
MU P1)( --,1`,111111N If IT HART

,. A



ED 106 924

TITLE

REPORT .110
:PUB DATE
NOTE

DOCUMENT RESUME'

95 EA 007 1t5

Financial Accounting System Rased Upon NCES Revised
Handbook II. .

National Center for Education Statue:, ics (DHEN),
Washington, D.C. Educational Data Standards prinahp; :

'Villa Pirk Community Nigh School District 88, Ill.
NCES-7-3I

.,NovN 73,
,

322p.; A related document is ED 081 1031 Not
available in hard copy die to marginal legibility of
original document-

t J.

`EDRS PRICE , MF$0.76 RC Not Available from EMS. PIUS POSTAGE.
:______DgsciaVtogs *Computer Oriented Programs; Computer Science;. *Data:

- Processing; Educational Administration; *Educational
- Fintince; 'Educational Technology; ElementarysSecondatr?

Education; Information Processing; *Manageren
Inforiaatikm Systems; Program Design

.
e Acconnting; School Districts

`School
.

IDENTIFIERS ,. .',Nati" nal Center `for Education Statiitics; NCES

i

Hand ook' II. Revised .

;.;- ABSTRACt.
!:.

.

,

i I, This 'publication describet the develOpient and:,
. . ,

ipligentation of a Achool,district,financial accounting SyStem_bated4
on the, concepts end guidelines of the-National Center forEducation

, Statistics Handbook II,'Revised, 'The system described was designed by
-schodl district personnel to- utilize coaputer:eguiptent and-to meet'

: the accounting and manege'ment4Deds of Community High School District
;88 in Villa-Park Illinois. This detailed,dOcumentation Of the .

..-,.- ,--
'Dittrict 88 system is' intended to serve is a-helpfUl example for - ,

',Othr. districts thattmish to implement Handbook II/ Revised;'' through
'the. iise'Df'computers. (MG) \ .

.
. P

4.. .. ` .
.

' '.

,54, ;.

t

" A
or

O '

a

z

,
syf

t.

0

",$4.1 ' 3

".

!Y '
Mamma%

s

rraar-,:ma:c.:arsal

.4

.. i

ti



4

S .)E CARTmE NT OF META. TN
EDUCATION L WELFARE
NATIONAL INSTITUTE OF

EDUCATION
T-1, DO. PV.f 41 A; 8E f T wf f,48,

PFS:),';41.'06::;',E/A''
IkUV

A T,5(,1 PON 0' (,5 Ok (PIN ON'
sf A'ED DO NOT NE, E.,',Ak 05(
ANT OFFI(1 Al NA' DNA, INFT
FaCA,D% P0, ON CF PO.

s. r

. COMMUNITY HIGH SCHOOL DISTRICT 88
,o

VILLA PIK, ILLINOIS r

FINANCIAL ACCOUNTING 'SYSTEM

A

BASEC UPON.,

NCES REVISED HANDBOOK

TO

\N

NCES 75011

U. S. DEPARTMENT OF HEALTH, ECIUCATI,QN:AND WELFARE
Catpar WAA/sinberger, Secretary.

Education: Division
, Virginia Y. Trotter. Assistant Secretary for Education

A

National Center tor'EducetIon Stadstids
Francis C.-Nassetta, Acting AdMinistrator

t la*

,t

tr

. .



0
17,

I

Prepared by Conunitnity High Sdhool District 848.p`}-
Villa -offide. -staff: John 'Thorson-,

.-then Siiperintendant; David Koch, Assistant
; $12.prcintendenti Adk Monts, -But4.ness MaTiagar;,

a, I'sobest LopatrkA, ASsistant -13p.sinest- 'Manage'.

,

A

Z

.

4

4



4

I

This publication, developed by, staff in Community-Ligh
School District 88, Villa Park, Ill., waa supported, in part, Ly
a U.S. Office of Education grant to document the experience of
Community Itigh School District 88 in implementing,Finandial
Accounting Classifications and Standard Terrnino]ogy or Local ani
State School Systems, State Educational Records and gepOrts Se_ riesk
Handbook II, Revised.

It.

**.

FOREWORD

ti

Handbook II, Revised, a National Center for Lducatiori.
Statistits publication (1973), presents defined items and tetim
classified in 'categories for use in school finance accounting
systems. This- published accoufA.describes its implementation
based on computer equipment to meet financ\accountinc and
management needs in one school system, namely, Community hirh
School District 88.

It is likely that this documentation will be helpful 'to
other school systems that will Le implementing Handbook II, revised,
through the use of computers.

In no way, implied or otherwise, is this product to be
. construed a an- official endorsement of any Computer software,

hardware, r contractor. 0

lAbsalom Simms, Director
, ..

Division of Intergovernmental
`

i -

Statistics
i

4

%

Allen R. Lichtenberger, Chief
Educational Data Standards
Branch
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This manual

qffort on the part of

. PREFACE

represents the culmination of two years of

the District 88 staff to improve our, ability

to manag and control the resources involved in- the deliv.71%Of

educational services toOur constituencies; namely, the public arid:

(
.

,
.

.

. .

.

our Students. This project is but one of many-innovative programs
.

inwhich our District takes pride. It is indicative of our continual

ef forks to operate the educational enterprise in aresponsible and
4,

; e
creativemanner. We do not accept the status quo as an unsurmountable'

barrier, but rath4 as a departure' point for ichievimglleutplateaus,
4

.

of educational management.
t.

I

For ..exa:hple ,'
. ,

'

-When we expe4enced tremendous enrollm nt growth
during the,0 t ten years and our facilities were .

taxed to We limit,pibtrict 88 met ,the problem'
with what tas be&othe Mown as the "88 Plan," at', ',

system inv3lving st'aggered shift Scheduling and , , i

moditied open `campus concepts .' ..

s-
( . .

4.

-When our students, and'other constituencies bedame
.

concerned about the relevancy of our curriculum and
teaching methodologies, weintroduced such concepts;
as resource centers, team teaching, individualized
instruction and electronic media.

/
N

When it was apparent that career selection, inolud-
posSible purAUit of post-secondary edUpation,

was a concern of our Students and other constitu-
encies, we developed and imAlemented the CVIS systerw
which is.amon-lihe integrated, iriformation systeM de-
signed around career oppottunit4es and customized tor
a particular student's capability.,

-When accountability and self-renewallbecame the hal-
mark of theeducationAl establishment, District 88
embarkedon the development of managementj=gram .

'throughout the . District- which has inclUded our being,'
one' of six.-districts in topilot the
mentation of the 'Illinois Program Accounting System,
based upon Handbook II.

,

V

e

-a

t



-e

We feel that this project has helped tremendously in,

identifying better methods and concepts for operating our District.

It is our intent to continue these efforts in the future, not

directed toward utopian levels of operation-,but certainly at

optimal leViels of operation.

The development of this system has been a district-wide

activity and all Who participated are to be commended. Mr. Robert.

LoPaika, Assistant Butiness Manager of our DistriCt, was designated
./

as project director for the implemeneation of-thesystem. He had

the fulip. support of the entire administration, including the Board

of Education, and specifically Dr. DaVie :loch, Assistant SUperipr

ten ent and Mi. Ja0k Monts-, Business Manager.

-Robert Davis Associatds,-Inc. (RDA), of Atlanta, Georgia,

wh ass .stecfus in the design and implementation of the system, aim)

helped in the preparation_o:f the documentation. included in this

manual.

ry

November, 1973.

A

4

John R. Thorson
Superintendent
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CHAPTER I

COMMUNITY HIGH SCHOOL DISTRICT 88

DU PAGECOUNTY, ILLINOIS
./

District 88 is located in a near west suburb of Chicago,'
,.A

Illinois, in-prosperous DU Page County. It is a Sigh school

district with an enrollmeht in the 1913-74 schocil gear of
. 0 ,..

approximately '9,900 students. .1Me'preeently,Operate three

separate facilities (York, WillowbrOok, ancl-Addison Trail

High Schools) yowl a fourth site reierVed:'for future expansion

as required.- District '88 serves five feeder elerehtary

districts whose combined enrolUlents in the 19,73-74 school

yearapPioximates_17,000 students.

The Districtistmundaries encoipaiSapproximately 32 square

miles in Du Page Coupty wittran. assessed valuation of over,

$602,00000, or $6-64800-pdr enrolled student. Our present '`

tax levying per is $1,814. and our aVerageexpepditure per
. Q.

student,during'1973-74 is $1500.00.

The inherent philosophy Of our'Board and Administration

toward management a our syStem is' characteristic of a highly

decentralixed

participation

Operation At each school location,AcrithLbroad

by the administrators from each location in

,

..diptrict-wide formuLation ofpolicy, goals, objectives and
. .

I.'4

procedures 'Allis participative managementapioach,is

exercised though the SAC (Superintendent Ad4isOry-CoUndil)

which meets. weekly to review and revise the goali, objectives'

and directipps of .the District.

1 .r

C-

1
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ft,

. l 0,
w# .' Within the-past' -two 'years, we have implemented the organ-

.
. ) '4

.
. . .

. leationar recommendations contained" in a MahAgedent study
.

0
.

. 4

,conductid);:r an outside consulting firML The present

alignments Of authority end responsibility .relationships Ana
( ' A contained in thechakts on pp. 4' and-5 of this section.OP

.

\

- 4.
programs

. -
. .

.4.

,Our curriculum cover a
.

broad spectrum ranging --
,. ,

., fkom,highly innovative academic transfer. programs to, terminal
..;

.

* =

. ,career deVelopment prograis. For example,. We have successfully. .

,:developed innovative techniques such as;

Contract Learning
.

. Team TeiChing '; .

. IndividhalOed InstrUction T

. Video instruction' . N
.

., .ComputerAssisted Instruction . )
..- - ' / .

. . /

bwhich have been incorporated routinely into our "Curriculum.
II.

Additionally; even though oueDistrivt,experiendes a

.:, reIa.tively high'rate'df college matriculation by our. graduating'
,. .- - . , . .

studenti, we. have established, and maintained=4.4bstantial
.

.
' N ,r i

,

commitment 'to career development. programs. For example, VIA. or
operate approximately fifteen tO seventeen cooperative-work

programs for our students iri-many areas,. including unusual

program areas such- as Dental As#istahts and 'Cosmetology..

District 89, in cooperation with .the Illinois Division of x

Vocationaliand Technical Education, designed and developed

the highly successful CViS Program (Cotputerized Vocational

Information System). CVIS ii an on-line inquiry system which

assists our ktuderts in Identifying career opportunities con-
.

sistent with their personal goals and their4established_

achie4ement levels. )'

2
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We have embarked on a new projeCt, WhiChls to_ develop
. .

- --
PPBES capability lathin-our

.

'we 'have. been in the, piocess of es
' N

. .
iCt. For the'past two years,

tablishing an 1.1"02:' )
, , ,

methodology which consistent .with our decentralized -.

--.-
.--ir, .a ,

management- phi losophy-v ,but 'more. importantly Will-'become the.

..

4.

foundatioh. -otNt.he .praEt ---

We feel. that theexpansion of our HBO mathodolocjir, the

development of the PP'-Es system, and . the `establishment of 61'

.0

Program Accounting system (Revised Big') 11n provide us with

'the effective tools.we need to manage the resources Dj.strict
4

86 in a much'-more enlightened-smanhe'

,

O

1

a

a.
".

c.

4

4

O
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CHAPTER II

pESCRIPTION,OF PREVIOUS ACCOUNTING SYSTEM

J. .

Ourprevious accounting system was structured in

accordance with the ghost receAt vo.csion of the Illinois

Finanval Accounting !vial., This manual was adopted fr7n

the origingl ftndboolea, and had undergone several revisions

ar 'as time changed, add the reporting and'recording requirements

of schbol.listricts and OSPI changed. Staff members froi

our district participated in the On-going development of thee

Illinois, over the years,0,
f

For several 'years, we have recognized the need toImaintain

expenditure accounting records by facility and department,

which.was used primarilydfor comparativelcost analysis and

budget preparation purposes. However, we only included
4

supplies, travel,. maintenance and capital outlay classifica-

tions in these analyses.'

Our system was essentially-one of
////

modified cash basis

accounting. That is to 'say, we did not recognize receivables

and payables at the time of their occurrence, biat'did maintain

an encueirance accounting sub-system of all,purchase orders

issued,'essehtially fbr budgetary control purposes.

We have maintained an IBM 402 Accounting Machine System for

bur business office operations for the past ten years.

In the following we briefly describe the highlights of our



Automation

For the past several years we have utilized the computer

facilities of The College of DuPdge (COD), a state supported

community college. For the most part, the College's

computer center has provided the following support:

. Processed our payroll/personnel sub-system

. Prepa red our student schedules and grade reports,

. Maintained n on-line inquiry system CIVS (Com-

puterized ocational Information System)

/
With the implementation of Revised Handbook II, we have

increased our usage of th)is facility by adding the budgetary

accounting and accounts payAble sub-systems.

The IBM 402 system will be phased out of our District's

operation in the very near future.

Payroll/Personnel Sub-System

Our payroll/personnel sub-system which was designed by the

COD is a fairly sophistidated application which includes the

creation and maintenance of combined profile, payroll did-

tribution (up to six separate account distributions) for

each employee; however, it did not include distribution of

Board paid employee benefits.

Also because of. the stfuctur of our previous account'

7"
'er s em, we could not obtain direct departmental (program)

costs for our salaries and employee benefits,

4.

7
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Budgetary Accounting & Accounts PayableI
As stated earlier, we have maintained an IBM 402 machine

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

it has been used primarily for general ledger and accounts

payable accounting, after the patron process was transferred

to the COD.

*We routinely prepared monthly journals, budget to actual

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.

,4;

Activity and Pupil Activity Accounting

Although we have historically maintained these .lasses of

accpunts within the Education Fund group, for statement

preparation, we nevertheless have maintained them as separate

records, since they are iequired to be self-supporting.
: This classification of accounts included such things as

Food-Service, 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
fadt a kalance existed.,

15



Monthly Reporting

In addition to the reports mentioned above,, we normally

prepared standard bank reconciliation, treasurer and

encumbrances accounting'reports at the closing of each

period, these reports were primarily for Board review pur-

poses, with the exception of the encumbrance report; which

was also used ,for internal budgetary' control.

Purchasing

'We have operated for several years, and will continue to

da-so, a centralized purchasing function in our business

office which includes such things,as:

. Annual ordering of'commodities and bulk items

. Competitive bidding on equipment, and some supply
items

. 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. 0

Ve do not maintain any 'DistrictLside warehousing

ties, since each of our separate facilities have adequate

storage space and can accommodate on-site supply storage.
0 \

Budgeting

We have = followed a budget format outliried in the Illin

(Office of Superintendent of Public Instiuctibn, OSPI)

Financial Accounting Manual. It was essentially a%lin item

9

16



14

e., A

incremental approach, patterned after the standard Fund/

Function/Object breakdown. It.was,not program oriented; nor

Add it allow an accurate differentiation between-instructional

and instructional related (support) costs.

Our budget timetable each yegr included the following

targets:

Fall: Tentative Budget to Board - detailed
allocations and Board approved levels
of supplies, reference books, Librafy
and Capital Outlay.

Spring/
Summer: AllOcation of the function/object.level

after completion of statelegislative
funding program.

Fall: Final Budget to Board for adoption and
establishment of annual tax levy.

Property Accounting

The district, for many years, did not maintain detailed

property 4equipment) records. Our major objective in this

area has been to assure that the formal audited statements

1

of the District includecan updated'capitalized value of the

equipment inventory, taking into consideration the additions

and retirements that occured during a fiscal year.

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

outside firm to develop for us a detailed.inventory manage-

ment tOtem for sour business office operation. . (Our Own

staff handles the physical.inventorins.update,requirements.

on an annual basis.) We have completed this activity for

two of our facilities and the third will be done this current,

year.

10 17
e
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Cash Management

Our District has established a detailed cash flows

requirements program which allows us to keep our available

cash invested on a >continuing basis in U.. S. Treasury 'Bil'ls
o

and other appreved forms. "It'is our policy to constantly

maintain low cash positions in our:current bank accounts.

They flexibility of treasury bills liqUidation allows us to
fsk

meet our cash flow-needd on current- basis, and at the' same

time expand the resources availablefor District operations.

Extnai
,

Audit.
. -. \

.

', Even prior to the state requiremeni for an

.4

external

review and audit of our annual financial reportstour.

.District has rotained CPA firms io conduct an operations

* . . .

audit. We have felt this to be a\rlecessary part of'our

stewardship responsibility:

0

,4.

a-

)1
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CHAPTER, III

SYSTEMS DESIGN. REQUIREMENTS AND DEVELOPMENT

Throughout this documentation manual i4 a theMe which

describes' the District 88 approach to educational management.

Since the arrival of Superintendent Thorson. in 1970 changes in

management philosophy have evolved. We tend to characterize

this philosophy as "participatory management". ObviOdsly, the

size and composition of District 88 lends itself to this approach

since we are a secondary systeM with three large departmentalized

high schools.

This composition allows for broad levels of decentralized'

authority and responsibility at the school level, with highlTcon-
centrated coordination and planning conducted at the district level.

The coordination and planning functions are handied.by

the Superintendeht Advisory COUncil (SAC), a group comprised Of
4.

the Superintendent, Assistant Superintendent, Director of Educational

Services, Director of Continuing Education, and three school principals.

'Complementing the SAC role are the various Board

Committees, Citizen Advisory'Groups, Principals' Councils, and students
Nt..

\who assist in evaluating, interpreting and quid ng the direction

" of the astrict.

For-the past the years We have been d veloping a
?

management,by"objectii.f4s prograth in the. district, to the deparinental

12 19
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level of.each of our high schools. We have high hopes that this

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

point where we are able to write measurable objectives for each

of our operating departments.

ACCOUNTING
SYSTEM DEVELOPMENT

At the point where, we were selected as a pilot district

in the Illihoi, Accounting Project, we immediately set into motion

a development program with the SAC which included the following: 1

-What policies needed to be revieked 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 staif meetings at each of the high

'schooli, these questions were considered and determinations were

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

policy nd procedure,changes which were developed as a result of' I.

these di cussions.
4

Naturally,,,eich, of these chaugps evoked great Is-

cussion'si de they,represented chanle,from the establish d

.
20



FIGURE III - 1
Page 1 of 3

ADMINISTRATIVE POLICY AND PROCEDURE CHANGES

1. All fee card accounts' will be listed as-supply accounts in
departmental budgets.

0

2. Balances of-fee card accounts-will not be carried forward:

3. All anticipated revenues, including fee cardS, will be esti-
mated for budgetary purposes.

4. Based upon the total estimated revenue from all fee cards,
a single fee card expenditure account will be'estimated
for each departMent.

5. Programs org nized on a- district basis (cosMetology, dental
aide) will identified as cost centers to insure their
separate ide City.

-

6. Driver educa ion, summer school-and athletics accounts will
be considered part of the Educational Fund. They will not
carry balanceS.

7. BookstOre and cafeteria accounts will be included in the
Educational Fund, but year end balances will be included in
the folloWing year's budget.

. 8. Special event and student fund-raisihg project accounts. now
carried as auxiliary will be transferred to activity, thuS
retaining the ''catry=over" condept. .(Chrj.stmas wreathA,
records, yearbooks, tours, test scoring (SAT),

§- The health fee ca will be elitinated. Studeht text books
should- -be purchased through the bookttpre, clasarooM
referende books andsupplies from Educational Fund,acCounts.

4 ,

10. P.E. locker fee cards will be part of the bookstore opepation.

The towel tental,fee account andttie laundry account
be combined as'a district acoount'under'the Building Fund.
Fee cards will still .be charged and colledi:ed b'y the:bookstore.
Balances will not carry over.

