTRIBUTION:/ No distribution has been established.

£y
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BUDGET REPORT - CURRENT YEAR

PURPOSE: *

FREQUENCY: -

SEQUENCE (S):

«

DISTRIBUTION:

.

(3) Board of. ¥ducation.

P

To provide administrators with 1nformataon
concerning expenditures and*encumbrances
against budgeted accounts.

@onthly.

This report is produced in several different
versions:

(1) Full detail by objcct within department
. by location (Sequence #l) -

(2) Full_detail in standard sequence o
‘(Sequence “S").

(3) © Summary data in standard sequence
(Sequence "#2).

The different: sequences descrlbed above are
dlstrlbuted as follows: T

A

(1) Department chairmen and others with

direct budget’ responsibility, Account-
ing, School Pr1nc1pals

(2) Accountlng:
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= Exhibit viI - E-1
N : o .

]

" EPIC _
Account Master File
Data Fields

1] < ’ . )
. Header Record X ’ .,;>

. Current year account levels

R T ' Report sequences (5) . .o
- . Levels encoded _ -
' . Account type classification récord pointers
D Institution name

Off-set codes

File pointers

Fiscal year ) ¢
Current year record pointers

Next year record pointers

-

Data Record ' .

P ASN , : T
Current year account codes. -(12) -
Next year account codes (12) -

~Data last updated ,
Automatic budget adjustment flag (2)

. } *Prior ‘balances by month (35)

- Current month~-to-date balance

Prior balances by year (3)

Current year-to~date balance ]
*Accumulated quantities (non-numeric data) (2)
Outstanding encumbrances

Current year budgets - original

.
4

- . - .adjusted
- - work
- ' - projected
*Next year budget
Current year record pointérs

*Next year record pointers

* Not currently in use at District 88
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.uxhibit VII = .E-2
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°

104

) EPIC Dictionary File ‘
Data Pfields !
Header Record - 7 .
~—~~ pata last updated ) ' )
Account level file limits :
File pointers »
&
bata Records j
17 04 34

Key
Description (may be 9,
character in length)

K
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Data Record . .
L, Vepdgr number . .
. Vendor name and address (5 lines)
‘ ; -Year-to-date amount
Number of orders .
Last order data N
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. EPIC Transaction and
. ‘ ~ . 'Invoice Files -
* Data Fields
. e . * ,. = } N
. N -~ , . » N
.Q - * S
\"’ .
-4 v »
A .
r'd . . - ' .
: ) - Header -Record !
v " " .
v R4 .
R File.Pointers

e ' - o K% . ‘

N - IS R . ] . -

Institution name
Fund name

) Bank number
Fiscal yedr,

* P - . "”
. s \ S a , S
e , -+ Data Records » i 2
ot - * Q
. T ) M . . B . LN
S ; \\ Transaction .
N T . M - L
* * . ¢ ’
. tn . Card codes - .
* ERRNY * ! . v «
AR '} I . Location .
e ’ » - .
. “w N ASN
. £ "
’ Z, 2
K . co. . " Order number: “:
. ’ C, . «~ Vendor number
o Miscellaneous Ref-
. : erence Nunmber
: ' Description .
. B Amotnt .
. LS N -
& Y,
- \ o
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t L . . . -
2 + o
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. ~ Institute/Fund codes -
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. .Invoices

Card codes =-_

v
v Institute
Fund. -
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Order number °
Vendor nuﬂber
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Amount
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' :; EPIC Open Order File T .
T ..t Data Fields

. 5 .

. '} Data Record -
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- M . . L LN

SN, - . =, 0 '
Order number . - .t . -

Order ,date . ; i
‘Vendor " number A ) ‘ N
. Miscellaneous reference number .
. Original order amount*

Last payment reference . 3

2
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s N R . - £
. . Total' .amount paid to, date .
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Data Records
e . ) .
¢ Pay classification -
# M
" : - ASN b .
) repeated as many times as needed
) : . Percent ) ‘ )
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.Payroll Master File
Key Data Fields :

.

v
A °

T - "G" Record- ’
Employee_numﬁer
Prime rate . * v
Various standard deductioh .fields
13 variable deductions | .
Current regular hours - ’
Current overtime hours.
‘Current sick hours N2
Current vacation hours- .
- i Current gross total- '
u Current FIT S -
Current SIT ,
/ Current Pension . - > .
. : Current FICA * Co ot - R
‘ Current IMRF (Retirement Fund) : i
Current Net . . . o
Six Contracts, "each containing: . .
e ‘Pay code
R - . Regular or overload o
= . " Account number
’ Gross 'pay per payrdll &ycle
. . Total amount of contract .
) ) . No. of checks to be prepared .