' Each special educ ation.Orogram_must be coded-as a cost.',
center in tkie Education Fun4 as prescribed by the oslYr account

4 ing manual. ".
.

4

3.. Revenues from student. ID fee cards antltranScript charges will
be'deposited in the General Ediggation Fund. Related expendi-
tureS- will be 'budgeted in the'lp cipal's offide budget.

a
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FIGURE III- 1
Page Of 3

14.
.

State- federal yodibionl reimbursements-will-be budgeted in
the various vocational departments and coded by source of
fuddg. Balances will not carry over.

15. State vocational handicapped and disadvantaged funds will be
*budgeted by building using the "hose'acdount tancept:
Balancesmill,carry aver. Expenditures Will be charged to
the yailious vocational departments and coded by source of

1, fundd,
_

16. In-service_ training_accounts will be eliminated, but-funds'
will be budgeted in the Educational Fund under the.suppori. brr

of staff functions. -

.

Library overdue boot _fund will' be eliminated.ind:included
.LAd a miscellaneous eVenue in the edUdationaccount.

A "

la. Present welfare fund (K); pay phone:revenues, and building
,rental revenues-, will be included as miscellaneous revenue_ .
',in the Building Fund, Expenditures will-be coded as any
.other supply item fro* the Building Fund. '

#

MimeorAV and bookstore charges for suPplied and'ser1.4des
.

will be ;established as separate dost'centerSwithzero *-5

budget amounts: Initial supply-pilechased -appropriate. to .

.:these areas will, be charged to the cost .centers. As depart-
ments ptilize the cost/Center seryiteS,'Charges. will be
assessed' against their'supply'accounts and the-creditS
applied toward' reduction of the cost-center'd expenditure .

.

aocount.-

- 20. Faculty travel will be established on a per building basis,,.'

Expenditures will be 'charged=to.the respective departments.
using the 7hostu.accounting concept:,

. .
.

21. Research and deyelopMent.adcounts will,be established on a
district office and building basis. -'

. J

22'. Study guide and wtitidg manual Will-11'

.-'thrchigh the bookstoid,'

2.13, Ap1 title programd will be budgeted under the'Edpci'tional
Fund.--
.5. ,

.

24. CVIS be considered.pkt of the'education41'budget
of the guidan-ce-department:

1 . 0

,CVIS II will be budgeted in the Educational Fund under
',research and development at the-district level. .?

2.6:. Attendance and scheduling will be established as a single
cost center under support of pupils.

15 t'



FIGURE XII -
rage 3 of 3

4

27. Co-curricular activities
10

receiving no board support will'be
hamiled as activity :Iccounts.

28. Co-curricular actillities receiving board support in any
form (yearbook, newspaper, forensics, drama) will be handledin the following manner:

a. Expenditures supported 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 be part of the General
Fund;und; therefore, balances will not carry over.

Budgets must be.established for' all revenues and expenditures.

30. Apprentice training accounts run through Continuing ,Education
will be established as district activity accounts.

4

".°

O.
.

.
,
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4
patterns of the district. But each was agreed upon, and were

incorporated-into the4new accounting system design.

(a) Information
Requirements

,_
N . t

After the abOvestep was completed we proceeded with

the determination of,the data and information requirements for each '

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

identify both the levels-of data accumulation and-reporting requited

for this objective as well as 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

Standard
Option 1

2

3

4

(b) Program
Definition

Distribution

Districi'Office .

Principal
Board of Education
Department Chairman
District Office

In view of the then established MBO program whkoh was

oriented to our depprtmental structure, w conclIlided that bur

approach to program cost recording and repdrting would remain at

the departnient level. However, in ,the evelopment of the program

_ dimensionin,_theaccount. classificatio -code we-did allow for two.

aidditional elements:

1. Course level accumulatIon in.the 1974-75 school
year

//

, 17 WA.



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

-

14- Co- Curricular)

We decided to set this structure for the first year only
A

and review it at that .time. If it was deemed inappiopriate at

that time, we would modify the structure. (It should be added

that the computer systems have been developed vrith suffidient
1

flexibility to accommodate this need, if required.)--.1

(c) Data Processing
Support

I

We evaluated the options available to- us and concluded

that if nothing else the time constraint would preclude our ability

to establish and develop sufficient dat'a processing support within

the District.' We were-also assured that the College of Du Page

could meet our needs adequately. Consequently we elected to Vontinue

to use their services.
4

(d) Project Schedule
and Coordination

Mr. Robert Lopatka was given the responsibility to coor-
e

dinate the implementation project for our district. Working with,.

the consulting firm of Robert Davit Associate's .(RDA) and-the

College of Du Page staff, they jointly developed an overall. plan -
v.

for the project which is included as Figure 111-2. -this plan was

supplemented by a much 'more d4tailed schedulelwhich is.incluad

as Figure I11-3.

I

2

z
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TIGURE III = 2

"ROGRAM BUDGETING ACCOUNtING.SYSTEM
TENTATIVE CONVERSION SCHEDULE

AS OF NOVEMBER 3, 1972

Mi. Robert DAVis, Mr. William Healy, and Mr.. Robeit M. IltOka"
have reviewed. -the-the EPIC Software package and:: -
collectively with IBM ,representatives. It is our feeling, that
this package will meet the basic requirements Of the program
budgeting '- system' With Some modifications. Since District 88 will

. continue to work thiou'gh the College of DuPage, we feel that the
College'of DuPage should be the' contracting organization with
IBM regarding the-leasing of EPIC. ;

At the present time, it -is our feeling that a two step conversion
should' take place:,

Step. I, being the parallelling. of our existing accounting
structure utilizing the EPIC package. Thus, we will in
effect be testing PtC Programs, to determine- any ritc4ificationii,
changes, etc: that need to be made. The parallel is,
anticipated to takeV.Iiice on February 1, 1973.

Step 2, is the actual live' conversion from our -current
accounting_ structure to the neW-Teaeral HanAbook to
utilize the .EPIC package. This will' take. place on July.

r

.

1,2:973. A

*

TENTATIVE.TIME SCHEDULE .,

Dedeluber 1; 1972

Dedember 15, 1972

January 1.913
:4

Febjuary 1, 1973

March 31, 1973

March 31,.1973

'A System AnalysiS/P,r'Ogiatfuner will be
hired by the pp, (34 of DuPage at of
this date towork exdlusively the o.
project.. t.;

,plan will be readyias of this date-,
to effect 'the parallelling of'the
curigni accounting structure using,
the EPIC package. (Steep I)

. "."

EPIC Software" will be :delivered .

The System Analygisiprogianunerwin . ';
have 'checked 04 the EPIC Softward.

of.-Distikot 88's current
accounting system will begin.

:Parallelling 'w:; 1. have been completed
.giving. us two' onth test period..

. .

Modifications to the existing payroll
package" at ,the:College of DuPage will
have been made (ie. Multiple di.tri-
buti6n and interfacing with the EPIC
progiamt). .4

19; f



April 1

4 ,

July 11.1973 At this period, ,actual ,conversion will '
take -0,a00. The Wew.accounting struct-
tire and c pkograms.Vill be: used in
the a0pa da* to day operations.

1973 A plan for Step 2 (the final conversion
will be ready. as' of this date.

April 15, 1373 to July 1 1973 - During
this period of time testing will be done
and all of the necessarytasks out-

.

lined in the plan'for Conversion to
Step 2 will be accomplished.

I
z's

.1

A'

'
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Since the district had 'a limited knowledge of data

processing, inl-house the coordination of the computer design and

programming r"equirements were handled by Robert Davis, Associates.

(e) . Procedural
.Changes

) The establi nt Of a _program icost) accounting recording
/-

and reporting system required considerable changes in our operating

0

prOcedliresc spacificaily in tiie

reVitIsed4procedures 4re-okitlined

Fr

0"
it

(

22 .

.budgeting and payroll areas. These

.in Chapter V.
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CHAPTER TV

THE .NEW FINANCIAL ACCOUNTING SYSTEM.-

The 'management 'of educational programS has been an

evolutionary process in that the data 6pon which we base decisions

have changed from measures Of resource input toll:notional areas

to measure of program'achievement in.terms of resources_expended.

Past Charts of Accounts used by,Illinois School-Districts, as a

basis for accounting systems,- have been limited chiefly, to three

di6ensions: fund, function, and object.

While these limited dimensions served'Uell to demonstrate

stewardship,of funds, it is necessary. to add diMensions to meet

information needs of schooladministrators, the general public,

and our Board of Education. These needs are numerousand complex.

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

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

response to recognized educational needs, and of the resultant

heeds for information to assist in planning and decision making.

Added emphasis.was placed on the need for a more, refined accounting

system through court cases whose dicta have given new directions

to financial support patterns for education.

,Some of the needs groling out of our changing approach

to education program management are:.

- location accounting:. required for school-to-school-
and district-to-district coinparability.analysis;
(i.e. Title,I Programs).

\



- 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 included in state aid
fbrmulas; (i.e. instructional.services vs support
services).

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

As these needs were identified, the old charts of account

were expanded or subSidiaty records were established'to meet the

particular need of an individual district, or problem area. This

was doze. essentially to gain more detailed data than was possible

through strict adherence to the old Charts of Accounts.
k

Detailed data have meaning and vaAle only through systems

which make possible logical combinations of'data to produce'diffefent

kinds of information. To this end, each dimension and Category of

the Illinois 'Chart Of Acd6unts is discrete and mutually exclusive.

Therefore, there is no lohger an account number per se,. but rather
.

. ,.
.a tag

i

identifying' each financial transaction which'permits an

althOsf infinite display of financi" :.nformation depending upon the
/

apect
.

of the 'educational enterprise being examined, as well as
t

0

the summarization in'a pyramidal fashion, of the levels.Of data ,.

4

requirement. As cart be seep, the base of the structure is predicated

on the need for the greatest degree of detail, that it at the.

information required in, an information and reporting hierarchy.

Figure IV-1 illustrates this hierarchical, or pyramidal,____

?4
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a

consumption leVel.of financialtesources, AE this need moves up

'the hierarchy, or pyramid, -'it becomes obvious that a lesser degree
.vt

of detail is required Since the infoimation requirement has lessened;

that.is-to say, more. summarization and aggregation of data occurs

as one move's up the'hypothetidal hierarchy.

Needless to say it is vital that in the original clasSi-
.

fieation (or combining, of_tags) of the data, at the transaction

stage, all conceivable levels and categories Of clas6ification

must be considered. Otherwise, the capability to meet all levels

of the information hierarchy will not exist, and negate the potential

- value of the repbrting system.

HANDBOOK II, AND
THE ILLINOIS- DEVELOPMENT

DA.Fing the past few years, the United States Office 'of

Education has been in the process 'of revising Handbook II, Financial

Accountin for State and Local Schools S stems. This was brought

about by.
/
kactitioners in the field recognizing:the inadequacy c&

a function-object accounting System..

As the revision neared, completion, various states began.

preparation.to revise their systems. This was done .in order- that.

they could gain the 1156 of themore flekible, hew system andmeet

changing'Federal reporting requirements. Illinois was one of these

In accordance "with' the Illinois School Code,, it is the

responsibility of the Superintendent of Public Instruction (OSP-I)
:s4a



to formulate and approve farms, procedures, and - regulations for

school districts, in the proper accounting for all receipts and

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

ti

leaf form relative to budgetaryaccounting and finapcial manage-

ment procedures. In conformity with this xesponsibility and acting

upon the advice of the Financial Advisory Committee, revision of

the Illinois Accounting System began.

It should be added that concurrently with this develop-

ment, the OSPI'initited a state-wide effort to develop goal state-

ments which wou141 assist in giving direction and pupose to efforts

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

Goals for the Seventies. By clearly stating the Illinois goals

to be achieved, it was possible to assess preserit activities and

identify needs in terms of these goals. Raving identified the'se

needs, it was necessary to modify the approach to-managing education

programs. This included three separately identified activities:

1. Revision of the Guidelines and Standardsfor School
District Recognition and Supervision*. .

2. The jointly Sponsored program, (Illinois General
Assembly, Executive Office Bureau of The.Budget and
OSPI) ,known as the Educational Effectiveness dnd
Fiscal Efficiency Act.

. Revision of the Illinois Financiai Accounting Manual,
based ,upon USOE Handbook II.

, 4

Items (I) and (2) deral,esseVItially with the developpent
-

of planning systems in Illinois' school districts and, although

vital, wi ll,not be part of this documentation manual. Item ('3)

will be discussed in the following section.

27
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, REVISED ILLINOIS
ACCOUNTING MANUAL

During the 1972'fiscal year the Illinois Financial

Accounting Committee, an advisory panel to the Superintendent of

OSPI, recommended that the then Illinois Accounting Manual be

revised to makesit consistent with Handbook II which was under

development by the USOE Standards Branch.

The Superintendent accepted this recommendation and the

Fiscal Management DiVision of the OSPI was given the responsibility

for undertaking-the task. Drs. Wilson andradshaw, and Messrs.

.Glick and Pyle of that Division developed an RFP which' subsequently

resulted in a contract to Robert' Davis Associates, IRDA)*Off,

Atlanta, Georgia toaccotplish the following, objectives:

1. Revision of Illinois Financial Accounting Manual
-:.for Local School Systemi.

2. Itaining and Implementation supervision of the
.a system ih Six pilot districts.

Traihing and implementation superVision of the
'syStem ih,all'other Illinois School Districts.

4, District S8 volunteered ,to becote one of the- pilot dis-

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

Classification system in'the Illinois manual. It is included

here so that the reader can better uhderstand the directions .

taken by the Illinois OSPI.

It should be noted that in the main the Illinois Mahual

is consistent with the outline of Handbook II. The major variances

28 0



occur only in those cases where Illinois Statutes or the OSPI

regulations take precedent.

THE DISTRICT 88
MANAGEMENT SYSTEM. PLAN

AS outlined elsewhere ih this manual, District 88 has

been actively involved in developingan effective approach to

/
eduational management ,for the past two years. Inherent in these

thrusts have been included the following;,.

- EstablishMent'of district-wide q'oals' involiming
the staff andp-community in the- District. 1

-Develcipment of speqific objectiVet '(programi)
to aSsift in achieving these goals.

The -program accounting project is one asOict of this

entire development and-will-assist only; in the control and-,evaluation

of the financial resources..'',

DISTRICT 88 PROGRAM -

ACCOUNTING SYSTEM

At the outset of this project we identified the following

major questions which needed tQ be answered prior to beginning the
0 4

, detailed- planhinq:
. .

6

1. What level of prograril accounting wol4d the
bistrict need in .order to support its manage-
ment systems and objeCtivesr

2. What changes in policy needed to be identified
preparatory to beginning the development?

Did sufficient hardware and software capability
exist at the College- of"DuPage (COD) to support
the Revised Accounting System?

4. To what extent should the District payroll dis-
tribution processr.bechanged?

29
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Each of these questions were addresSed at the beginning

of this project. Questions (1) and (2) have been dealt with in

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

DATA PROCESSING
SUPPORT

In Chatter II we discussed the degree of computerization

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

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

counting systeM included:

Could the present COD budgetary accounting
software paCkage be modified to accommodate
the requirements of the Handbook II coding
system?

(After some oonsideration 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 puicpoSes.

AsiuMing 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, programming and
testing of a separate budgetary accounting
syStem andave it ready for implementation by ,

July 1,1973 was iMposSible. The project.team
elected to evaliate existing ommercial soft-
ware packages and select tha which best met
the needs of DiStridt 88 an_ would be consistent withHandbook II requitementS.

The IBM corporation. package known as EPIC
Budgetary, AccoUnting was selected:becausd,it

,

.seemed torildet the-general requirements-stated
above.
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.-What expansion of the current payroll programing -
package would be requit'ed to accommodate detailed
distribution of multiple labor and employee bene-
fit costs td the program level?

(After analyzing the existing payrcill package it
was felt. that major modifications would be required
to effectuate 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 existing programming.
staff of the COD would need to be supplemented.
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 to the hardware capability of COD it was con -

cluded that the existing ,configuration would adequately accommodate

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

Since the Epic- Budgetary Accounting Was Atill a relatively-

new software package at the time we began. impleMentation we..decided

that a parallel runwas ,necessary.
4

'Ccmsequently, after the software had been initialized

on the COD computer system, we paralleled the Months of 4anuari-,
47%

and February, 1973, business to the existing accounting machine.

as 31-

an,

e

1
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process. We thus assured ourselves that tip EPIC software was

functioning correctly in addition to familiarizing our staff with

the software package.

MODIFICATION OF
PAYROLL. SYSTEM

The payroll system at COD had recently been completely

redesigned andprogrammed. Our. major concern, relative to the

Revised Accounfing Systeml.was the capability to distribute payroll

costs; and the attendant employee benefit costs, consistent with

the individual contracts and, multiple assignments of our staff

personnel.

The payroll systei had been designed in such a manner'
.

(i.e., expandable)'that these requireMents could-be accommodated.

The major problems included (1) determination' of the number of
4

. distribution possibilities; 2) modification of the payroll die-
..

tribution calculations, and (3 addingthecalculation of employee,

benefit distributions consistent with (1) aboVe.

A major problem 'occurred during re-programming, which

'hadnot.beenanticipa,characteiistics
of the EPIC-Budgetary`accouriting software, which resulted in a

second major expansion of the payroll master file. It focused
. .,

around the EPIC charadteristic khoWnas the ASN (Account S4irial
.

6

Number) whigh.is an- arbitiark nuMberrng assignment for an existing

vaccounp number in the general ledger structure. Thft is to say/,
.1,

in lieu of the customary account
.;,
num ber*identiffcation (i.e.

t. ,.

1
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fund,-function, program, objectt facility, etc.) , the EPIC system
uses a five position iccount serial number to identify all trans}
actions entering the system. ThUS, instead of merely changing, .-.:.

-,the object designation in the calculating and distribution routines.
.. . . ,N

of employee benefits to a particular budget c enter, it became
.goit .

nedessiryi to design, a separate interface between the payroll master.. i

file and'the account master \file. ..

. ,... .,,-
- t, . , .

- Needless to say , this Created, okeveral-prob lemg: including
. IF

, ---, , , , / ,: '.!, A
(1) an' enlarged payroll master 016,-42) 'a 'very complex interface'

.

program, and.(3) an increased amount of cdmputerprotedsing time.

BUt the ,probleMs have been r,esorved -arid. wp are able to,:distribUte
.

payroll and ,employee benefitcostt 'an actl basi5, .at the- .program

level

MA.I.OR DIFFERENCES .

-nom- OLD ACCOUNTING
SYSTEM ts,

The. major differences' that have be incorporated ...into

the revised accounting system are:.. .

!

. ...'
A 4 a v

I.

90 1. All budgetary, general ledg'er,:accounts payable
"and payroll processes have been's-convertiect to s
.computerized- appli,:catisems as opposied to the former

,. . .accounting machine. processes ..

2. The accounting system is truly program oriented,
as defined 'in the District 88.program Structure z.
which is departmentalized, and is- capable a
acctknulating- and repoiting dests' on all optiont°
available in the expi..nditure dimensions of the
account code structure.

3."
40
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3. District policy regarding the handling of uxiliary
enterprises and pupil activity enterprises andpupil activity 'accounting ha's been .substantially
changed and these acdounts ilave been incorporatedinto the regular District accounting system. .,

4.. The account claSsification struciture has been ex-panded to include ail4imerisiond-outlined inHandbook IIy with the exception of the term:and-speCial cost centers diMensions. (See Figure. IV -2for an outline of the dimensions included.)

5. The budget prodess has been revamped and has become
-1program oriented.

6. The Revised Acdounting sys-tem output reporting has
expanded' tremendously and significantly increasedthe management, control and evaluation capabilityat all-levels of District Administration: (;F igureIV-3 illudtrates'several bf the reportifig, sequenceswhich can be produced frpm our system,.and'are astandard feature Of the EPId-Budgetary-Accounf4ng
System.