.

"H" Record ) _ : :

£

P
, Contains all yedf-to-date records
: Lo Lk
"J" Record - .
Employee number
Name . . )
# Address - : . )
Phone . . : .
Eligibility, dates .
Social security no. ' '
Location ; . )
Department - . ' . 2
Pay classification and range - . :
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> i / *
A “payroll Master File (con'd.) o
) ngv Record .(con'd.) . -
Pay dute | ) i
. Discipline :
Title 3 -
Tenure' . ' *
* Various personal data . » 4
*15 fields for distribution “of pays .
v , ) charged to contract #1, each
containing: - ) .
ASN o -
Percentage
*. These fields were added to permit the pavroll t _interface
with EPIC. They were placed in the "J" record kecause
there was not adequate space jeft in the "6" record. T
v g - . S
¢ T
. t ‘ toa .
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Exhibit VII - F -~

. LIST OF PROGRAMS AND THEIR FUNCTIONS -* ,
b~ ¥ - , ]
Program ) ; _ : ' .
Identification, Program Title and Description of Functions Performed . Page
! : S - - ‘
QBO1 " File Initialization and Header Record Creation 178

« 1
Initialize file ‘space . td all blank record.. Create
file h€ader records, and establish end-of-space
'pOinter. Copy any file to a new space on disc, of
a different size,, - v . v .

QBO2 . | ~ Dictionary Create e ‘180

Create Account Description Dictionary file. -Update
Dictionary file with new éntries and deletions.’ '
. . . ) Print Account Dictionary Code Book .

QBO3 Account Master File Create '_ o . - 181

Create the Account Master file. Update the Account
‘- Master file with additions and deletions. Reorganize
to resequence the Account Master file,

: Initialize Account Groupings ) 186
- Initialize Percent Distribution Grouping in Account
. ' Master file." Initialize fo¥ automatic budget ad-
* justments in Account Master file, ‘Update for new
. . entries, changes, and deletions. Print percent *
) distribution groupings report Print automatic budget
. " adjustments report. . . * )

’ «
.
*

‘ - QBOS s Vendor File Creaté . 189
Create Vendor file. Update Vendor file with new ..
“entries and deletions. Regap vendor codes to _make

. room for new insertions. Reorganize to resequence the’
Vendor file. Print the Vendor Code Book. .e

~ QBO6 ~ - - Transaction File Create
» H - - > ? .
. Create and add new records to the Main Transdction - -
J . file. Create and add new.records to the Unpaid Invoice
’ ' file. :

S o 3

Q 302




OB10

QB11

.+ 'Exhibit VII - F

v - ‘. ' ) (Continued)
N o Page
Update Main Transaction file with Port-A-Punch N/A
. budget. ) L o '

. - “ 4
‘Update the Open Order file with a new. order rentered
-as Port-A-Punch encumbrances. Adjustment Cards.

" order File Create, 3t 191
* }\ »
Create the Outstanding Order file. Add, replace
and delete records in theg Outstanding Order file.
Delete records are flagged only, ind will not be
. physically deleted'excépt when’ the file is reorganized .
’ using QBO9. Print the Outstanding_Qrder File Report
in order number sezjuence. '
. \ : T,
', Liquidate Encumbrances 198
* ~“. " Liquidate encumbrances by posting payments and
completiéns of orders to the Outstanding Order file. ) '
Payments include checks/warrants produced-by the
Accounts Payable Subsystem, as well as payments drawn
through manually written checks/warrants. Punch
completion c¢ards for ordekrs on which payments are made, .
if the payments retire the unpaid balance of an order. .
All account breaks are summed for the entire order in )
considering a completion transaction. The predefined -
. minimum order amount to be reta;neé'is also considered.
Update the Vendor file for number and value of orders :
made for each vendor, vhen an order is deleted as
complete. Print the encumbrance liguidation register.
Print the Outstanding Order File Report in Vendor
Number sequence. Reorganize the Open Order file, -
physically deleting all records flagged for deletion by
earlier steps. oo .
Update Account Master File . . 206
Update the.Account Master éile with transactions.” Print. '
the -transaction register. / Punch a new Port-A-Punch
Budget Master Card file. >
S
Initialize and Update ?7ficial Budgets. 187
T~ ~'Originate a ﬁewlywaaégééa”budééf”in the Account Master ’ ’
file. The new budget/affects original, adjusted, and .