THE' ACCOUNT
CODE STRUCTURE

was pointed out in this chapter that the
t",

kevel!s ,of
,

coding. incorporated into an account .classification strub-
.r.

ture determines the relative capability of an accounting system
to 'respond. to management requirements for finaricial ii formations

analyseS. Obviously, there.are contraints that other Districts

.may encounter (i:e.

that could liMit th

machine proce sing-availability_ and capability)

of coding detail built into the structure.

We did not have such a limitation andthus were able to, move toward

impleivntation of the Handbook.II dAmensions.

Exhibit IV-1 outlined the State of Illinois codestructui.e
Which"Will become the basis for'financial recording and reportihg,

'ts



Figure, -IV' -

08,

ACCOUNT `CODE STRUCTURE ,

E7{Ptii6imOR* ACCOUNTS

/,
WNENSIONS

QIME,4SIO NO4
EPIdTCODE1J.EVEL

I

'2

3

4

5

6

7

8

9

10.

11'

Function

Sub-Function. '(Major):

;Sub-Tunction lki:norr

Object

64Sub=0bject (Major)
,

Sub-Object (Minor)

Location/Facility

Departtent/Program/Subject Area

* Required' by IBM EPIC - Budgetary Accounting software

package for report summarization.
o
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DISTRICT 88-

REPORT` SEQUENCES

ACCOUNTING

STANDARD SEQUENCE

L-
s 2.

3.

.4:
5.
6.

7,

8.

9.

s10..

11.

.Fund.

Accounting type
Sourde
Function
Sub-Function
Sub- sub- Functio=n
-Object
Sub-Object
Sub-Sub-Object
location
Depattment

SYSTEM

Figure IV - 3

OPTION

10 location
11. Department
2. AccOunting type
A. Function
5. .ub-,Function
6. Sub - sub - Function
T. Object

-8. Sub-ObjeCt
9.''SUb-sub-Object
3..

1. 4:76

/

OPTION #2 OPTIONA3

1.

2.

3.

'Fund
Accounting type
Source

10.
11.
2.

Location
Department
Accounting type

4. Function 4° Function
5- Sub-Function 7.. Object
7. Object 3. Source.
8, Sub-Object , 8. SublObject

10. Lókation 9. Sub-sub-Object
11. Department 5. Sub-Function

Sub-sub-.Function "6. Sub-sub-Function
9. Sub-sub-Object 1. Fund

36

OPTION #4

1,. 'Fund
2. Accounting, type
Y. Source
7. Object
8. Sub-Object
9. Sub-sub-Object

10. LoCation
11.* Department
4. Function
5. Sub - Function

-6. Sub -sub- Function

43

=



throughout the This structure has 'been modified sinc = we

originally began our implementatioq program. -But the modi ications

have been more a clarification than a philosophical cha e.

We have developed our structure to be consi ent with

State reporting requirements bui-alsp to meet parti ular needs of

our Dittrict and our accounting system.

EXhibit IV-2 outlines District 88's ac ount code structuye.

It reflects/ .zhe spedific needs of our District for recording and

reporting financial transactions. It should be noted that when

the final draft of the Illinois classir atioir system is, complet d

we will undoubtedly make the necessar modifications in our code

structure to be consistent: Howevr, we feel the changes will npt

pfesent major problems.

An additional commentary, should be made relative to

the cash/accrual accounting conflict. Presently, Illinois does
k

not require that school 0:strict accounting systems be maintainr
/.

on an accrual basis; only that the annual financial Teport refl ct
T

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

accrual recording,system is not required in our District at'this

time. As circumstances change, and as statutes may dictate, we

'will undoubtedly modify our position, and systems accordingly. -.

4
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=-1- STATE OF ILLINOIS OSPI

ACCOUNT CODE STRUCTURE

'TABLE I
0

BALANCE SHEET ACCOUNT SUMMARY

e

BALANCE SHEET ACCOUNTS

ASSETS & 'OTHER DEBITS

100

101
102
103
104
105
110
111-

112
113.

120
121-
122
.131
132

;133-

;134
.135

-140
'141

151
152

153
162

163

170
171
'180

181

182

191

Current Assets id

EXHIBIT IV --1
114 1 Of 22.

FUNDS AND -GROUPS OF -ACCOUNTS :.

10 20. 30'.40 50 60- 70: 80 90 98, 99

.

Caih -

i

. x x x 'X x .x x x k-Petty Cash ,.,

x --
-Cash Change Funds

'-, x'
Cashwith Fiscal.Agent- x
Imprest Ftnd?.'' , x
Taxes Receivable *x x, x x x 'x. x,- x:
Estiniated.Uncollectibre Taxes ,

(Credit) -xxxxx x x x.

Tax Lieni Receivable x' x. x x x x x x
Estimated Uncollectible Tax Liens

(Credit.) x x x x x x x xAccounts Receivable . x x -x x x x x xBond Proceeds Receivable x x lc xLoans Receivable x
Due From Educational Fund x . x x xDue From Operations, Building &
Maintenance Fund i . x x- . x' xDU6 From Transportation Ftnd x x x x

Due:From Site & Construction Fund x x x xDue Ytom Capital Improvements
Fund -.ft

x x x x
Due- Ftom Other Governmental Unitsxxxxxxxxx
Estimated Uncollectible Claim
From Other Governmental Unit
(Credit)

Loan to Education Fund
.

Loan to Operations, Building &
Maintenance Fund

Loan to Transportation Fund x
Interest Receivable on Invest-.
ments

Accrued Interest on Investments
-Pu chased .''

Inven ry.

Invento of Stores for Resale
Investments
.Unamortized Premiums on Invest7

menus
Unamortized Discounts on Invest-

ments (Credit)
Deposits

38

.xxxxxxxxk
x

x

x

'x x

i

x

x x x x.x x x x x

xxxxxxx,x,x.
x
x
x

x

x x.

x x

x x x x x x

xxxx,x,xxxx
Xxxtxxxxx
x x x ix x
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TABLE I - BALANCE SHEET ACCOUNT SUMMARY

ASSETS & OTHER-DEBITS (Continued)

EXHIBIT IV-1
P.2 of 24

(Continued).
0

FUNDS AND GROUPS OE ACCOUNTS
la 20 30_40150 60 70 80 90-9899

0

192 Prepaid Expenses X X x x.

193 Unamortized Discounts-on Bonds
Sold x

194 Other Accrued 'Revenue xXxxx x- x x x

199 Other Current Assets'. x x- x x x x x x

200 General Fixed Assets
201 Land Z
202" Buildings,

9

. -203 Improvements!Other than Buildings
x\s.

204 Equipment Other than Transporta-
tion._

205 -Constructicin in Progress

206 Transportation Equipment

300

,

Budgeting Accounts and Other Debits

'301 Estimated Revenues x x x ,x x' x Tx X x

302 Revenue (Credit), x xxxxxlcxx
303 Bonds Authorized -,Unissued x 'x x

304 Amount Available in Debt Service
Funds

305 Amount to be Provided for Payment

LIABILITIES,

460.

461
402
403 y
404-

405
406

of Bonds . - 4

RESERVES AND FUND, BALANCE

Current Liabilities
X

xxxix
x

X
X-

x'

'x

x

X X
X

X
x
x

X
X
X.

x

X
X
X
x

X
X

x

Vouchers Payable
Accounts Payable
Judgments' Payable
Contracts' Payable
Construction `Contracts Payable
Construction Contracts Payable -

Retained Percentage
401 Anticipation Warrants Payable x x x x x x x x

408 Anticipation Notes- Payable %xxxxxxlc .x

409 Teacher's Orders Payable
411 Due to Educational Fund

412 Due to Operations, Buildings, and

Maintenance Fund x ,x x

414 Due to Transportation Fund. x x x' x

4.14 Due to Site and Construction Fund x x X x
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EXHIBIT IV-1
P. 3.of 22

i -TABLE I - BALANCE SHEET ACCOUNT'SUMMARY (Continued)

LIABILITIES,. RESERVES AND FUND BALANCE
(Continued) FUNDS AND GROUPS OF ACCOUNTS,

10 120:30 40. 54_ 60' 70 80 96'98 99
\

.

415, Due to Capital IppkaveMents Fund' x x x x
420 Due to Other,GovernMental Unit x x x x
4-31 Loin, f4arr:Education Fund x x.

.

432 Loan from,\Operatians, Building &
MAintenancund,

-* x
433 Loan from Transportation Fund )4 x43 Loan from Working Cath. Fund )c x -

441 MatUred.Borids Payable x
442. Matured Interest Payable . x
451, Teadherls Pension- Payable x- .

452 Federal Withholding-Tax'Payable x x x x x453 State.Withhoiding'Payable . x x x x x454 Municipal Retirement Payable, x x x X .x x455 Annuities Payable x x x x )c.
456 ..Employee Insurance Payable x x x x- .x459 -Other Payroll Deductions Payable x x x x x
461-. Accrued Expense's x x x -X x
4.71 Deposits x x x *472 Due, to 'Fiscal _Agent ,

473 UnaMortized Premiums on-Bands
Sold

,/ 474, Revenues-Collected. in' Advance'
1-,-,-. 499, Other Current Liabilities

Sx

x x x.xx X -x xpx x x-- x x x x-

,

500 Long -Term. Liabilities
-501 Bonds Payable
502 Interest 'Payable
599 Other Long-Term Liabilities x x x x x

600 , Budgeting Accounts & Other Credits
601 Appropriations x x x' X x' x x -X

-- 602 Expenditures (Debit) x x .x x x x x x x
603." Encumbrances (Debit) ,x x ox

.

700 Reserves & Fund Balance.
' 101 Reserves for Encumbrances x x x_ x x

702 -. Reserve for Inventory x x x x
703 Reterve for (Special Purposes) x x x x x x x x X_
704 Fund Balance N x- XxxxXxx
705 InVetttent in General Fixed Assets x

1



r

TABLE 2

REVENUE CLASSIFICATION'

1000 . REVENUE FROM LOCAL SOURCES\

1100 Ad Valorem Taxet Levied by
Local EducationAgency '

1110 N General Levies
1111 Current Year Levy .

1112. First Prior Year Levy .

111.3 Other Prior Y ars' Levies
1120 Tort Immunity evies

1121 Current Year L vy
1122 First Prior Year Levy
1123. Other Prior Years' Levies

1130 'Fire Prevention and Safety
Levies

v.

1111 ,'Curreht.Year'Levy
1132 `First Prior Year Levy
1133 ' Other Prior Years' Levies

1140 Special Education Con-
structiOn Levies

,1141 Current Year' Levy
1142 First Prior Year Levy
1143 Other Prior Years' Levies',

1150 Junior College. Tultion Levies
1151 Current Year Levy
1152 First Prior Year Levy -x

1153 Other Prior Years' Levies
1160 Area Vocational Construction

Levieg 1

Current Year Levy
First Prior Year Levy
'Other Prior Years' Levies
Summer SchoolLevies
Current Year Levy
.FirSt Prior Year Levy
Other Prior Years' Levies

EXHIBIT IV-1
-*-P. 4 of 22,

FUND NUMBER
201 30 46 50 60 70 -80 90

x x x x x
x x x

x x x

x x- x
x x x
x x

1161
.1162
1163

1170
1171
1172
1173

1200

1210

1300

12d0

Revenue from Governmental Units.
Other.than Local-Education
Agencies

Payments in Ll'eu of Taxes x x x x x .xxx

x
x
x

4'

x x
x x x
x x x

Tuition

Regular Day School Tuition

4-1
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EXHIBIT IV-1
P. 5 o 22

TABLE 2 - REVENUE' LASSIFICATION (Continued)

1311 'Tuition fr M Pupils or
Parents

_ 1312 Tuition from 'Other
DistriCts

1313 Tuition from Private
Sources

1320 Adult /.Continuing Agucation_
Tuition

1321 TuitiOn from"Pupilt-or'
,Farentt-

1322, Tuition trom'Other biskicts
1323 Tuition from PriVate

.Sourcet
130 Summer School' Tuition

1331 Tuition-from Pupils or
Parents x

1332 tuition from Other
bit,trictt;

Tuiiidn from Private
. Sources

1400 Transportation Fees,

1410 Regular 'Day School
Transportation Feet,

1411 Transportation Fees from
Pupilt'Or Parents

1412 Transportation Fees from
Other\bittricts

1413 itanspcAat33on Feet from
Private\Sourdes

1420 ,. 'Summer SchO1 Transportation
Fees

1421 tranSportati4 Fees from-
Pupils or Parents

1422 Transportation from
Other bistricts

1423 'Transportation Fees from-
. PriVate Sources.

1430 . Arla Vocational' Education
Transportation Fees

1431 transportatiOn Fees from
Pupils or Parents

1432 Transportation Fees froM
Other Districts

1433 Trantportation Fees' from-
,Private Sources

,ruNri NUMBER
10- 20_ 30 40 50 60 70 '80

42
49

x

x

x

x

X

-x

aX

x



1440

1441,

1*2

1443

1450

1451

1452

1453' .

1500
/

1510
1520
1530

1600 .

1610
1620
169_0

1700

1710
1711
1719

1720
1790

1800

1810
1811
1812
1813

EXHIBIT IV-1
P. 6 of 22

TABLE 2 - REVENUE CLASSIFICATI (Contihued)

Special Education Transporta-
tion Fees

Transportation Fees from
Pupils or Parents

Transportation Fees from -
Other Districts

Transportation Fees from
Private S'burces

Adult/Continuing Education
Transportation Fe6s

Transportation Fees froth
Pupils or Parents.

Transportation-Fees from
Other Districts

Transportation Fees ftom
Private Sources :

Earnings on Investments

Interest on Investments.
Dividends on Investmentk
Gain or Loss on Sale of

Investments

Food Services

Sales to pupi1s
Sales tOAdultt
Other'Food Seryide.P4renue

Pujil Activities

Admissions
Athletic
Other
Fees
Other ,Pupil Activity
Revenue

Textbooks

Textbook Rentals
Regular Program
Summer School
Adult/Continuing Education

IL)
43'

FUND' NUMBEA

'x

x

x

I-

x x.
X X X X

X X X x

x
x
x

X x, ,x x
x x x

x Sc X, x x-
.

0



1800

1819
1820

1821
1822.
1823
1829

1890

1900

1910
. 1920

,1930
N

1931
1932

1933:

' 1940

1.950

1960 0

1961

1962

1963

1964:

1170
1971'
1972
1973

1990
1991

1999
.

2000

EXHIBIT IV-1
P., 7 of/2

TABLE.2 - REVENUE CLASSIFICATION (Continued) .

10
FUND NUMBER -

iektbooks (Continued) 10 20 30 40 50.60 70 80 90

Other Textbook Rentals x
Textbook Sales
Regular Program x
Summer School -. x,

Adult/Continuing Education x
Other Textbook Sales . x
Other TeXtbook Revenue x

Other Revenue from Local
Sources ..

Rentals
Contributions and DonationS
from Private Sources

Sale or Compeniation for
LOss of _Fixed Assets.

Sale of Equipment
Sale of BUildings and
Grounds

Compensation for Loss of
Fixed Assets

Services4rOvided Other
Districts .

Refund of Prior Teats'
FxPenditUrei

Transfer froM Other FundS
Permanent Transfer from Bond

and Interest:Fund
'Permanent Transfer from.

Working- Caih-Fund
Permanent'Transfer of Interest

from -Working- Cash Fund
Permanent Transfer ktok
Edudational Fund

Saie,of Bonds
Principal on Bonds Sold
Premium on Bonds Sold
Accrued Interest on Bonds

Sold
Other
Payment from 'Other

Districts
Other.'

REVENUE FROM INTERMEDIATE
SOURCES

0$

44

X
X X. X X XX X X X

X X

X X

X X x X x

XXXx xxxx

X

X X

x

x

X X

x x
x x x xyxxxx

51

41.



3000

1(--1100

3110

3200

EEXHIBIT' IV -1f

P. '8 of-22

TABLE I - REVENUE CLASSIFICATION (Continued)*

lo

.REVENOE PROM STATE SOURCES

Unrestricted Grants-In-Aid

3210
3211
3212
3213

3220
3221
3222
3223.
3224
3225

3226

-3227
3228-

- 3229

3250
3251
3252

3290

General State Aid

'Restricted Grants -In -Aid

Transportation Aid
Regular
Special Education .

Vocational Educatioh
Instructional,,Program Aid
Driver Education
Special Education
Summer School
Bilingual Education
Vocational Education -

Regular Part 'B
Vocational. Educatidh '-

Grants and Contrabts
Gifted Education
Adult. Education - General
Adult Basic Education

Sec. 10-22.20
School Lunch Aid
Lunch
'Breakfast
Other Grants-In-Aid

3300 Payments Received in Lieu
of Taxes

Orphans Tuition
State Owned. Housing
Tax Equivalent Grants
State impaction Aid

3310
3320
3330 .

3140

4PUND NUMBER
10 20 30 40 50 60 70 80 90

ti

4000 REVENUE FROM FEDERAL SOURCES

4100 Unrestricted Grants,, -In -Aid
Received .Directly from Federal

4110

Government

Public Law 4374

X X
X X
X
X X

X X

X
X)
X X

X X X X

x

X X



4300

.

s

4.305

4110

.1

EXHIBIT IV-1
P. 9 of 22

-TABLE 2 T- REVENUE CLASSIFICATION (antinued)

N
..4

Restricted Grants-In-Aid
ReceivedDirectly froM' Federal
Government

3

Work Incentive, Program
Public Law'18-453
.:Work Experience

432q EMergency Sbhool Assistance
Program - 0

x
.4330 neighborhood YouthCorps -4 x

4340 Community Action Program - %,

Head Start A .,..

Public Law 8).5 - CollstruCtion
Emergency Employment Act
Model Cities

ND NUMBER
1 1 J 'I

4,350 =

4360
4370
4380
4390, :

446(1

Other

Restricted Grants-In-Aid:1
Receivelff:from-FederalGoVern-
'ment through `the State

4410' P/L 91230 Title' III
* Adult BaSic Educiiion

4420 ,- Vocational Educatioh
4421 Regular Part B
4422 Grants and Contracts

4430 National Defense Education
Act - Title III

EleMentary and Secondary
Education 4c4f

P/L 89-10 = Title I -
Compensatory

P/L 89-10 - Title II -
instructional Materials'

P/L 89-10 - Title III -
Ihnoo-atiV

P/L/89,r-10 - Title-VI -
Handicapped

P/L 89-10. - Title VII -'
Bilingual

4446 P/L 89710.- Title VIII -
Dropout

4440;

4441

4442

.'4443

.1_4444

4445

4:1

X
X' c*

4 'Cr x x'
X X. -4 2i.

S. .
'x X c x x xA

x
X X

X X

x

,

X X

X X

S

7

,

O

n



EXHIBIT IV-1
P. .10 cf 22

TABLE 2 - REVENUE CLASSIFICATION (Continued)

FUND NUMAER
7

10 20 30 40 50:,60. 70 80. 90,

4450 Public Law 90-35.
. E.P.D.A. x
4460 'School.Lunch frogram x

4461 Sdhool Lunch - Reduced x
4462 Schbol Ltinck -.Free x
4463 Special Milk .

?c

4464 Breakftlt . x
4465 Nom-Food Assistande : x x as

..4410 Pubiic Lew 89 -415 - ranpower
Development & Training At x.,

,,

a

UP'

3.



3.

TABLE j

EXPENDITURE CLASSIFICATIO&S

`CATEdORYWITIIIN atMEkSION

"EXHIBIT IV-1
P. 11 of 22

A - FISCAL YEAR

A

44/1

A FY1971,1914'
5 . FY "197471975

. 6. FY 19.754719 76
7 FY 1976 -1977

-8 FY 11171978
9 FY 1978-1979
0

.
. -FY 1979-1980'

1. FY 1980.,1981
2 FY 1981-1982

:FY 1982-1983

10, Educati_ona
-I . . ,

20 OperatiOns, Building,'and Maintenance
30 Bond arid' Interest
40 Transportation .
50' 'Municipal Retirement
60 Site and Construction
470' Working Cash e ,.

; 80- Rent
90' Capital Improvements
98 Capital ASsets 'Group 'of Accounts
'99 Long-Term Liabilities Group 'of Accounts

- SOURCE OF FUNDS i

N ,t

go]. Noh-Categorical
Tort Immunity,

. 03 Fire' Prevention and Safety
04 Junior -College Tuition
05,E Area:Vocational Education Construction
06 Summer SChOol
08 .Special Education Construction

+.0

48
, SrJ \

t



EXHIBIT IV-1
P. 12 of 22

TABLE 3 - EXPENDITURE CLASSIFICATIONS (Continuea)
1/4

.

C - SOURCE OF FUNDS (Continued)
.

101
.

Driver Education ,

12 Special Education
14 Bilingual Education
20 Vocational Edudation -r Regular Part B
21 Vocational Education = Grants and Contracts
22 Vocational. Education - TranspOrtation
25 Gifted Educati6n
27 Adult EduCation - General
29 Adult Basic -Education - Sec. 101(22:20
30 ESEA Title.I - Compensatory
35 ESEA Title. II .Instructional Materials
40 ESEA Title III- Ihnovative
45 . ESEA:Title VI - Handicapped
50' ESEA Title VII ,- Bilingual
55 ESEA Title VIII-- Dropout
-60 NDEA Title III
65 Econopt1c 'Opportunity
75 Won't -Incentive Program ..

16 PL 88-453 --Work ExperienCe
77 Emergency School-Assistance Program

' , 78 Nei4hborhoed'YOuth Corps
79 Community AdtionTrogram
80' Head Start

. \

81
824

PL 815 - Construction
eMergendy*Employment Act

83 Model Cities
434 SCho61 Lunch Program - Non/Food Assistance

%

86;,

86
PL 90=35, - EPDA
-PL 89-415- MDTA

90 Other

.)

D INSTRUCTIONAL ORGANIZATION

.

0 Not Applicable i

1 , Elementary School .

e

2 Middle/Junior High School
3' '' High School/Secondary
4 Adult/Continuing Education School
5 Jurii6r College/Post Secondary
6 'Other'

ss
49



TABLE 3 EXPENDITURE CLASSIFICATLON (Continued)
EXHIBIT IV -1
P. 13 of 2 -2

E ,- OPERATIONAL UNIT (Example Only)

01 Adams'EleMentary School
O\2 King Middle School
03 . Santa Maria High School
04 Lincoln Vocational-Technical:School,.
05 Davis Junior College P "
06 Central Administrative Office
07 , Main Warehouse
08 Main Bus Garage

F - FUNCTION

1000 INSTRUCTION

11001 Regular Programs

1110 Elementary
1120 Middle-Junior High
1130 High School
1190 Other Regular

1200 Special Programs

1210 Gifted and 'Talented
1220 Mentally Retarded
1230. Physically Handicapped

0
1240, Emotionally Disturbed
1250 Culturally Different
1260 Pupils withLearning Disabilities
1270 Bilingual
1290. Other Special
,

130U Adult/Continding Education Programs

131.0 Adult Basic Education .

1320 Advanced Adult Education
1310 Occupational . .

1340 Upgrading in Current Occupation
1350 Retraining for Ndw 'Occupation
1360 Special Interest
1370 Life Enrichment'
1390 Other ,Adult/Continuing Education

'

1400 Vocational.Programs

1410 Applied Biological and Agriculture
1420' Health Occupations
1430 Business Marketing and Management
1440 Personal and Public Services
1450 Industrial Oriented Occupations
1460 Other Vocational

50 -57*



EXHIBIT 1\7=1
P. 14 of 22

TABLE 3 - EXPENDITURE .CLASSIFICATIONS (Continued)

- 'FUNCTION {Continued)

-2000 SUPPORTING SERVICES

2100 Support Services - Pupils

2110 Attendance and Social Work Services
illl Service Area Direction
2112 Attendance Services
2113 ' SocialWork Services
2114 Pupil Accounting Services. ; .)_

,.

2119 Other Attendance and Social WorkServices

2120 Guidance Services

2121 ServiCe Area Direction
2122 Counseling ServiceS
2123 Appraisal Services
2124 Infoimation Services
2125 Record Maintenance Services
2126 Placement Services
2129 Other Guidance Services

1130 Health Services

2131 'Service Area Direction
2132 'Medical Services
2133 Dental Services
2134 Nurse Services
2139 Other-Health Services

2140 Psychological .,Services

Services Area Directipn
Psychorogical Testing Services
Psychological C6Unseling Sefvicess
Psychotherapy Services
Other Psychological Services

7

Speech Pathology and Audfologx,

Service Area Direction
Speech Pathology Seryices
Audiology Services
Other Speech Papi4ogy. arid Audiology SeOices

2141
2142
2143
2144
2149

2150.

2151
2152
2153
2159

47:
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EXHIBIT IV-1
P. 15 of 22

TABLE 3 - EXPENDITURE CLASSIFICATIONS (Continued) i

F FUNCTION (Continued)

2200 Support Services - Instructional Staff

1

2210

2211
2212'
2213
2219

-2,220

2221
2222
2223-
2224
22-25

2229

Improvement of Instruction Services

\Service Area DireCtion
Instruction and' Curriculum Development Services
Intructional Staff-Training 'Services
Other Improvement/of Instruction Services

Education Media Services

Service Area Direction
School= Library Services,
Audio Visual Services_
Educational Television Services
Computer-Assisted.Instruction,Services
Other Educational-Media Services:

' .

2300 Support Services - General Administration

2310 Board of Education Services

2311 Se±vice Area Direction
2312 , Board Secretary Services
2313 Board- Treasurer Services
'2314 Election Services
2315 LegalsServices
2316 Tax Assessment and Collection Services
2317 Audit Services
2319 Other Board of Education Services

2320 Executive AdminisAsTation Services'

2321 Office _of the Superintendentc.Services
2322 CominunitY:RelatiOns :Services ,
2323 Staff - Relations and'NegOtiations Services
2524 State and Federal Relation-Services
2329 Other Executive Administratior. Services

2460 Support Services -,tSchooL_Administration

2414 Office of the Principal Services

2490 Other Support Services School Administration

. 52 5 14



EXHIBIT IV -1
1?, 16 of 22

TABLE 3 - EXPENDITURE CLASSIFICATIONS (Continued)

F - FUNCTION (Continued)

2500 Support Services - Busihess

2510 Direction of business Support Services

2520 Fiscal Services 0

2521 Service Area Direction
2522 Budgeting Services .

2523 Receiving and Disbursing Funds Services
2524 Payroll Services
2525 Financial Accounting Services
2526 Internal Auditing Services
2527 Property Accounting Services
2529 Other Fiscal Services

2530 Facilities Acquisition and Construction ServiCes

2531 Service Area Direction
2532 Land Acquisition and Development Services
2533 Architecture and Engineering ServiceS
2534 Educational Specifications Development Services
2535 Building Acquisition, Construction, and Improve-

ments Services
2539 Other Facilities Acquisition and Construction

Services

., 2540 Operation and Maintenance of Plant Services

2541 Service Area Direction
2542 Care and. Upkeep of Building Services
2543 Care and Upkeep of Grounds Services
2544 Care and Upkeep of Equipment Services
2545 Vehicle Servicing and Maintenance Services

(other than buses)
2546 Security Services
2549 Other Operation and Maintenance of Plant Services

2550 Pupil Transportation Services

2551 Service Area Direction
2552 Vehicle Operation Services
2553 Monitoring Services
2554 VehicleServicing and Maintenance Services
2559 Other Transportation SerVices

53



TABLE 3 - EXptNDITURE CLASSIFICATIONS (Continued)

F FUNCTION (Continued)

Support Services - Business (Continued)
/.
2560

EXHIBIT IV-1
P. 17 of 22

Food Services

2561 Service Area Direction
2562 Food Preparation.and Dispensing Services
2563 Food Delivery Services
2569 Other Food Services

2570 Internal Services

25,90

16-00

2571 Service Area Direction
2572 Purchasing Services
2573 Warehousing and Distributing Services
2574 Printing, Publishing, and Duplicating Services
2579 Other Internal Services

Other Support Services, Business

Support Services - Central

2610 Direction of Central Support Services

2620 Planning, Research, Development, and Evaluation
Services

2'621 Service Area Direction
2622 Development Services
2623 Evaluation Services
2624 Planning Services
2625 Researdh Services .

2629 Other Planning, Research, Development and
Evaluation Services

2630 Information Services

2631 Service Area Direction
2632 Internal Information Services
2633 Public"Information Services
2634 Management Information Services
2639 Other Information Services

O

54

.10
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EXHIBIT
.,P.. Y8 -of 22

TABLE 3 - EXPENDITURE CLASSIFICATIONS (Continued)

E FUNCTION (Continued)

Central Support Services (Continued)

3000

2640

'\2641
2642
2643
2644
2645
2649

2650

Staff Services

Service Area Direction
Recruitment and. Placement Services
Staff Acdounting Services
Inservice Traning-for Non-Instructional Staff
Health Services
Other Staff Services

Statistical Services

651 Service Area Direction
2652 Statistical Analysis Services
2653 Statistical Reporting Services
2659 Other Statistical Services

2660 Data Processing Services

2661 Service Area Direction
2662 Systems Anglysis Services
2663 Programming Services
2664 OpeitionSServ,icev
2669 Other `Data Procel7ing Services

2690 Other Supbrt Services - Central

2900 Other Supporting Services-\
Jt

COMMUNITY SERVICES

3100 Direction of Community Services
3200 Community Recreation Services
3300 Civic Services
3400 Public Library Services
3500 Custody and Care of Children Services
3600 Welfare. Activities Services
3700 Nonpublic. School Pupils Services
3900 Other Community Services

55



EXHIBIT IV-1
P. 19 of 22

TABLE. 3 EXPENDITURE CLASSIFICATIONS (Continued)
O

F FUNCTION (Continued)

4000 NONPROGRAMMED 'CHARGES"

4 -100 . Payments to Other Governmental Units
. (Within the State)

4200 .

Payments to Other Governmental Units
(Outside the= State)

4300 Permanent Transfer from Bond and Interest fund
4400- .

,

Permanent Transfer from Wor)cing.Cash. Fund
4500 Permanent Transfer of Interest from Working

Cash Fund it \
-

Permanent Transfer from Educational Fund4600

5006

60D0

DEBT SERVICES

PROVISION FOR CONTINGENCIES

- OBJECTS

200 SALARIES

110 Regular Salaries
120 Temporary Salaries
130 .Overtime Salaries

200 EMDLOYEE BENEFITS

300 PURCHASED SERVICES

310 Professional and Technical Services
311 InstruCtion Services
312 Instructional Programs Improvement Services
313 Pupil Services
314 Staff Services
315 Management Services
316 Data Procesbing Services.
317 Statistical Services
34 Board of Education Services

ue 319 Other Professional and Technical Services
320 Property Services

321 Public Utilities Services
322 Cleaning Services
323 Repairs andMaintenance Services

.

324 EVverty Instirance
/4 325 Rentals

329 Other Property Services
130, Transportation Services,

331 -Pupil Transportation
332 Travel.
339 Other Transportation SerVices

56
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TABLE 3 EXPENDITURE CLASSIFICATIONS 0Coniinued)

G - OBJECTS (Continued)

Communication
Advertising
PrintAng ands Binding
Other Purchased Services

400

340
,350
360
390-

.

416
420
430
440
450
A90

506

510
520
530
540
550
560
590

600

.610
62Q
630
640.
65,9

.1. 651
652
653
659

690 4

700

710
720
790'

800

SUPPLIES AND MATERIALS

Supplies
Textbooks
Library Books
Periodicals
Warehouse Inven,tory Adjustment
Other Supplies and Mattirials

!CAPITAL OUTLAY

Land
Buildings
Improvements Other Than Building%
Equipment'
Vehicles
Library Books
Other Capital Outlay

OTHER OBJECTS

Redemption of" Principal
Interest
Housing Authority Obligations
Dues and Fees
Insurance and Judgments ,\
Liability Insurance

'Fidelity Bond Premiums
Judgments Against the LEA
Other Insurance andJudgments
Miscellaneous Objects .

TRANSFERS ,

Fund Modifications
Trabsits

,

Other Transfers

TUITION

H - JOB CLASSIFICATION ACTIVITY

1 Official/Administrative
2 Profes%ional-Educational
3, Professional-Other
4 Technical

57
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TABLE 3 - EXPENDITURE 'CLASSIFICATIONS (Continued)

H - JOB CLASSIFICATION ACTIVITY (Contiviued)

I - TERM

5 Office/Clerical
6 Crafts and Trades
7 Operative
8 Laborer

Service9 Service Work

1 Fall Term Day
2 Fall- TermEyening
3 Winter Term bay.
A Winter Term Evening
5 Spring Term Day
6 Spring Term Evening
7 Summet Term Day
8 Summer -Term Evening,

SUBJECT MATTtR.AREA*

EXHIBIT IV-1
R. 21 of 22

t

. - r. . .

01 Agriculture
.. .4 0

' 02
. rt

03 Business
04 "Distributive Education
05 English-Language Arts
06 Foreign Languages
07 Health, Occypations EduCation
08 Health and Safety in Daily Livihg, Physical

Education and Recreation
09- Home ,Economics
10 Industril. Arts
11 Mathemati.Os
12 .Music
13 Natural Sbiences
14 Office-Occupations ,

,

15, Sqcial Sciences/Social Studies
.1A

16 . Technical 7ducation
17 Trade and.,'ndustrial Occ4pations
18 Attiletkcs
19 Diffe7.ential zed Curriculum for Handicapped Pupils
20 Concurricular\ ctivities
21 Safety and Driv r Education
22 Study Ball \

58
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TABLE 3'- EXPENDITURE-CLASSIFICATIONS '(Continued)

J - SUBJECT MATTER AREA (Continued)

23 General Preschool Education
24 ,Early Childhood Education
25 ,Upper Elementary Education
99 ,Other ,

K - PROGRAM (Example Only)

10016. Drug Abuse
10020 Traffic. Safety
10030 Environmental Awareness
16040- Geometry I "
'10050 School Bus
10060 Work Order

MINEMMIls.11.

59
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tithibit 1y-2
Page 1 of 13

lasTRICT 88
ACCOUNT CODE STRUCTURE

TABLE 1

BALANCE SHEET ACCOUNT SUMMARY

BALANCE SHEET ACCOUNTS

_ASSETS & OTHER DEBITS

100 Current Assets
101 Cash in Bank
102 Petty Cash
105 Imprest Cash .
151 Due Frbm Educational Fund
152 Due From Building Fund
180 Investments
199 Other

200 Fixed Assets
201 Land
202 Buildings
204 Equipment

300 Budgeting Accounts
301 Estimated Revenues
302 Revenues

LIABILITIES - FUND BALANCES

400 Current Liabilities
401 Prior Years Accounts Payable
402 Accounts Payable
407 Tax Warrants Payable
409 Tax Notes Payable
434 Due to,Working'Cash Fund
451 , Teacher Pension Payable
452 Federal Income, Taxes Payable
453 State Income Taxes Payable
454 FICA Taxes Payable
455 IMRF Payable
-456 Credit Union Payable
457 Certificated Ins. Plan Payable
458 Non-Certificated Ins. Plan .Payable
459 Miscellaneous Ins. Plan Payable'
460 Crusade of Mercy Payable
461' MONY Annuity Payable
462 Franklin Life Insurance Payable
463 Variable Annuity Payable
464 Horance Mann.Annuity.Payable

60 e
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1.
TABLE 1 - BALANCEASHEET ACCOUNT SUMMARY (Continued)

LIABILITIES - FUND BALANCES (Continued)

465 Aetna Annuity 'Payable

466 'Other Annuity Payable $

467-' Net_Payroll Payable

468 Board.Share FICA Payable

469 Board Share - IMRF Payable

470 hoard Share - Certificated Ins. Payable

471 Board Share - Non-Certificated'Ins. Payable

472 Board Share - Nascellaneous Ins. Payable

473 Board Share - Other Benefits

500 Lonl, Term Liabilities

501. Bonds Payable

502 Interest Payable

600 Budgeting Accounts

601 Egtimated Expenditures

602 Expenditures

699' Other Liabilities

. 700 Fund Balance
,/

704 Fund Balance

alb

61
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TABLE 2.

REVENUE CLASSIFICATION
-

s1000 LOCAL SOURCES

1100- Taxes

1111 Back Taxes .

1112 1972 Taxes'.
1113 '1973 'imces
1114 :1972 Liability Insurance Taxes
1115 1973 Liability.Insurance Taxes
'1116 Life'Safety Reimbursements
1117 'Working Cash 'Taxes

is

1306 Tuition

71.311 Regular
;1321 Continuing Education Tuition
1331 Summer School Tuition,--

1500 Earnings on Investments

1510 Interest Earned

.

1600 Food Services

1610 _Sales toPupils
1420 Sees to:Pupils
1690' 'Other

'2.7ao Pupil Activities

1711 Athletic Admissions
'1719 Other Athletic Receipts'

1720 Fee Cards
1790 .Other Pupil Revenue

1800 Textbooks

1819 Textbook Revenues

1820 Textbook Sales
1830 Sale of Supplies
1890 Other

62
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TABLE 2 - REVENUE CLASSIFICATION, (Continued)

1900 Other Local Revenues

1910 Rentals.

1911 Towel Rental
1931 Sile'of Equipment

1932 Sale of Buildings eGrounds

1960 . Transfers In

1971 Principal on Bonds Sold

1972 Premium an Bonds Sold

1973 Accrued Interest on Bonds Sold

1991 Other Continuing Education Receipts

1992 - Other Summer School fteeipts

1999 Other Local ,Revenue

2000 STATE SOURCES

2100 , Grants In Aid

2110 General'State Aid

2121 Transportation Aid - Regular

2122 TranspoitatiOn Aid- Special Eduqation

2123 Transportation Aid_4- Vdc. Education

2131 Driver Edimation

2135 ' Vocational Education

2136 Gifted Children

2141 School Lunch

2143' School Milk

2900- Other State Revenues

3000 FEDERAL SOURCES

3200 Non - Restricted Federal Grants

3404 Restricted. Fedral Grants

3426 VbOational Aid

3431 MDEA,Title III

3441 1- Title I

3442 Title II

.3461: School Lunch

3462 Special Milk

' CVIS,

1900 Other Federal Revenue

63
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Page 5 of 13

TABLE 3

EXPENDITURE CLASSIFICATION

CATEGORY. WITHIN DIMENSION AND EPIC LEVELS

-- FUND- GROUPS

10 Education
-20 Building 4

21 Building
.22 Special Education Construction

c4,-23 Life Safety

30 Bond and Interest.

31 K iond Series
32 L Bond Series
33 CDE Bond Series

40 ,transportation
50 Municipal Retirement
70 Working Cash
89 Activity
90

B - ACCOUNT TYPE (General Ledger Identification)

Assets

Liabilities
3 Fund Balances
4'Reventies
5 Expenditures

C - SOURCE-OF-FUNDS (Categorical)

00 Local (Not Applicable)
05 Liability Insurance
07 Special Education- Operations
2D Vocational Education -,General
21 Vocational Education Work Study ..