working budget fields. Adjust a previously originated
budget field only. ,h Analyze ‘differences between the
current adjusted and working budgets, to determine the
* amounts of adjhsgments required. An output deck of punched
- cards is producgd. The deck may be used later after
official approgélsrare‘bbtained, to adjust the bq§§et;7
’ 303
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. ’ 2 o ) (Continued) - §-
. . 3 * ’ ’ " . Y.
B . . . N - . g .
. . . ' —_— 7. " . Page /
. ‘ . . . . ' ] {_Ji_
oB12 - ' Automatic Budget Adjustnients ' ‘ S 5208‘ :

Print automatic budget adjustments on a "requested®
: or 4 "triggered“.hasﬁs.’ Produce transactions in the .
.o ’ Main Transaction file, for subsequent updating of the - *
' .working budget by program QB10. Print the automatic
. ' budget adjustment report. . o -,

g QBl3' Percent ‘Distribution ~ Current Year . ’ N/A
> \ . ] . » .

.ﬁerform bercent distributions on current yeafldata.

Produce transactions in thé Main Transaction file for .

. subsequent updating of budgets, ledger balances, and

P, . .’encumbggnces in the Actount Master file by -program QB10. A

-

+ OB14 Write Pa&ment Reg{s;er ) . . T 194

’ -

‘Write the payment register to account for checks/warrants
. to be produced later by’ tHe Accounts. Payable Subsystem.
The "auditﬂ;mgde is used prior to writing the checkg/
. warrants, and the "final" mode is used subsequently.'. . .
e Update the Unpaid Invoice file with chandes resulting"
from a review of the "audit" mode register. .

wt » . .

QBIS: Write Warrants/Checks ' T 196

. . A negotiable check form is produced, with a remittance . -
) . +v , ' advice'stub-at tqéitop. The ‘user may adopt the check
T - ++  form as.it exists in the program product, or he may
, modify the program to swit another ‘format. Punch &
check‘recoﬁcilidtiqn card for each warrant/check printed.
QB16 ) w§ite éurfent Year Budget Reports . « 210 ’
. » w B -
~ . Write éudgét Reports foklthe current year. . Sequence of
a the account master records may. be any'one of five pre- .
. defined sequences of level rearrangements, or in the
v ' standard sequence where the levels are in : eir b}igingl A
.." order. | = . C . ,/%h A S
. . - . . . \(

QB17 - Month:To—Mbnth,Transi;ion oo RO, 212 +

"”‘ Project the curreht year ending budget balancé. Project
the next three future year ledger balances. Print the - -
budge%‘compariéons 1'prior, present and future years

N * projections/ledger balances, May be printed. in standard,

: : or‘ény of the five optional predefined sequences as in

T , QBl6. . ’ ot :
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‘Exhibit VII - F
(Continued) - .

. .
+ N -
x

Create Lineiltem Budget File ) . N/A -
& = T . ) .
Create the Line Item Budget file. Update the Line -
. ~tem Budget file with additions and deletions. - Print
. the Line Item Budget file in‘budget authorization -
number sequence. . )

A3
. £

‘OB19 . . Trial Baldnce and Year-To-Date Transition 214
Pri IR T eivn
Print a trial balance of the Account Master file, N
suppressing.any farther functions if out of balance.
Zero out the~current year original, adjusted and . ¢
working budgets. When coding so indicates, replace
. current yéa} amounts with the next year budget gmoudts‘
dgyeloﬁid through the liifie item budget procedures.
Shift the montbly-history fields over one .month, moving L.
the current month-to-date, field to the first prior month-

[y .-

. Tog history. fThen zero out the, current month-to-date

h - ' . field. Shift theyearly history fields over one year,

' movifng the current year-to-date field to the ‘first, prior

. year of "history. Offset each expenditure and reverue

* ledger.balance' to the appropriate offset account in the ..

' fund balance area -of the account code structure. Zero out v
all expenditqre>and revenue accounts in the ledger balance ,
fields as they,are offset. ' Zero out ‘the outstanding en-
cumbrance fields. Move the “next year" account codes to
the "current year"'fields,, doing the same for the sequence

,pointers. Perform the "rext year" peryent distribution,
operations, prorating ali history-data among group ‘members
which will continue in existence in tLhe nekt year. Print .

) ghe~PercenEnD;stribution Report. 211 accounts which have . .