'22 Vocational Education - Consumer Education
23 Vocational Education = CVIS
24 Vocational Education - Disadvantaged __&

Handicapped
30 Title I - PL 89-10

4



TABLE 3 - EXPENDITURE CLASSIFICATI6NS (Continued)

*0

C - SOURCE OF FUNDS (Continued)

35 Titles II - PL 89-16'

36 Title PL 89 -10-

37 Gifted Childrep,
81 Fee Cards
84 Clubs "'

198 Other
99 NA,

D - FUNCTION

1000 INSTRUCTION

1100 Regular Tz17-rams

'1130 High Schot.1-

1200 Special- Programs

1201* General Host
1210 Gifted and Talented

1220 Mentally Retarded

1230 Physically Handiqapped

1240 Emotionally Disturbed

1250 Culturally Different

1260. Learning Disabilities

1280 Socially Maladjusted

129.0 DVR (Div. of Voc. Rehab.)

1300

1310
1320
1330

1340
1350
1360
137(1

1380

1400

1410
1420
1430
1440

Adult /Continuing Education.Programs

Adult Basid'Education
Advanced. Adult-Education
Occupational
Upgrade in Current Otcupation
Retraining for New Occupation
Special Interest
Life Enrichment
Other: Adult EduCation

Vocatioilal Programs'

AppliediBiological
Health Occupations
Business Marketing & Management
Personal & Public Service

1450 Industrial Oriented Occupations

1900 Other Instructional Programs

1911 Athletics/

1920 DridsY FiUcation

*Special Adcount Required in our Computerized System

0

Page- -



TABLE 3 EXPENDITURE CLASSIPICATIONS (Continued)

D = FUNCTION (Continued)

4491 Summer Schobl
4993 Gifted Children
4999 CoCurricular

5000 SUPPORTING SERVICES

5100 Pupil Support
5110 Attendanbe and Scheduling
5120 Guidance
5130 Health
5140 Psychological
5150 Speech and Audiology

5200, Instructional Staff
5220 Improvement of Instruction

5222 Curriculut.Development,
5223 In-Service Training
5229 Other Staff Services

5230 Educatibn Media
5232 Library
5233 Audio Visual
52-35 Computer Assisted Instruction

5300 General Administration
' 5310 BOard'of Education
5320 Executive Administration

5400 Sdhool.Administration
1,5420 Principal's Office
5430 Departmental Administration
5490 Other

5500 Business Administration
.5520 Fiscal
-5530 Facility Acquisitions
5340 Operatipn of Plant
5550 Maintenande of Plant
5560 Pupil Transportation
;

5570 Food Services
1'5584 Duplicating .

5590 '-Other

5600 Central
5620 Research and Development
5630 Information

66 73
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TABLE 3 - EXPENDITURE CLASSIFICATIONS (Continued)

D - -FUNCTION (Continued)

2640 Staff Recruitment
2660 Data Processing
2670 Bookstore
2690 Other

5900 Other Support Services

6900 Other 'Community Services

7400 Transfers to Education Fund

8000 CONTINGENCY

9000 NA

E =",. OBJECT

1000 SALARIES

1110 Certificated - Regular

1111 Administration
1112 Teaching

1114 Director/Supervisor

1117 Co-Curricular
1118 Service

1119 Other

1120 Certificated - Temporary

1122 Substitute/Tutor

1127 Co-Curricular -

1128 Service

1129 Other

1130 Certificated/Additional Compensation

1131 Administration

11 -32 Teaching

1133 Co-Curricular
1138 Service
1139 Other

1210 Non - Certificated - Regular

1211 Administration

1212 Teaching

1213 Teacher Aide/Para-Professional

1214 Director/Supervisor
1215 Secretarial/Clerical

1216 Custodial/Maintenance

1218 Service
1219 Other

67`
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TABLE 3 - EXPENDITURE CLASSIFICATIONS (Continued)

- OBJECT (Continued)

1220 Non - Certificated - Temporary
12'23 Teacher Aide/Para-Professional
1225 Secretarial/Clerical
1126 Custodial/Maintenance
1128 Service
1129 Other

1230
Non-Certificated/Overtime/Additional Comp.

1235 Secretarial/Clerical
1236 Custodial/Maintenance
1138 Service
1139 Other

2000

2100
2110

2120
2130-

2140

2200.
2210

2220
2230

3000

3100

3110

3120
3150
3170
3190

3200

3210
3211,

3230
73240

,S3250
3290,

3291

3300

3310
331-1

EMPLOYEE BENEFITS

Certificated
Insurance
Teacher Pension
FICA

Tuition Reimbursement

Non-Certificated
Insurance
Municipal Retirement
FICA

PURCHASED SERVICES.

Professional/Technical
Instructional
Curriculum, Development
Data Processing

Board of Education Services
Other

Property
Utilities
Heating

Repairs /Maintenance
Insurance
Rentals
Other
Taxes

Transportation
Pvpil
Field Trips

6 8

75
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TABLE 3 - EXPENDITURE CLASSIFICATIONS (Continued)

E - OBJECT (Continued)

3312 Special Education Transportation

3320 Staff Travel"

3322 Staff Vocational Travel

3390 Other

3400 Communications

3500' Advertising

3600- Printing/Binding

3700 Tuition

'3900 Other

3902 Legal

3903 Audit

3904 Election
3905 Postage

3906 Membership

3990 Other

4000 . SUPPLIES /MATERIALS

4100 General Supplies

4110 Audio/Visual
4120- Duplicating

4130 Food

4200 Textbooks

4300 Library Books

4400 Periodicals

4900 Other
4901 undry

5000, CAPITAL OUTLAY

5100 Land

5200 Building

5300 Improvements

69

'76
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TABLE 3 - EXPENDITURE
CLASSIFICATIONS (Continued)

- OBJECT (Continued)

5400 Equipment

5500 Vehicles

6600 Library Books

5900 Other

6000 OTHER EXPENSE

-6100 Redemption of Principal,

6200 . Interest

'6400 , Duee/Pees.

6500 Insurance Premiums

6600 Other ,

6601 Special Projects
6602 Sales Tax

7000 TRANSFERS

7100 Fund' Modifications

7200 NA

7900 Other

9000 NA

F - FACILITY

0010 York High
D020 Willowbrook High
0030 Addison Trail High
0040 District-Wide
0050 Diqtrict Office
0090 NA.

70
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G - PROGRAM AREAS

01 Alternate School

02 Art (024

03 Athletics
05 Attendance & Schltduling

06 'Audio Visual .

Q7 Board Of Education

08 Book Store

09 Business Education (03)'

10 Computer Assisted Instruction

13 Continuing Education

14 Co Curricular

15 Cosmotology

16 ' CVIS II

17 Dental Aides

18 Duplicating Services

19 Driver Education

20 English (05)

21 , Executive Administration

22 Facilities Acquisitionp°

23 Fisdal Services.

24 Food Services

25 FOurthSite'
26 Guidance
27 Health Services

28 Home EcciloMics (09),

.29 Host Accounts

30 Industrial Arts (10)

31- Language (06)

32 Library

33 Maintenance Of Plant

34 Mathematics (11)

35 Music (12)

36 Operation of Plant

37 Other Central Services

38 Other Instructional Programs

39 Physical Education (08)

41 Principals Office

42 Principals Office - Other

43 Psychological Services

44 Science (13)

45 Social Studies (15)

46 Special Education

47 Staff RecrUitment

48 Summer School

49 Transportation

71

718
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G - PROGRAM AREAS (Continued)

Page 13-of 13

50 Petty Cash
51

Curriculum Development
52 Speech Services
53 Title I
54 Title II
55 Gifted Childreri
56 Building

.72



CHAPTER y

BUSINESS OFFICE OPERATING-PROCEDURES

The purpose of this section is to Outline the pro-

cedures followed by District P8 to prepare input to its auto-'

mated systems. AlthJugh the procedures which follow are, in

several cases, detailed, they are not meant to serve as a pro-

dedures,manual but only .to demonstrate what tasks are done by

the District to obtain the desired results'and who or what part of

the organization is,responsib/e for the completion of those tasks.

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

*Teel that the data which goes on the forms is self-explanatory.

The following sections include the budgetary, personnel,

Payroll,.and general accounting procedures.

I:

4

sO

4.



Budgetary Procedure
Budget Formulation

- Responsibility

District Office
(Nov.-Dec-.)

.1kBoard of Educatibn
. (Nov.-Dec.).

District Office
(Nov.-Dec.)

Principal

(Dec.- Jan. -)

District Office -
Business Office

(Jan.-Feb.)

Action

1. Prepares an informal budget
on a district-wide basis.

.

2. Submits above budget to the
Board of Education fOr their

.review.-

-3. Reviews and commits funds
.for supplies, capital equipment
and textbooks based on the
budget presehted.,

4. -Reviews previous budgets,
estimated student enrollments.,
and other factors and then,
alloates new-budget base to
the `schools.

5. Submit budget allocations
to the schools.

6. Request budgets from depart-
ment chairmen for desired,
expenditures for supplies,
capital equipment 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 centYal-.
ized purchasing fuftetion.

'11.. Prepaes bidding lists for
requested pUrchase.

4 Send .out bidding lists to
prospectilie vendors and
receive bids.

74



(i'eb .-mar . ) 13.

14.
.

15.

Board of Education. 16.

(April) /'
''/

District Office 17.

(April-May)

Review bids with principals
and department chairmen
resulting in a decisiun on
vendors. (This is done when

_technical requirements of a
product to be purchased are
of importance).

.Issue purchase orderi by
Iodation. Delivery scheduled
in May or June with,payment
to be made in July.

File issued purchase ordets
in a ,"hold" file for .process-
ing i# the next fiscal year.

Authorizes the District Office
to develop an official tents-
tive budget.

Develops a total tentative
budget.

4

75.

82,

Note 1: By this time the
majority of purchase Of
supplies, capital equipment,
and textbooks are known..

iSalary negotiations begin in
February., Thus the budget'
for salaries will be an estimate'.

Note The budget is developed
for:

Salaries and Wages
Fringe benefits
Purdhased services
Supplies
Capital equipment
Other

It is presented at the follOWing
7-) detailed levels:

* Fund
* Account type
Source of Funds

* Function



e

4

Dittrict Office
(April-MAD
continued .

4

* Sub-Function
Sub,-Sub-Function

* Object
* Sub-Object
Sub-Sub-Object

* Location
Department

4 .

The asterisked dimensions above
represent the level of detail
submitted to 'he Board. of
Education: See Exhibit OP-2.:

18, Updates 'Epic aCdountImaster
file with new accQunts.

0

15.
aLoad (update) account master.

with 'tentative budget figuret. 4

Check out Appropri4tion
Regitter. \

20- Receive budget, reports from the
EPIC systeM in various sequences,

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

get.

;22.. Input to account master the
changes resulting from work
tessions::.

23. Request and receive revised,
tentative budget reports.

4

(June=- July) 24, Submit revised tentative
budget to the Board of Education.

Board of iiducation
,(July-LAug. )

.

Distric t affIce
"

1 ,

25. Adopts budgpt as tentative.

. 26, Repeives resuas,of salary
negotiations,, state aid
formulas' and' other budgetary
;factors such as increased
board contributions.,

76 .
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_District Office 27. Updates budget and receives
continued . revised- budget reports.

1Sept.) 214 Submits finalized- budget to_
the Board!of Education.

Board' of budget
.

of Education J .29. conducts hearings.

(Sept.)
30: Adopts finaliied budget.

31. Requests appropriate tax
levies. ,

Monthly,
District Office
Bpsiness Office

Finance Committee

77

'84

c.*

32. Inputs allocatiOn adjustments
to EPIC system's accpunt master.

33. ,Receives and reviews budgetary
,repdrts from EPIC accounting
system. .

9

Note: Before th'ese reports
are produced outputs 'krom:.the
payroll, accounts paable -and
other systems or procedures_
are introduced into the
budgetary

34. Reviews. the budgetary reports-
indluding the bills ,paid list
with- the Finance Committee.

Note -: The Finance Committee
is comprised of three members
of the Board ofEducation.

35. Submits financial business, and
reports to the Board of Educa-
tion during normal monthly
board meeting. -

O



A'

Personnel. Procedure
Hiring Teachers

Responsibility

Peksonnel Office

Personnel Manager

Personnel Office

4k.

78

Action

1. Receives written request for
application..

2. Reviews request.:
a. If an open position exists

or will soon exist, the
Personnel Office perform&
number 3 below, otherwise,

b. sends letter explaining the
situation and does not send
application. =See Exhibit'
PER-1.

3. Sends torequestor an applica-
tion form (PER-2) along with
an introductory letter which
also serves to request -addi-
tional informatom from the
applicant. (" PER -3).

Note: If applicant's request
is deemed valuable for future
hire another letter (PER-4) is
sent along with an application.

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

5. Receives application from
applicant. Follow7up letters
are sent for various reasons. .

See Exhibits PER-4, 5, 6, 7,
8, and 9.

6. Files application forms in the
"application" file.. This file
is maintained in 'alphabetical
within subject matter area
order. If more than one sub-
ject mattef.area, a cross
reference card is maintained'

t- in the appropriate area.

85



Personnel Offide 7. Receives notification of
continued, epansioni positions or up-

.comihg vacancy.

8. If additilonal applications
are desired, notifies approxi-
mately 20kcollege pdacement
offices aid sends' notice to the
Office of\the Superintendent of
Public Instruction. The OSPI

c. sends out 'to several hundred
placement bureaus a list of
vacancies dn a monthly basis'.

Selection Process

Sends letter (PER-10) to
applicants in the active le.

PerSonnel Office 9'.

Personnel Manager `10.

11.

12.

13.

Principals and 14.

Department Chairmen

15.

f 16.

'

79

66.

Note: The applications are
maintained for two years before
distantling.

Reviews applicAions.

Selects most protising
candidates..

. P
Sends applicants follers to
principalssfor review and
interview appointment.

Sends letter to candidates.
(PER -11).

eSet up interviews with
candidates.

Interviews candidates and
makes selection.

Notifies the Personnel Office
of selection and recommended
salary 'lased on their inter-
pretation of salary structure
and applicants credentials.

Or

era

4



Personnel Office 17. Prepares contract for selected
applicant.

PE.R-12 if contract is to be
signed before salary negptia-
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 replade-
ment and thus will teach fod
only part of the year.

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

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

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

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

,-22. Informs teacher of beginning
date, of teacher workshops and
asks for documents outstanding,
(PER-29).

23. Sends letter of appointment to
the Payroll section of the
Business Office. (See Payroll
Procedure).

24. Send one of several letters
(PER 19-4) to those candidates
and applicants not selected.-

Principals 25. Conduct teacher workshops.

80 87
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(47 Teachers 26. At workShops,,complete
health insurance forms, etc.

Principals

PersmnelAManager

Assistant Business
Manager

Substitute' Teachers

Personnel office

Annually

Personnel Office

81

88

27. Send completed docuMents to
the Payroll Office.

28.. 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.

29. Notify Payroll Section of
accounting distribution of
teacherd salary.

30. Accepts substitute teacher
applications'(PER-30).

31. Determine area of teaching
ability and file accordingly.

32. Send applications to Assistant
Principals.

33% When substitute is needed
principalt coordinate efforts
to inform teacher and if not
already on the payroll, have
employee fill:out W-4 ancLsend
to' Payroll. (See Payroll
Procedure.)

34. Issue new contracts- based -on,
teachers status.
PER-25 for employees attain-
ing-tenure-.
PER-26 for employees still
371713175bationary status.

35. Issue salary change letter to
teachers on tenure.

4



Annually

Personnel Office
(Continued)

Non-Certified Personnel

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 a e
dismantled, (PER 27-28).

The types of employees involved in this procedur

Clerical/Secretarial, Cafeteria, 'reacher Aide, Custodial-
,,.

Maintenance, and Hall and Cafeteria monitors.

Responsibility

Administrative Assistant
to the Principal

Personnel ,

are

ti

Action

1. Notify the Personnel Office of
all vacancies and new positioni.

2. Receive applications for employ-
ment on forms PER 31-34.

Administrative Assistant

Prospective Employee

Business Office 4

3.

4.

5.

6.

7.

8.

9.

10.

File applications in alphabetical
by type of job.

As requested, submit toprincipals'
assistants list of 'names, addresses
and telephone numbers of
cants.

Set up .interviews with applicants
and head of area in= need of- an
employee.

Select applicant.

Complete "R quisition for Non-
Certified Pe sonne1,4 form
PER-35.

Send to Superint ndent's Office.

Complete W-4, etc. at the Payroll
Office.

Receive letter of hire\from
the Personnel,Lffice tO\place

82
individual on the payrol.



payroll Procedures

The payroll office issues the document "Payroll

Procedures - Including Assignments and Deductibles", Exhibit

PAY-1. This document delineates the various classifications

used. in the payroll system.

khe payroll is run on.a bi-monthly basis and checks

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

Send list of all teachers to
the payroll offide showing
names, departments, and per-
centage,of time to be distri-
buted to that department,.
-(PAY 2-3).

Responsibility

Annually

Principals 1.

Payroll Office 2.

Personnel Office 3.

Principals 4.

Monthly

Payroll Office 5.

6.

83

`20
.0"

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

Sends out form to schools
asking for the assignment of
extra duties. (PAY-74).

Complete. aboVe document and
send to payroll Office.

Receives letters of new hires.

PeOeivespeyroll deduction forms,.
(PAY 6, 7; 8). Also receives
W-4's and Annuity company author-
izations for payroll deductions
front employees_ through thile
companies.



Monthly

Payroll Office
cohtinued

Principals

'84

co

7. Completes update form PAY-5.
Data completed for the payroll
system includes:
a. iodation
b. employee number (alpha

sequence number)
c. date
d. name
e. address
fi social security number
g. pension code
h. activity code
i. marital status
j. tax data
k.. prime pay code
1. original contract amount
in. title
n. birth date
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
ascertain the accounting distri-
bution.

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

9. Check out audit lists.

10. Send to payroll at enloof pay
period ,a variety ,of payroll
reporting 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.

914



Monthly

Principals

Data Processing .

Payroll Office

Data Processing

Payroll Office

10. continued

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

Note 2: The payroll system is
designed to pay all persons the
same amount (tegular pay) every
payroll unless instructed other-
wise by input resulting from the
documents submitted in this step.

11. All changes from the "status-
quo" .payroll areinputted.via
the "Payroll Rate/Adjdstment"
form (PAY-12). The presence
of this input overrides the data
contained in the payroll file
and usually number about 1000.

12. Run a trial payroll listing.

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

-14, ,Runs Payroll System.

15. Delivers output to the Payroll
Office.
a. Checks
b. Payroll listing
c. Year-to-date listing
d. Accounting distribution
e. Check register cards

16. Distributes checks to, various
locations for distribution.

, -85
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General Accounting Procedures

The general accounting procedures are presented below

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

accounting system (EPIC) is used as the data processing system.

Control is maintained by'the treasurer's mP.intenance of a cash

.
flow ledger' by fund and }Rank. -This cash "flow ledger must be

accessed before approVing any of the EPIC accounting reports.to

check out balances.

Receipts

Responsibility. Action

Business Office 1. Receipts from state, and local,
sources- are received by the
Business Office.

2. Record each receipt on a two
part deposit slip for specific
banks.

3. Send one copy to bookkeeping
department.

4. Send one copy to treasurer.

Treasurer 5. . Endorse r)ceipt and enter totals.
cash-flow ledger.

Schools

Business Office

-86

6. .Receive cash' from students.

.7. Deposit in' appropriate banks
,

8. Send copy of deposit Slip 'to
Business Office.

9. Route deposit slip to treasurer
for recording in cash-flow
ledger and then to bookkeeping
department.

93



' Monthly

Bookkeeping Department

Data Processing

Bookkeeping

Disbursements

Responsibility

Teachers, Managers,
Principals, etc.

Department Chairman,
Principal

Schools Financial.
SeCretary
. (Daily)

Business Office

Financial Secretary

O

10. Code all reoeipts,tinvestment
transactions, and budgetary
allocation adjustments.

11. KeypUnch.and enter data to
EPIC system.

12. Run, transaction register.

13. Check out transaction register
and "OK" entrance ofAlata -to
the EPIC. system.

Action

1. Prepare pUrchase orders indicating
items, prices, Vendor, etc.

Note: P.O.' s are color coded
by School.

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

3. Approves purchase order if
sufficient funds are available.

4. Gives purchase orders .to schools
financial secretary.

.

5. Calls Business Office and obtains
a purchase order number for each
purchase order.

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

o

7. Retains copy of purchase:oder
and sends the remaining copies
to the Business Office.

/
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Business Office 8.

9.

Keypunch
(weekly)

10.

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

Sends purthase order to key--
punch for encumbrance input
prepar4tion for the EPIC system.

,

sKeypuhches encumbrances and sends
to Data Processingfor input to
the EPIC*endumbrance subsystem
of the accounts payable- system.

Schools -1 Receive Merchandise ordered,
and if satisfactory signs a'
copy of the purchase order as
received and forwaids to the
Business Office.

BusineSS Office 12.. Receivei invoices from vendor.

13. Files invoice until-appkoyed
'received" purchase 6sr el. is
received froM the schoolS.

14. Compares invoic'e to original
purchase order and receiving-
records verifying, extensions.

15. When invoice is in order sends
to keypunch "four preparation 6f
input to. the EPIC accounts
payable system."

Keypunch 16. Keypunch from invoice...
a. looks up vendor number from

lists If name is present,
assign one and prepare inpUt
to the vendor file.

Data Processing

1- .0 I-

88

17. Send encumbrances and invoices _

to be paid to the data process-
ing facility.,

18. Runs accounts- payable register
for check-out.

95
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I

Business Office

Assistant Business
Manager

Treasurer

Business Office

Data Processing
(Monthly)

19. Checks out accounts payable
register. If OK give "go
ahead" to Data Processing.

20. Run Accounts Payable SysteM
a. checks
b. treasurers list of bills
c. check reconciliation cards
d. encumbrance liquidation reports

O

21. Comp5res checks to invoices; If
OK submits bills payable list .

(list of checks written) to the
Assistant Business-Manager for
approval.

22. Approves list and d to -\1

treasurer.
2/

23. -Reviews checks Eainst. bills
payable list d authorizes
ignatures to/ipe made on Checks.

24. RecordS inSthe
cash flOW/ledger.

25. Runs ch cll.s through check
signing machine.

/
26: Separates three part Check.

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

89
4

.96

b. Second part attached to
original invoice and pur-
chase order and filed

c. Third copy filed in bihder
numerical order

27. Runs remaining accountingand
budgeary'reports in EPIC ,

system and sends to Business
Office. Input into the system
will at this:time include the
payroll distribution.
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.4

Business Office

?.

28. CheckS all totals ::o
maintained in cask flow_ ledger.
'1f. OK, instructe)ata Process-
ing to piepareystem'fornext
month's transaction inputs.-

Treasurer 29. Prepares treasurer's report
and submits to- finance

committee 'fox ptedentation to
r ,the Board of Education.'

-
Investments

The treasurer is authorized to invest all excess school

.f.unds.

Responsibility -N Action

TreadUrer 1. Invests funds -:

Business Office
MonthlyY

#

g

1

2. Records investment in ledger
indicating cost, date and" type
of investment.

3. When investment liquidated,
record receipt in two amounts:,

... original cost and interest
received.)\

4. Report investments on monthly
Treasurer's Report.

\ 3 , 3

5. Keypunckand\enter investment
transactionslin EPIC accounting
s4Sted.,

1

Y'

90

\
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PROGRAM BUDGET
- ,

1973-74

) A. Location

C. Total t of'class peridd
of instruction,

lw w

.Total # of studerits. enrolled
in the various class

-

peridds

EXPENSE CLASSIFICATION

SALARIES
REGULAR

1. Directors/Supervisors

2. Teachers

OP--;

P. 1 of 3

B.' Program/Dept.
4

\'!

= Local Sources.

- Local Sources

Para Pros/Teacher Aides - Local Sources
. ,-,,

A% ,ParairrOs/Teacher Aides - bisadvtgA. and
.

!-,s.
. hOViCaPP10-

'' ,

I r

0 , .': ' *.4 NA' s

5,..*SepretartEal/Cleri:cal.1 .T Local Sources
.."

. ; '
. .1_

.,-
. .

s 6A Sfiltetlkial/Cieri'Cal - DiSadvigd. and

,, r i ,

i

handx0apped

.1TotalRequlkr Salaries:
t

4 /TEMPORARY

7. Tutors

r
v8. Tutors

19. Substitutes ,

Total Temporary Salaries -

4

.- Local SourceS

- 'bisadvtgd. and
handiCapped

- Local Sources

ti

-t AMOUNT

92 99

t



**:

Its

4, ,

OVERTIME /ADD. COMPENSATION

10. Overtimeitdd.COmp.

11. Oyertime/Add.CoMp.

k-

12. Overtime/Add.Comp:

Local Sources

=hDisadvegd. and
Handicappedi.

Voc.'Bducation

Total Overtime/Add. X!ompenation

Total Salaries
. *

EMPLOYE BENEFITS

II. IMRF

14. FICA only

15. Cert. Ins.

16. Non Cert. Inds.

Total

'PURCHASED SERVICES

17. Data Processing

18. Repairs & Maint.
.

19. Rentals

20.r Travel -P Ails

21. Travel-Staff

22: Travel-Staff,

23. Other

Total

SUPPLIES AND MATERIALS

2:4. "General Supplies

25 GeneralSupplies

a

'Local Sources

Local Sources
-4

=JJocal Sources.',

- Local Sources

BenefitsBenefits

- Local Sources
..4

- Local Sources*.

- LoAl Sources

- Local amides .

- Local Sources

Voc: Education

Local Spurces

Purchased Services

- Local Sources

- Fee Cards

a 92a

100

pa+

OP-.2
P. k of 3

a'

s N.



Gener4l $upplies

"
27. General SUpplies

rt;

28. 'Textbooks

29(.

30

31..

c4'

- Disadvt4d, and
Alandibapped

Audio-Visual Supplies

Vocational Edu-
cation

Local Source's.

Locafpources
*Duplicating Supplies --Local'Sources

Other Supplies - Local Sources.

-0P-
`1.). .S.'3-*

Toti. Supplies & Mdterial

I
ITAL OUTLAY

32. Capital. Outlay

33. Capital Outlay

3 . .Capitali.Outlay

7

.7

&I

' - Local S6urces
...

t, 1 ,

- Disadvtg..and.
Handibapped

- Voc. Education
-..

Total, 'Capital* Or tlay

TOTAISi.EXpENDITUFWBUDGET

92b tot ,01

.4

7'

A-t
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COMMUNITY HIGH SCHOOL DISTRICT 88
1250 SOUTH ARDMORE AVENUE VILLA PARK, ILLINOIS 60111 DU PAGE COUNTY

JOHN R. THORSON

jiversrItendent

I

TERRACE '4.9400

ADDISON 'RAIL HIGH SCHOOL
WILLOWBROOK HIGH SCHOOL

YORK COMMUNITY, HIGH SCHOOL
0

This will acknowledge, receipt of your recent inquiry concerning a
,

.teaching vacancy in High Schooi.District 88.

4

At t e present time we do not have a vacancy in your fieid.Of
specializ tion, howevek, when a vacancy occurs for which you might be

consider d a candidate, we will contact you to learn of Youeavailability.

!=v-
Thank-Wilor your interest in our school system.

8HM:lb

4

93

102

Sincerely,

Bert H. Michelpin
Director oZ Personnel

MI` .
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PER

. Community High School District
1250 SOUTH ARDMOR7 AVE.
VILLA PARK, ILLINOIS 60181

,
Your application will-be kept strictly confidential. Please complete it with great dare. Attach one complete transcript brYour college workor request that it be sent to PERSONNEL OFFICE, COMMUNITY HIGH SCHOOL.DISTRICT 88, 1250 SOUTH ARDMORE AVENUE,VILLAPARK, ILtINOIS 60181.

Teaching position desired (subject area)

Name

(1st Choice)

Last

Present or temporary address

Forst Initial
Date of application

(2nd Choice)

. Strain City State

Area Code

. Zip Cods

Until
Telephone No.

Perma'nent Address
5

Striret City State Zip Cod.

Area Code and Telephone No
Social Security No.

Do you have an Illinois teaching certificate? Yes No If yes, what type?

List other teaching certificate(s) held

Highest degree now held

Now a candidate for, degree

To be conferred on or about

`tellal years of contracted leaching experience

Semester hours earned_ beyond that degree if any

Military Service
',friars Months

NOTE.: ONLY FIRST PAGE OF APPLICATION
FORM' INCLUDED WITH THIS DOCUMENT.

94

103

FOR PRINCIPAL'S USE ONLY

Teaching Experience

Military Experience

Degree + Sem. Hrs

Experience Allowed

Salary Scale Step

Salary $
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It tap JOHN R. THORSON

Supernlendent
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PER ^ 3

COMMUNITY HIGH' SCHOOL DISTRICT 88'
1250 SOUTH-AROMORE AVENUE VILLA PARK. ILLINOIS 60181 DU PAGE'COUNTY

,
A

TERRACE 4.9400

1ADDISON TR

.....:ter

AIL HIOH ScH9OL.
WILtOWSROOK HIGH -SCif0101.

YORK COMMUNITY HIGH,. 414001.i

In reply to your recent'inquiry, YES, we have a vacancy in your field!

We are extremely Interested in maintaining high caliber personnel and

will, therefore, appreciate receiving a complete and accurate account

of your qualifidations.

Enclosed you will find our application form- Pleasecomplet it and

return it to our Personnel Office-within 10 days of the above date to

confirm Candidacy. In addition we require the following:

U .2to-date transcripts of colredt credits (1 copy each) , r
(If 'you have personal copies, one-hand .they are acceptable at this .

time for' evaluation of your candidecy) '

A

Cre entials from your Blacement Bureau or (4) letters of

tecommendation.

No interviews will be held until the above items arefiled.

After this office has, received all items, your file will'be reviewed

and if you have the background and qualifications for the vacancy, yOur

folder will he sent to the' principal's office. If not you will be

notified promptly of decision concerning your candidacy..

After a folder has been 'icsnl: to onp of our schools, that school will call

or notify yqu'oflinterest in schedulfng am interview.
f4

Thank you for your interest in our schoolys.tem.
4

BH14:lb

Sincerely,

Bert' H. Michelsen
Personnel Manager

12 95
.

104 HII
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COMMU JITY HIGH SCHOOL DISTRICT 88
1230 SOUTH ARDMORE AVENUE VILLA PARK. ILLINOlg.8018I DIIPAGE:e0UNTY

\JOHN R THORSON

Supenniendent

TERRACE 4.9400,

ADDISON TRAIL. HIGH SCHOOL

WILLOWBROOK PGli SCHOOL
YORK COMMUNITY HIGH SCHOOL

.

+10

1'

ft

There hes been no- follow-up on your, part on the original'letter of
application. Please be advised thathe.vecancy for which you
applied has been filled.

0

Thank you for your interest WI Distric t 110.
1'

WAM:mh

MIVa -1

0

Sincerely;

*WA

96

Bert H. Michelsen
Director of Persodnel

tr.
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.COMMUVITY
a

NCH StIlOOL DISTRICT '88
.

''
1250 SOUTH ARDMORE AVENUE

.
VILLA PARK. --ILLINOIS 601111 DUPACECOUNTY

I
. TERRACE 4...9400% 4.

. . .. 0 . km;

*
JOHN it, THORSON.

sup*, Intendvil

.
4

)This twill acknowledge receipt of you recent inquiry concerning

a teaching vacancy in High School District 881

At the present time we do not have .a vacancy n.youi fLeldLof

specialization. If one should occur within t e next thirty days

for which you might be considered i'candidate, wewill notify you
AndCheck on your avii-lbility.

c

..-

ADDISON TRAIL HIGH SCHOOL

wit.i.owskook 14.1:G 14* SCHOOL,

ORK COMMUNILY HIGH SCHOOL

If you do not bear from us within that period of time, lt will be

your responsibility to inquire again at some future date if still

interetted.

Thank you for considering District 88.

BHM:dh

MI-D

Sincerely,

Bert H. Michelsen
Director 6f Personnel

. 97

. 106

al%
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..- . 'COMMUNITY HIGH SCHOOL DISTRICT 88r
(12S010U-TH ARDMME AVENUE `silLIPA PARK, ILLINOIS 60111 01/ PAGE COUNTY. ;.

4 '.) I*

TERRACE 449106
4, \ " .. ' . .

..

.

. JOHN. R THORSON /'"
Sul:sot:menden!

s

3.

A001 0 TRA1I HIGH k,Hoot.

WILLOWS 00K HIGH sprool.

YORK COMMUNITY HIGH SCHOOL

There has not been sufficient follow-up on your part on
your original letter of application for us to feel thatyou are pursuing candidacy in the vacancy for which youwere sent notice.

Please be . advised that your file is
now considered in-active.' We trust that in the interim you have located

an assignment to your liking.

BHM:dh.

MIVa - 3'

Sincerely,

Bert H. Michelsen

Perronnel Manager

98 101
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COMMUNITY HIGH SCHOOL, DISTRICT 88
1250 SOUTH AR-DMORE AVENUE VILLA PARK, I1LI OIS 6081 DU PAGE COUNTV,

TERRACE 49400

JOHN R THORSON
Supfemtendent

o-

I1.

ADbISON TRAP!, HIGH SCHOOL
WILLOWBRO,K HIGH SCHOOL

YORK COMMUNITY imptv SCHOOL
ti

4.

Since you fiist contacted us, a-vacancy has occur -red in your field

of teaching specialization. If you wish to be considered for Ois

"position would.yoil please see that we recei'vl the following:

.plp-to7date'transcripts of collet:a -eoriyeach).__

( ) Credentials from your placeitient bureau

After these are receiyed and we have given full consideration to

your qualilications we will contact you wi':h regard to an ,interview.

Sincerely,

BHM: Th

Bert H. Michel'Sen \

Director Personnel

MIII

7.

4,
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PER --
If

; _

Cp.MMUNITY HIGH SCHOOL- DISTRICT '88
1250 SOUTH ARDMORE AVENUE'.

VILLA-PARK, ILLINOIS 60181 DU PAGE COUNTY

JOHN R. THORSON

Superintendent

f'

TERRACE 4-9400

A154.01SON TRAIJ. HIGH SCHOOL
WILLbWBROOK HIGH SCHOOL
YORK COMMUNITY HIGH SCHOOL

Recidtly we sent youon-application for a teaching positiOnjn ourDistrict. In revieiling our records we find that to date you havenot returned the following items: ,.
*//4'

1

..

/'4.
,. . ...

.

.v If you-are no longer interested in applying for a position in our'District, would you please let us knourby'
. . Ifwe do, not hear from you by nib date, we will automatically returnany transcripts.or credentials we have f,our files.

We know you understand that this above procedure is designed toprovide the Most efficient processing of teacher applications andto provide the maximum service to all concerned.

ioo

Sincerely,

Bert H. Michelsen
Director of Personnel

MVI
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COMMUNITY HIGH- SCHOOL DISTRICT 88
1250-SOUTH ARDM,ORE AVENUE VILLA PARK, ILLINOI5601_81 DU PAGE COUNTY

Fa

JOHN R. THORSON

Supe,nfendent

-

TERRACE 4.9400

ADDISON TRAIL HIGH SCHOOL
WILLOWBROOK HIGH SCHOOL

YORK COMMUNITY HIGH SCHOOL

In response to our recent inoUiry,,,be assured that we have

your application*b,,ank4on file.' Any other supportive papers we

may have had inthe nast have been returned7 transcripts to you,

credentials to yobr Placemdht bureau. 'If return was not required

by your bureau the credentials have been destroyed.

At this tire any huildinr of your complete file (application

lblank, transcripts and credentials) will Ile Of your 'own choosing.

We do not have a known vacancy in your field at present. Concern-

ing transtripts,'nhotocopies are acceptable-fOr file and any sub7

sequent interview in the event of a vacancy.

Your completed application has been returned to an active

file and you rill be notified rben.we are seeking instructors in

your field. '

BIncw

101

110

Sincerely,

nert H. Olthelsen
personnel-"anager
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COMMUNITY HIGH. SCHOOL DISTRICT 88

JOHN R. THORSON
.%

ADDISON TRAIL HIGH.SCHOOL

WILLOWBROOK HIGH SCHOOL
YORK COMMUNITY. HIGH SCHOOL

You Are cU*rently_in our active file. We have just posted a vacahcy, in
your ii0e-for next school year. Thus this tracer of your availability
and interest is sent herewith.

_

The enclosed form letter tells what is needed to_haveYOur candidacy
,considered if you are interestecre

.

Should we hear nothing from you within two weeks of the above date any
papers on hand will automatically be transferred'to an inactive file.

,BHM:lb

102

-

Sincerely,

Bert H. Michelsen
Director of Personnel
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COMMUNITY HIGH SCHOOL DISTRICT 88
1250 SOUTH ARDMORE AVENUE VILLA PARK, ILLINOIS 601111 DU PAGE .COUNTY

TERRACE 4.9400 ,

JOHN R, THORSON

Superintendent

ADDISON TRAIL HIGH SCHOOL
WILLOWBROOK HIGH SCHOOL

YORK COMMUNITY HIGH SCHOOL

You elected to -send in all your materials 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
York

If you are not available for employment for next school yeak,
please, so ad-Oise. If available, be advised that afterthe
school has had sufficient time to evaluate your folder there

will be communication with you.

Sincerely,

Bert H. Michelsen
Personnel Mariager

MVIIF
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COMMUNITY HIGH SCHOOL DISTRICT 88.
Du Page County, Illinois

TEACHER'..S CONTRACT

FIRST.FULL ARM OF EMPLOYMENT ,

IT IS HEREBY AGREED by and between the Board of Education of
District Number 88, Du Yage County, and State of Illinois,, and

, a legally qualified teacher,
that the said

shall be employed for
the school year

, for the annual basic salary of
, this salary based on

Degree and placement on Step , Scale of thecurrent salary schedule.

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.

.

k

IT IS HEREBY MUTUALLY AGREED and understood that the pr ovisions,
of the Board Policy Regarding Certificated Personnel of this School.
District, and all existing acrid 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
reference, the same as if such regulations were set forth in full.
herein.

- pursuant to an,Aye andllay vote taken and recorded at a lawful 'meeting of the said Board of Education held at Villa Park, Illinois,on the, , day of 19 , and by crdel.of
said Board of Education, this contract is executed this dayof t.1 19 ..

I-
.
RER 712*:

President, Board'of Education

Secretary, Board of Education

Teacher

Note: If not retuified to '

District 88 Personnel

-Office within ten days
this contract will be
considertd null and void.

384AS (First Year)

1
104 113

a.
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COMMUNITY HIGH SCHOOL DISTRICT 88
Du Page county, Illinois

TEACAWS CONTRAC'e- FIRST FULL TERM OF EMPLINMENT

-IT IS HEREBY'AGREED by apd between the Board of Education of Distnict°-

a
.

__.

Number 88, DuPage County, and State of Illinois, and ' . . ; -

a 'legally qualified teacher, that the said . _ shall be 1 '

employed for-the he 'school year - %
" for the annual.basic salary of -, .