) . a zero percent for the rew year will be tayged for o
’ deletion.” All "rext year" percent distributicn.group data o, .

will be eliminated from the record.’' . e ;
. ] . e

.

~

' 184 !

~ 3 .

. QB20 Print Avcqunt Code Book

. © print the Account Codé‘Book."Wﬂis.book contains an”entry .
for each account in'the Account Master file. It may be .
produced in any of the s%* sequences found in thb'ﬁuaget‘
Report program, OQBl6é, or in a seventh sequence which is
Sy account I.Da'sequéné number. Jrom 1 to 99 copies’may
. be prcduced in a single run of ghe program. Either the -
‘ ) "current yeagtﬂgr the "next year' codes may be usedT . | l
|

-
- -

-
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. ‘ . 2 . (Continued)

| x LI
© QB28 S Line Item Budget In .Account Gode' Sequence N/A
- Produce a Line Item Budget Report in accofint code
sequence. Account codes may be sequenced in any
~ of the six séquences fourd in the Budget Report - :
. program, QBl6. Each accdoun code is, followed by a
. . - listing of a1l the line item budgets’in the file for
" that account. ) o o =

4

L s *

QB3Z’ : . Détailed His%ry Report I o210 -z
. ) 5
. : \ Print the prigr months and.prior Years history data as
.. . -~ found in the Accéunt -Master file. Included are: 35
. ) : prior months of story data,.the current month-to-date, -
.. .. the three prior years of histdry data, current year-to-
o .~date, and the prdjected current year ending-palance. ) '

P > £ ~ - - -
3 : 1 .

-t

v

-
: 1]




CHAPTER VIII»

DATA SYSTEMS INTERFACE -

The purpose of this- chapter is to brlefly describe
the interrelationships which exists between thk, revised account-
ing-system and otner District data systems. As discussed~else-
where in this éocumentat_i'on1 We‘?ave automated tne majority of

. ;
Mour administrative systems, with the exception~ of the propertyl
control systen,_end these systems are processedAon'the-COD

-

computer system. - - E . AN

PAYROLL/PERSONNEL - T .

Included in, Chapter VII is the lnterface which has been -
@eveloped between the budgetary accountlng.qnd‘payroll processes.

Essentially, this is the payroll and employee benefit distribution.

-’
N
-

4

STUDENT
ACCOUNTIVG .

-

Our student data svstem has been developed to accomodate I

z 4 N
’

the counseling,. scheduling, grade reporting requirement; of our

" -~
pistrict. Additionally, we have established an interface between
- this data system and the budgetary accounting system, specifically
the vendor sub-system,  to handie .check writing requiréments for

'reﬁunds; special payments, etc.

-

. PROPERTY
ACCOUNTING -

*

As we discussed 1n Chapter II, our “property control system

»

_is not maintained inrthe District. We have contracted wrt& an

.
PR

outside service bureau to do the following?

. - o * 1. Establish the bhase properLy 1nventory at each
o " seperate location.
. ) '*‘ ) Kl ! N -“ . R A‘..
. . L *T 303G .
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EROPERTY
ACCOUNTING
Y

. AS we discussed in,.Chapter II, our property control system
‘. \- A *
is not maintained in the District.

-

We have contracted with an

- outeide servicé bureau to do the following:

-

. & 1. Establ;sh the base property inventory at each
. }ﬁ o seperate 1ocation. R
2. Prov1de annual 1nventory data sheets for physical
3 - 1nventor1ng.
. akl - c
D 3. Update the inventory with changes. .

‘tion ‘into the year end formal statements.

B
g

within the District.

Establish new evaluation for District.

-

The Dlstrlct then 1ncorporates the new 1nventory valua-

»

-

We have no present plans to develop-a property system
However, at such time that we move into-

R4
-

e . . e s . co o S
the analysis of space utlllzatlon, unit cost studles, etc., we

w111 develop an in-house capablllty to support these types of

3

analyses.

Pl
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CHAPTER IX

= !

IMPLEMENTATION PROBLEMS AND COSTS

As outlined in other chapters of this manual, we have ,

viewed this project as another in a series of District 88 efforts :
f
t s

to improve our ability to manage. ‘Needless to say, in any project

of this maénitude, problems“will be encountered.:

We feel that we have dealt with eacbwin an‘effective

s

N ]
manper. Because of ample efforts in *early planning, we were able |

to ant1c1pate manv of the problems and therefore facilitate logxtal

»

solutlons.
We conducted weekly progress meetings with the College ;'

of Du Page (COD)-which were very effectlve in reconciling most ;
;

problems which.developed. Robert ‘Davis Associates (RDA) particpated
: !