$ 4 '. , this salary baked'on .
.

v

Degree and placement:on.Step 1 P' ,'Scale .. of the
. current salary schedulei subject to any adjastment for sai.dSeep and Scale should

,

a new salary schedule be agreed upon. t. , ; . ) .

., .,

IT IS FU ITER AGREED that this Contract is subject-to the school'laws
of the State of riiinoisandlthe reasonable and lawfill regula4ions of said Board.

. ,

IT IS ,HEREBY AGREED and'undersObd that the provisions. of the
:,

Board Policy, Regarding Ceitificate'd Personnel of tilt.; School.District, and all
ekkSting end futtlreAmehdments:thereto, and all. other policies and ruleS and
reaOlations with r' Bard to operating said School District during the terse of this

'

contgact,'"are to be\conitrued as a'part o this contract-and incorpOrated.herein
. ' by reference, /the same as' if such -regulations liere seteforth in full herein.

.
6 e

1

'Pursuant to'in Aye and Nay vote taken and recorded at a lawfjil meeting
, - of the said Board of Education-held-at Villa Park, Illinois, on the

day-df
,6

.

1

,

. . 6.

_ -, 19 , ,.and by order-of said Board of. -

Education, thiS co tract is executed' this Clay of 6

te

19

" *)

.President;-Board of Education

Secretary, Board'of Education

114 105

.
Teacher

Note: If not returned to Distribt 88
Personnel Office within ten
adys, this contract will be
considered null-and void.

384-A (Titial Full .1r)
t,
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COM19NITY HIGH SCgOOL DISTRICT 83
DILPasre. County, Illinois

TEACHER'S CONTRACT - PARTIAL SCHOOL TERM

PER 14

IT IS HEREBY AGREED,, by and, between the Board of Education of Distriet.
Number 88, Du Page County, and State of'Illinois and .

.

a regally qualified teacher that the said " shall be '

employed,for -the remainder of the.sctiool year . , at pro -rated
.

annual basic salary. of $ . \ -specifidally, $e _ . for
. this salary based on- - ' _D6gree

and placement on Step_
.-,

!Seale ofthe'currentSalarX
schedule. 4. A

IT IS FURTHER AGREED' that this contract is slibject.to the-school-laws
.of the State of Illinois and the'reasonable and lawful regulation,df said Board.

IT IS HEREBY MUTUALLY AGREED and understood that'tfic provitions.of the
Board,PolicyRegarding Certificated Personnel -of thia,pchool District, and all
existing and future amendments7thereto, and all other policies anrulet and
regulations with regard to .operating said School District during ti.te'-ter6 of
this contract, are to be construed- as a pdtt. of this contract,and incorporated
.herein by reference, the same'as'if such regulations were set forth in full'
herein:

. This contract being for only a ,Part lal year, contracted time does not
count toward-tenure status..

Pursuant to' an Ay
of said' Board of Educa
day of

d Nay vote-taken and recorded at a lawful meeting
held' at Villa Park, Illinois on the _

19 ., and by order Of said Bbard'of Education,
_day of 19 _ .

this contract is executed this

President, Board of Education

Secretary, Bdard of Education

10.6

Teacher

Note: If not retuned to District
88 'Personnel Office within
ten days, thid contract wi
be considered null and voidi

115'

384B (Partial Year)
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cCOMMUNjITY HIGH SCHOOL DISTRIO.88
1250 SOUTH ARDMORE AVENUE VILLA PARK, ILLINOIS 60181 DU PAGE COUN'TY

TF.RRACE 4.9400-

JOHN R THORSON

Supenntenden1

ADDISON TRAIL HIGH SCHOOL'%:

WILLOWBROOK HIGH SCHOOL'

YORK COMMUNITY HIGH SCHOOL .

*Congratulations on accepting an nssignment of your choice.

We are returning herewith pertinent papers. Thank you for

havink considered Di-strict 88.

Best wishes fOr future success.

BHM:dh

Sincerely,

Bert H.*Michelsen
Personne.1 Manager

MIVe



PER -16

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

1250 S. Ardmore Avenue
Villa Park, Illinois

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

1. -Write to the office of the Educational Service Region (DuPage)* for infor.,
mationon how to secure an Illinois Teaching_ Certificate if you are coming

from out of state.. If you are now teaching'in Illinois askfor information on re-
listering.your certificate in DuPage County and please see that the, personnel office, .

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 has been entered on them. The transcript youmay have sent as_one of'
the_materials for your-consideration in application will constitute partial full-, fillment-Of this requirement if it is an original official copy andeontains upon
it allidUrOredits and shows the_attaihmentof youraegree,

3. The Minas School 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 enclOging a health examination' form. Please have this form
filled out by your family doctor and return it to us.

5. W -4 and ILWL4 withholding tax statements have been enclosed.' Please com-
-plete and return these to the personnel office promptly.'

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

.7. In order tn complete your office personnel fife in the District Office we
will need a small application size photograph of you. 'please send tone to

the personnel office.

8.

sets of
one for

We have one set of your credentials on file. .Have another set sent to.the
personnel office from youri college placement office. The reason for two
transcripts and credentials is that 'one is for the District Office and
the Principal's Office.

9. Photostat of Armed Forces discharge papers are required if placement'on
salarYschedule gives credit for military service.

10! Experienced teachers should complete attached form which permits us to
request statement of previous teaching experience to complete ycitir pro-

fehsidnal file:

BHM:lb
encl. 2 copiei of contract '

1 heaj.th form

1 W-4 and 1 ILW-44'orm
1 Pension form

108

*Mr. Merrill Gates, Superintendent D_ uPage

County Educational Service Region
P. O. Box 500

Wheaton, Illinois 60187
Phone: 682-7150 (Area Code 312)

117 . t,
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COMMUNITY HIGH SCHOOL DISTRICT 133

1250 So. Ardmore Ave.
Villa Park, Illinois

MEDICAL HISTORY AND EXAMINATION

NAME

4

POSITION

;PER - 17

SCHOOL

b
I. HISTORY: To. be completed by applicant prior to medical .examination.

Past Illnesses:

Reasons for-absence past year

Are you under medical care? It so, dcate reason

Are you taking.medication? If so, what medication?

Immunization Status - give most recent date:

Simallpox V6hthela Tetanus, Polio

Tuberculosis Status: A report of chest x-ray or, tuberculin test must

be on file in the Superintendent'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

II: MEDICAL EXAMINATION

4

1971

Abnormal findings

Signature of ATplicant.

Recommendations

Is,a.subsequent examination advisable?

On the basis of this examination, I believe the above Terson to be'in

gbod health and able to perform duties of his/her position in the high

school.

.4-

Date

t1

109

118

M.D.

Signature of Physician



PER = 18

SERVICE RECORD INFORMATION *.

As the following items'are not permitted on application blank', will
you please give the, following information. It is used in subsequent
reports we are called upon to file.

NAME:

DATE OFBIRTU
Month Day Year

MARITAL STATUS NO. OF DEPENDENTS

Thank you.

no
.11-9
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PER 19

414 COMMUNITY HIGH SCHOOL DISTRICT 88
1230 SOUTH ARdIMORE AVENUE VILLA-PARK, ILLINOIS 60181 DU PAGdOUNTY

TERRACE 41400

JOHN R. THORSON

Supermtendent

tw

.8i
I

ADDISON TRAIL HIGH SCHOOL

WILLOWBR4OK IIIGH $CHOCU,
/ORK COMMUNITY HIGH SCHOOL

We had correspondence recently from you concerning a
vacancy in District 88. Please be advised that that
vacancy no longer exists..

Thank you for yOur interest in District 88.

BHM:dh

izo

Sincerely,

Bert H. Michelsen I

Director of Personnel

MIN
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PER '20

COMMUNITY HI-I',SCHOOL DISTRICT 88-
1230°30'41TH ARDMORE AVENUe VILLA PARK, ILLINOIS 601$I DU PAGE COUNTY

TERRACE 4.9400

JOHN R. THORSON

SII:41mIencient
ADDISON TRAIT HIGH SCHOOL

WILLOWDR,OliK HIGH" SCHOOL
.

YORK COMMUNITY HIGH SCHOOL

k
This *ill acknowledge receipt of your rederNinquiry concerning 'a
teachingvacancy in*High School District 88.

On the basis of interviews already held g decision will be reached
in the vacancy to which you referred.

4 4

At the present time we do not have.another vacancy in your field of
specialitation;_however, when a vacancy occurs for which yod might
be considered a candidate,%we.will contact you to &earn of your
availability.

Thank you for youe-interest in-our school system.

BHM:dh

112

-Sincerely,

Bert IL Michelsen
Director of Personnel

MIF



,PER 2.'21

COMMUNITY, HIGH SCHOOL DISTRICT 88
IISO SOUTH PiRDMORE AVENUE VILLA PARK, ILLINOIS 60181 DU PAGE CO-UNTY_,

TERRACE 4-9400

JOHNR THORSON

Supef rem:fent

ADDISON TRAIL HIGH SCHOOL
WILLO,W8ROOK HIGH SCHOOL

YORK COMMUNITY IlIGH SCHOOL
1

You are aware of the large-number of applicants for each
vacancy listed this year. Employers ,have many choices in
weighing relative strengths of applicants.

In -a way it makes it easier to reassure the candidate that
the competition is really keen and it is no reflection upon
tompeten les that someone else will be appointed. We.are
return' g all personal items tuyou and your credentials to
your acement of2ice. We appreciate your willingness to
have been considered hczre..We regret that volume of.applica-
tions precluded the passibility of schedulinkinterviewS for
all candidates.

Best wished-for locating an assignmefit of your choice'.

Sincerely,

Bert H. Michelson
Personnel Manager

MIVA-2

0
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COMMUNITY HIGH SCHOOL-DISTRICT 88SCHOOL
1250 SOUTH ARDMORE AVENUE VILLA 'PARK, ILLINOIS 6015I :'DU PAGE COUNTY

;:TERRACE 4.940'0 1 ti

-\ PER 22

JOHN R. THORSON

Superintendent

X

.

ADDISON TRAIL NIGH,S1CHOOL

WILLOWBROOK a IGH SCHOOL

YORK COMMUNITY' HIGH SCHOOL

The position for which yon'had applied has een filled. .The-principal
and department chairman reachecLa decisiOn'while ybur- folder was 'being -

J' assembled. Thus we -shall return toyoucanOpapersi you May need -for
applying elsewhere. *Tt* volume 44 candidates this -year has been great..
We did not elect to 'set uvedate to c=lose applications. On thefother
fiend wherithl'fichooljbund whatiit was looking for:, hirint was' done. We
couldn't assureAhaCill who had started applftationa.could be reviewed
by a ceri4ih'date:_,

-

We wish you the 'betifofAuckin appointment ioli job of jour
We shall.-retain your 4pplication blank,to mOtify you should there be°
an unto, 'eseen vacancy here:, In that 14y we would have a cheCk on your
availablrfty.

Thank you for consideringAistrict 88.

EPA: d h

Mz C 114

sificerilyi

Bert I. Michelsen
Personnel Manager

ITEMS NOT RECEIVED

Completed 'application blank

1 Transcript(s)

1 Credentials or Letters of
Recommendation

123



1;

PER 23'

COMMUNITY HIGH SCHOOL DISTRICT -88
1250 SOUTH ARDMORE AVENUE VILLA PARK, ILLINOIS 60181 DV PAGE COUNTY

'TERRACE 4-.9400

JOHN R THORSON

Sunermtendent

ADDISON-T-RAIL HIGH SCH0-01.

WICLOWBROOK HIGH SCHOOL

YOU COMMUNITY HIGH 'SCHOOL.

BeCauSe of the nature of the. classes involved, ..11e ha've decided to
'hire an experienced' person to fill-the vacancy for which you have,

Thank,you,fot youT,applicatiori. If a new vacancy should occur in

the near itature, we vila contact you again.

I am sorry that volume of applicants precluded^ the possibility of
having interviews' scheduled for all Candidates,.

Sincerely,

BHM:mh

MVA

1.1

24
115

Bert H. Michelsen
Director of Personnel

r--

7
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, PER 24

COMMUNITY HIGH SCHOOL DISTRICT 88
1250 SOUTH ARDMORE AVENUE VILLA PARK, ILLINOIS 60181 DU-PAGE COUNTY

TERRACE 4.9400

,-,4 JOHN R THORSON't'- sop.,,ntenden,

,

ADDIS-ON TRAIL- HIGH SCHOOL

WILCOWBROOK HIGH.SC-HOOL

YORK COMMUNITY HIGH SCHOOL

Th0 enclosed forM letter tells of the disposition of the
vacancy ger which you 'Wete adandiditte. The quality of
your folder .is sUch-EhaP if you wish to- have it kept intact
in7the eveltof a now-unforeseen vacancy-we would like to
-haVe it ready to resubmit at:_anytime.

Please :advise. We will not pursue the dismantling of the
folder referred- to in the attached until we have had time
to hoar-from,yow. .

'7

4v BHM:dh

muc

<7

11,6

Sincerely,

Bert H. Micheisen
Personnel Manager

>4!
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COMMUNITY HIGH SCHOOL DISTRICT 08
Du Page County, Illinois

TEACHER'S CONTRACT - CONTRACTUAL CONTINUED SERVICE

IT IS HEREBY AGREED by and between the Board of Education of District
Number 88,.Du.Page County, and State of Illinois, and
a legally qualified teacher, that the said shall

be employed for the school year , for the annual basic salary

of $ ; this salary based on
. Degree and placement on Step . , Scale of the current

salary schedule, subject to any adjuttments for said Step and'Scile should a new 1
salary schedule be agreed upon.

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

ITIS HEREBY MUTUALLY AGREED.anct understood that the proviSions of the
Board Pplicy Regardinb Certificated Personnel of this School District, and all
disting'and future amendments thereto and all other poliCies- and rules and
regulations with regard to operating said School DistkUt during the term of
this, contract, are to be construed as a part of this contract and incorporated
herein by reference, the same as if such regulations were st forth in full
'herein.

The parties mutually agree that this teacher serves on tenure status
until resignation, or dismissal as-per provisions of School Code. This contract

shall continue from year to year in full force and effect subject to salary
schedule then in effect.

Pursuant to an Aye and Nayvote taken and,recorded at a lawful meeting
of the Said'Board of Education held at Villa Pdrk, Illinois, on the
day of , 19 , and by order of said Board of Education,
this contract is enecuted this day of , 19

1/2

Teacher

Pretident, Boaed of Education

Secretary,Board of Education

384 D (Tenure)

126117



PER - 26

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 PageiCountyt and State-of Illinois; and

a legally qualified teacher,
that the`said shill be employed for
the school year

, for -the annual basic salary of
$ , this salary basid" on
Degree:and .placement on Step _ , Scale Of the
current salary,schedule, subject to any adjustments foisaia Step and
'Scale should a new salary schedule be agreed upon. .

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.

IT IS HEREBY MUTUALLY AGREED and understood that the.provisions
of the Board Policy Regarding Certificated Personnel,of 'this SdhodA
District, and all existing and'fUture amendments thereto, and all
other polidies and rules and regulations with regard to opetating
said School District daring the term of this contract, are to be
construed as a part of this contract and. incorporated herein by refeience,
the same as Af 'such regulations were set forth in full'herein.

t,

eiThe parties "acknowledge thit as being the ear
. ,

of probation: . ,. , ''k
,

Pursuant to an Aye and, Nay vote taken and recorded at a lawful
meeting of the said Board of Education held at Villa Perk,. Illinois;
on the day of , 19- , and by order of said
Board.of Edudation, this contract is executed this day of

, 19

t

President, Board of Education '

Secretary, Board of Education

118

Teacher

ti

Note: No assurance of assignment can
be gi'ven for a contract re-
turned to Dkstrict 88 Personnel
Office after May,

384C (Non-Tenure, 2nd or 3rd ft.)

4 .27
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PER 27

COMMUNITY HIGH SCHOOL DISTRICT 88
1250 SOUTH ARDMORE AVENUE VILLA PARK, I tLINOIS- 60181 DU PAGE COUNTY

TERRACE 4.9400

JOHN R. THORSON

Supormttnant

Gentlemen:

ADDISON TRAIL HIGH SCHOOL

WILLOWBROOK HIGH SCHOOL
YORK COMMUNITY tHIGH' SCHOOL

6

A

The following credentials are no longer needed in our office
and rare, thbrefere., being returned for your files:

Thank you for your*continued cooperation.

BHM:dh

MVII

Sinderely,

Bert H. Michelson
.Personnel Manager

119

128

a.

0
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.PER - 28

COMMUNITY HIGH SCHOOL DISTRICT 88
1250 SOUTH ARDMORE' AVENVE VILLA PARK, ILLINOIS ,60181. DP RAGE COUNTY

TERRACE 4.9400

JOHN R, THORSON

Supenntrndem
ADDISON TRAIL HIGH SCHOOL

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. WO are making every

effort to project ,needs as conservatively as possible. As of this
date we have no indications of resignations which would create open-
ings in your field.

Therefore we are returning any personalpapers 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.

BHM:mh

MIVB

120-'

Sincerely,

.Bert H. Michelsen

Director of Personnel,

129
r.



PER - 29
oef

COMMUNITY HIGH SCHOOL ,DISTRICT 88
1250 SOUTH ARDMORE AVENUE VILLA PARK, ILLINOIS aptet DU PAGE COUNTY

TERRACE .4".9.400

JOHN R THORSON

Supeontendent

ADDISON TR/kitHIGH SCHOOL
WiLLOWEIROOK HIGH SCHOOL'

YORK COMMUNITY HIGH SCHOOL

In reviewing your perbonnel file we have checked the following items
which are needed to eomplete'your records in out offite: 44.

Official transcripts from:

Credentials

Verification of previous teaching experience

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

Health Form

Small photograph

Teaching certificate

TB x-ray card - The State of Illinois requires that all school
employees provide a written or'prinied notification
of the result of chest x-ray'or tuberculin test
before September 3. and at that time the certificate
must not be cader=then 60,days. This test can be
taken free in Illinois or,- if done privately, the
expense is incurred by the teacher.

Teachers' Retirement Form if not a member

May we take this opportunity to extend'-tO you )1ur best wishes for a

successful and satisfactory professional year.

Sincerely,

Bern A. Michelsen
Perdonnel Manager

BHM:dh' MVII1

;6121

130
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APPLICATION FOR SUBSTITUTE TEACHING-

CC.4,1UNITY HIGH SCHOOL DISTRICT 38

1250 South Ardmore Avedue
Villa Park, Illinois' 60181

PER 30

Name Date of Application

Address- Phone
Street Town

Date of Birth Social Security Number

Teaching Preferences (Specific Courses/Areas) At which District 38 schools are
you interested in substituting?

(1) - Addison Trail
Willowbrook

(2> York

(3)

May we call you in the morning tco ask you to substitute? Yes _ No

Whai restrictions, if any, do yOu wish to place upon your availability as a
substitute? (Startin3 time, days per week, subject areas', etc.)

When are you available fur an interview concerning duties?
* * * * * * * * * * * * * * * * * * -:. * * ,: * * * * -i.- * * * * * * * * * *, * * * * *e

Type of Teaching Certificate Number
1- '-i

Date of Issue Place of Issue Expiation Date
7

Name of College Dates
cr_Universi6 From/To Degrees Major Minor,

(List semester hours in each)

(1)

(2)

(3) -

Name_ of School

1.

Z.

1.

2.

3.