%

in several of these meetings and we feel that their presence helped
. - 3

COD to maintain schedule commitments, and other computer related
’ |

problems from becoming’major obstacles. y

We did miss our original implementation date in that '
the complete syséew was not operatlonal on July 1, 1973. But ﬁbe
system was sufflcxentlYMQQElefeEEgd to allow normal accounts !

payable and payroll processing to be handled during July. Th%

reporting and olosing sub-systems were not completed until early
. ”

September. While this was perhaps disheartening, it was not

« . - 1

critical. ,
|
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'PROBLEMS . : v
, ENCOUNTERED - ‘ . ' R

. " Perhaps ‘the greatest problem we encountered centered
around our desire to gain the most impact from the revision of

’ v 4

our accounting system, In our particular case there were three

major areas, all inter-connected; which together made this project

x

much more difficult. Tbey included:

I Changes 1& policy procedure and practices
which were xntroduced
c - 2. Conversion of all business systems from- S
N + accounting machine level (i. e., IBM 402) to
totally computerized (IBM 370-135).,

3. Conversion of a basic fund function, object | v
oriented accounting system to a program .
oriented system. -

-) N 4 .
In the following -we will highlight certain. of these -

problems as well as some additional d’es.
I

(a) Coméuter K . "
Services ! -

?

-

, Our decision to use the COD facility was based upon a

-

sound judgment' that is’; District 88 was‘not staffed or equipped

to.establish its ownd capability. We feel there is a fundamentail

» N - - A

( probleﬁ with any service bureau arrangement%'especially*if the

A

user has no say in the priorities that ex1st in the computer center.

Certainly, during this project we did encotiter significant problems

in getting our .systems programmed and tested. ' . v’

Without an in-house computer capability, a very close

working relationship with any serv1ce bureau becomes critical.

’

(b) Conversion. A

District 88 has operated in a unit,record environment
. s
historically, except for payroll processing, Naturally, the con-
329
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DISTRICT 88

HANDBOOX II IMPLEMENTATION

-
.

Salaries

District 88
College of DuPage

L4

- Data Processing Support

Supplies & Expense
Report Preparation

PROJECT COSTS

>

Original
Budget

Estimate

[

$36,200,00
17,500.00

7,500.00

1,050.00
2,000.00

.

a

200.00

$65,450.00

-

MAN MONTHS EXPENDED ,

District 88
College of Dupage

TOTAL

"Actual
Project
Costs '

-

$33}90gégo
17,870290

%

11,400.00°

- (-4

A .

1,950.00
2,500.00

31500

$67,935.00"




F)

wersion to completely computerized°systems was traumatic. _We did
‘+

*

- + have difficulties in source data conversion and déﬁa scheduling

as well as the removal of hard-copy fedgeré from the bgsineSS office.

(c) EPIC
Software

L3

. - In the main the EPIC software was a very good.programming ’ )
package. However, it does not include an interface between the ~

pay:éll and general ledger spb—sYstems. In Chapters IV and VII
. b g ”- .

. we have outlined thHe mechanisms we had to design to handle this

broblem. ' ) : ' ?

»

(d) BHandbook II . "

In the main, Handbook II and @Hé Illinois Financial

Manual (HB-%}I)_ are quite similar. Our ﬁfoblems with the expendi-

]

ture code structures involved such things as: "
1. Source of funds interpretation and usage. . :&
y 2, Treatment of such things as internal servicés, ‘. ]
g audiovisual, data processing, and library as .

support, sexvice functions and not object ex-
penditures in the instruction function.

While these problems were not. insurmountable, they did )

réquire additional changes in operating policy in the District. 3

IMPLEMENTATION . ,
COSTS : - : . . \

On the facing page we have included the actual costs of

implementation. (The figures have been rounded.) v

L3

We think two observations are in order:

1. These costs relate to the total implementation
of Handbook II in a computerized environment
utilizing a service bureau.

‘
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2. The original estimate was exceeded by approxi-
mately $2500.00

A

Additionally, we have included the estimated man-months’
of effort which was required durihg thisfproject. .

€

While these COS€S\$:Y seem to beiﬁhbstantial, the readers
: c \ . Yo
must realize that they represent the implementation of a largexscale

sophisticated system, the costs of which can be amortized over

»
i

several years.