FULL TIME TEACHING EXPERIENCE

Dntes Subjects .taught
Address From/To and Grade Level

SUBSTITUTE'TEACHING EXEERENCE

Please list at least three references on the other side of this sheet, giving
name, title, address, telephone.
S.4 8-71

122 131



PER 31

APPLICATION FOR EMPLOYMENt

COMMUNITY HIGH SCHOOL DISTRICT 1188

CLERICAL/SECRETARIAL

Posifiori Desired Date

(Miss

Name(Mrs. Social Security No.
Last First . Initial

Address Telephone

Street City ." State

. Date. of Birth" Place of Birth

Dependents? Number Ages

EDUCATION AND TRAINING BEYOND ELEMENTARY SCHOOL

Name of_SChool

Attended Degree or

Location From To Diploma, iMaior Subieoz
ti

sl' 1

EMPLOYMENT RECORD (LAST THREE)

.Name of Company Location
Dates Nature Annual

From To

I

of Work ./ Salary

i

I

List special skills you possess or machines you can operate.

.4

1

REFERENCES

Address Position

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

123

132

4
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APPLICATION FOR EMPLOYMENT .

6

PER - 32

'COMMUNITY HIGH SCHOOL DISTRICT #88
CAFETERIA

Position Desiied Date
(Miss

Name (Mrs. Social Security Number
Last 'First Initial

Address
Telephone

Street Ctty State
Date of Birth Place of Birth

Dependents? Number Ages

EDUCATION AND TRAINING BEYOND ELEMENTARY SCHOOL
, Dates Attended Degree or Major

Name of School Location. From To t Diploma Sub ect
I

I,

EMPLOYMENT RECORD LAST THREE
Dates

From/ToName_of CoMpany Location
Nature -

of Work
Annual
Salary

List special skills you possess or madhines you can operate:

Name

REFERENCES

Address Position

ts-

Return completed form to-: Personnel Oatce, Community High School District #88
1250 S. Ardmore Avinue, Villa Pack,'Illinois 60181

124
133



Position Desired

APPLICATION FOR EMPLOYMENT

COMMUNITY HIJA SCHOOL DISTRICT #S8
cUSTODIAL

Date

PER 33

Name ' Social Security Number

Last First Initial

Address Telephone
. Street City State

Date of Biith Place of Birth

Height Weight Single Married

Number of Children Ages Other Dependents

EDUCATION AND TRAINING BEYOND ELEMENTARY SCHOOL

Name of School

Dates Attended Degree or Major

Location From To -Di loma c Sub ect

Name 5f Company

EMPLOYMENT RECORD (LAST THREE)
Dates, Nature Annual

From/To of Work SalaryLocation

Military Service Branch
tis

List spacial skills you possess or machines you can operate;

Name

REFERENCES

Address

I

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

1250 S. Ardmore Avenue, Villa Park, Illinois 60181

Position _

125
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APPLICATION FOR EMPLOYMENT

COMMUNITY HIGH SCtOOL DISTRICT #88
TEACHER-AIDE

PER - 34

et.

Posiion'Desired Dateiss
Name(Mrs.'

Social Security' Number
(Mr. Lasts. First Initial

Address
Telephone

' Street' City State
Date of Mirth Place of Birth

Dependents? Number Age(q)

EDUCATION AND TRAINING BEYOND ELEMENTARY SCHOOL'.

Name of School Location
Dates Attended Degree or Major
From To, Diploma Subject

I
1

1
i

;ti

Name C m a Loca

EMPLOYMENT RECORD_ LAST THREE
Dates

0
Nature
of Work

Annual
Solar

4r

List special training you have had in your mglt& area a`intozest or field of
'concentration. .

Do you type? Words per minute
What other types of equipment do you operate?.

Name

REFERENCES

Address

Return. completed form to:

a

Position

-

.1

Personnelt 'Office, Community High School District 88,
1250 S. Ardmore Avenue, Villa Park, Illinois 60181

126
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PER - 35

ROUISITIO1 FOR NON-CIATIFICATED PEPSOMPEL

Proposed Applicant:

name Address

Date

Telephone 3eginnin7 Date of Employment

In Case of Emergency, 'Totify
name

Add'resa =s Telephone

Social Security 7o. Po. of "ithholdinr. Tax ExImptions

!i"ajor :edical Insurance: Sinlle Em2loyee
EMployee win One Dependent
Employee with Yore Than One-Dependent

Classifcatioa of Personnel: '' 4 Is
*

Clerical Cafeteria Custodial Para-Pro

Fill Ti; :e Part Tic Sumner Temporary
.

Description of the Duties'

Credit for Prior : -nerience:

Bef.inninr- Salary:

Sw.mestee. Salary Commitments:

Approved:' Submitted:

Superintendent Sionature

Date Received in Personnel Office.:

Principal

Pink Copy - iusiness Office, Green Copy - Principal's Office, Mite Copy - Pers.

127
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BOARD OF EDUCATION

t

r

CCIMINITY NIGH scom DISTRICT NO, 88

PAYROLL PROCEDURES'

INCLUDING ASSISNY2NTS AND DEDUCTIBLES

PApared .By:

siress Office

May 24, 1973

128 137

PAY -.
P. 1 of 12
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j

NOTES

=PAY
P. '2, of 12

The follovingexplanatory notes will be helpful in developing an over=-all

perspectil:re of paytoll operations, for this district.

. _ .

a. The terns-ndontract Yeat' and "School Year" are used interChangeably.
,

2, Payolls,-will beprepare:Land distributed op -01e, 5th arid 20thef-'1,4ch

panth-exCept when these-dates frill on a nonrschoolIdayAn which case
.

the payroll will hadiStributed on =the previous work day- - z
, .

,o, ,
,

.
_ .

All Materialeanddata affetinwany employee earnings or payroll must

be in tha districteiffice at least ten, (10 calendar daWptior-tothe-

dates fot diStribution,idcntified intliaprededing paragraph..
P-:

ee
C

3. Ali reizbursemepteatned'for "oVertiMe",';Special: projects, -curriculum

projects, tutoring, substituting, verkingatenncessions, ticket t

takers/sellers, si.lierVisina of Student teachers, and:other,assignmentts

for which payment cannot: appropriately be-distributed on the_-"quarteri

Plan" salltbe paid in,ohe sum and added to the next payroll check:to

be written. .

4. All eMployef-s salaries /pans paid to employees for nervices rendered

are Subject to deductions for either the Teachers Retirement pysteM

-or,IMRP which inludes FICA except ns noted in tv-11.' -

C

Compensation paid to certificated emproyees for services rendered

.during the school year will in most lhstances be subject todeductions

,hSo tfle.Oachers RctireMent'System An exception is noted in III -H (IV -F)

w'there a'"private contractor" relatiomhip,may exist.

Norelally salaries /wages earned by the Iron-certificated employees of

the chcol district will be' subject to' FICA (Social Security), or for

deductions for the Illinois Municipal Retirement Fund (IMR4. The

job description is of great importance in-determining whether the,

deduction should be for PICA or IMRF,-if the job description, indicates

more than 600 hours pet year, the deduction-is for IR but if the job
-decriPtion indicates less than 600 hours per year then the deduction

i for FICA'..

5. In 1973-74 for'the first time, this district will inaugurate what may

be called a "quarter plan".for reimbursing staff members for various

assignments. The'four quarters are comprised as follows: Fall

Quarter (Sept., Oct., Nov.) ; Winter Quarter (Dec., Jan.,, Feb.) ; Spring

Quarter Oar., Apr., Nay); Summer Quarter (June, July, Aug.). It is

contemplated that reimbursement for most of the job assignments/cass-7

ifacations in Section III-A through 11, will be made on this quarter plan

basis.' For exempla, payments for football coaching assignments will

1)-6 made during the faillquarter comprised of six (6) pay periods--thus

this :1,:3ed renumeration will he divided into six payments and will

129

138
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PAY 1.
P . 3 of 12

be added to the basic salary due on Sept. 5, 20; Oct.5,20,and Nov.5,',20. Similarly payments for basketball coaching assipMents will bedistributed in-over six pay periods of the winter quarter and added'to the basic salary due on Dec. 5, 20; Jan. 5, 20; and Feb, 5, 20.

Each principal will need to identify the particular quarter in whichpayment foi certain assignments may be made. An example are thedrama productions: if a production is being prepared for presentationsome time in the month
of December,' the Principal's office may requestreimbursement to be made during either the fall or iainter qnarter.Similarly, if a production is scheduled.for

presentation late,in themonth of January; payment may be made during ,the fall or winter quarteras desired and approved by thecPrincipals' office. The fall, winter,springquarters will 'have six (6) pay dates-4wo in each of the threemonths. The summer quarter will have EILL four (4) pay dates. Con-sequently, iemployees working in the summer driver education program,summer school, summer librarian, and counselors assigned during thesummer months will have payroll checks distributed on June 20, July 5,20, and August 54

.ga
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Classifications

I' Administration

A. Schools

PAY - 1
P. 4 of'12

To Be Deducted

//
WT Pension

1. All positions requiring certification W-4 T.P.

2. Additional /overtime compensation W-7 T.P.

B. District Office /
1. All Poditions requiring certification // W- T.P.

2. Positions not requiring certification /
/

W-4 IMRF

3. Additional/overtime compenaafion--Non,

Certificated
. / W-4 IMRF

4. Additional/overtime compensation-

Certificated W-4 T,.P .

II Faculty,
/

!

A. Base Contract--per salary schedule and/or

agreement
W-4 T.P.

13. Additional Assignments--dompensation to be

distributed throughout the contract year

or any part remaining thereof

1: Audio-visual Director W-4 T.P.

2. Cheerleader Coach_ W-4 T.P.

' 3. Deans
W-4 T.P.

4. Deans Activities, Director of T.F.

5. Debate Coach W-4 T.P.

6, Department Chairmen W-4 T.P.

7. Driver Education Supervisor W -4 T.P.

8. Extended Day - A.V. Director W-4 T.P.

131
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PAY, - 1
P. 5 of 12

To Be Deducted

Classifications
WT Pension. .

i .

9. G.A.A. Sponsor
W-4 T.P.

10. Guidance

a. 'Counselors- =regular school year W-4 T.P.

b. Director -- regular school year T.P.
4

11. Library Director
W.74 T.P.

12. Mu-sic
W-4 T.P.

a. Band DirectorrIgular school year' W-4 T.F.

b. Choral Director-=regular school year W-4. T.P.

C. Orchestra Director--regular school
year

W-4 T.P.

13. Nurses`
See IV-G-

14. Pom Pom Sponsors
W-4, T.P.

15. Physical Welfare, Director W-4 T.P.

16. Printing of School Newspaper W-4 T.P.

17. Psychologists
See IV-1.!

18. Student Council Sponsor'
W-4 T,P.

19. Ustser Supervisor
W-4 T.P.

20. Yearbook Sponsor
W-4 T.P.

III Additional Assignments -- Certificated Personnel -
- Compensation to be paid on a "Quarter Plan"
(Fall, Winter, Spring, Summer)

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
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16.

PAY - 1
P. 6 lof 12

To Be Dedu'eted

Classifications*
WT Pension

D. Corridor Supervision W-4 T.P.

E. Drama

1. Lighting Supervisor W-4 T.P.

2. Production Director W-4 T.P.

3. Stake Director

4. Stage Use Director

W-4 T.P.

14,4 T.P.

F. Driver Education Teaching
-or

1. B-T-W (duringregular school year) W-4' T.P.

2. Supervision W-4 T.R.

G. Intramural Progfam Coaching W-4 T.P.

H. Officiating Athletic Events (Vendor Checks) See IV-F

FOLLOWING TO BE PAID IN ONE SUM AID ADDED TO PAYROLL CHECK

I. Concessions work atvarious events W -4 T.P.

J. Curriculum Projects W-4 T.P.

K. G.A.A. Sports Programs (15) :14-4 T.P.

L. R 1.1stration Week Help W-4 T.P.

'
M. Student Club Related Activities W-4 T.P.

N. Supervision of Athletic Events W-4 T.P.

0. 'Supervision of Non-School Events W-4 T.P

P. Supervision of Student,-Activities W-4 T.P.

.Q. Temporary Substituting W-4 T.P.

R. Ticket Taking/Selling .W-4 T.P.

S. Tutoring W-4 T.P.

133
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Classifications

PAY 1
P. 7 of 12

To Be Deducted

WT Pension

T. of Miscellaneous nature not listed
above

W-4 T.P.

IV Special Situations

'A. Summer Programs

1. Driver Education-- (To -be paid on Quarter,
Plan)

A. B-T-W
W-4 FICA

b. Classroom W-4 FICA

c. Supervision W-4 T.P.

2: Guidance --(To be paid on Quarter Pl'an)

a. Counselor--Summer School Enrollees W-4 FICA
i

b. Counselor--Not Summer School Enrollees 144k T.P.

3. Instructional Teacher- -(o be paid on
Quarter Plan) W-4 Ka

4. Librarian--(To be paid on Quarter Plan)

a. For Summer School Enrollees W-4 FICA

b. Not for Summer Schgol Enrollees W-4 T.P.
1

5. Music--(To be paid on Quarter Plan)

a. Band Director W-4 FICA

(f,

b. Orchestra Director
14-4 FICA

6. Vocational Co-ordinators (August)
(To be computed and added to base contract
for payment made throughout the year) 14-4 T.P.

7. Work Projects -- Miscellaneous (To be Taid
in one sum and added-to paytoll check)'

a. Professional Rate ($8.20) W-4 T.P.

.134
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Classifications

b: Non - Professional Rate ($4.56),

B. Continuing Education--(To be paid On Quarter

Plan)

1. Certificated teacher contributing to
teachers pension during the school year
(Regularly employed by the district)

2. Certificated personnel employed to teach a

class or classes requiring certification
but who are not otherwise employed by the
district.

P. 8 of '12'

To Be Deducted

WT Pension,

W-4 FICA

W-4 T.P.

W-4 T.P.

3. Non-certificated personnel teaching
during the school year--less than 600 hours W-4 FICA

4. Non-nertificated personnel teaching
diming the school year -more than 600 hours W-4 IMRF

5. Summer earnings paid to both certificated
and -non- certificated personnel

C.' Substitute Teachers -- Permanent (Not regular

employees)

To be paid by payroll check on 5th and 20th for

amount earned.

See Summer School

Other substitute teachers to be plaid in one sum

and added to payroll check if regular employee.

1. Certificated and teaching less than 20 days

per year W-4 None

2. Certificated and teaching more than 20 days

per year W-4

*Permissiveteacher 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.

135
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rd,

Classifications

D. Para-Professionals, Teacher Aides, Security
Guards, Corridor,Duty (Positions not requiring,
certification ). -(To be paid twice each-month on
10 month basis)

PAY - 1
P . 9 of 12

To Be Deducted

WT Pension

1. Assignments in excess of 600 hours per
year

2. Assignments less than 600 hours per year W-4

3. Overtime'in excess of 600 hours per year W-4

' 4. Overtime less than 600 hours per year. W-4

E. StudentsAll Earnings--(To be paid on 5'th
and 2dth of each month)

FICA

IMRF

FICA

'W-4 FICA
F. Independent Contractors (Includes district

employees paid to officiate at athletic,
events)

None None '

G. School Nugses--(Paid on Annual Basis)

-1. Certificated

2. Non-Certificatedassignment requiring
more than 600 hours per year

W -4 T.P.

W-4 IMRF

3. Non-Ceftificaredassignment requiring
less than 600 hours per year W-4 FICA

H.. Librarians--(Paid on Annual Basis)

1. Certificated

2. Non- Certificated- -assignment requiring
more than 600 hours.per year

3. Non-CertificatedassignTent requiring
less than 600 hours per year

I. Election Judges--(To be paid in one sum on
5th and 20th)

136

W-4 T.P.

W-4 IMRF

W-4 FICA.

W-4 -FICA

41,
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a

PAY -'.1
P. la 'of 12

To Be Deducted

Classifications
WT Pension,

,

J. Sabbatical Leave--(To be paid on Annual

1148i8
w-4 *

*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 annttal full

time salary under which the member last received

earnings immediately prior to the leave multiplied

by the current applicable rate..

K. Retired Teachefs--(To be paid on 5th and 20th)-

1. Temporary assignment during the school

year

*Retired teachers are alkoWed employment
for 75 days anndlly as a teacher. Employ-

, mentheyond 75 days will cause annuity to
cease and the annuitant will again be ,
considered a member.

W-4 *

2. Temporary assignment during summer school W-4 FICA

L. Psychologists--(To be paid on 5th and 20th)

'1. Working with OSPI permit W-4 T.P.

2. Intern working towards an OSPI permit W-k T.P.

3. Non-Certificated without permit and not

working as an intern -- assignment requiring

less than 600 hours per year

M. Tutors--(To be paid on 5th and 20th art added

%to payroll check if requl'ar employee)

W-4 FICA

1. Certificated and regular employees paid

by theschool' W-4 T.P.

2. Non-certificated and paid by the school-

'L. -assignment requiring more than 600 hours

per year W-4 IMRF



Classifications

3. Non-certificated and paid by the schoo-
assignment requiring less than 600 hours
per year

N. Intern/Student Teachers-(To be paid on
5th and 20th)

6. Supervisors of Intern/Student Teachers--(To
be paid in one sum ar,t4 added to payroll
check)

P. 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. Non-Certificated employees--assignmel:t
requiring less than 600 hours per year

V. Secretarial /Clerical

A. Regular earnings positions in excess of
600 hours per year

Overtime earnings--(To b e paid and added
to next payroll check)

B. Regular earnings positions requiring less
than 600 hours per year

Overtime earnings - -(To be paid an& added
to next payroll check)

VI. Custodial/Maintenance

A. Regular earnings positions in exces of
600 hours per year

Overtime 'earnings - -(To be paid and added
to next payroll check)

g.

138

PAY 1
P . 11. of 12

To Be Deducted,

WT Pension

W-4 PICA

Te1-4 None

W-4 T.P.

W-4 T.P.

W-4 imr

W-4 FICA

W-4 IMRF

W-4 IMRF

W-4 FICA

W-4 FICA

W-4 IMRF

W-4 IMRF

147



1.-

riassifications

B R l

Of

. eguar earnings positions requiring less

than 600 hours per year

Overtime earnings - -(To be paid and added

to next payroll check)

VII Cafeteria

PAY 1
P. 12 of 12

To Be Deducted

WT Pension

W-4 FICA

W-4 FICA

A. Regular earnings positions in excess of

600 hours per year W-4 IMPS

Overtime earnings--(To be paid and added

to next payroll check) W-4 IMRF

B. Regular earnings, positions requiring less

than 600 hours per year W-4 FICA

Overtime earnings--(To be paid and added

to next payroll check) W-4 FICA

VIII Bookstore

4.; Regular earnings positions in excilss of

600 hours per year W-4 IMRF

Overtime earnings--(To be paid and added

to next payroll check) IMRF

A

B. Regular earnings positions requiring less

than 600 hours per year W-4. nu.

Overtime earnings--(To be paid and added

to next payroll check) FICA

139
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An
COMMUNITY HIGH SCHOOL DISTRICT 88

Du Page County, Illinois

Compensation' for Special Assignments ,

Adopted June 1973, Effective 1973-74 School Year

Signature of PrinciPal

High School

Date

Amount"of Reimbursement &
A. Athletics Name of Person Assigned

1. Baseball

Varsity, Head

Assistant

Assistant

..' Basketball.

Varsity-, Head

I

(1,026)"'

(4. A

( 744) s.

( 744)

(1,2;2)

( 891)

Soph. ( 891)

Fresh.' ( .891)

Assistant ( 744)

3. Cross - Country, Head Coach ( 744)

4. Football

Varsity, Head

Assistant

Assistant

Assistant'

Soph. Head A

Assistant

Fresh.,

aw

1112

(1,2621

( 891)

( 891)

( 744)-

( 891)

( 744)

i51

PAY 4

P 1 of 7

a

A



A. Athletics' (continued)

4.

5.

'I

Football

Assistant 744)

Assistant 744)

I

Assistant ( 744)

Golf, Head Coach ( 744)

PAY - 4
P. 2 of 7

6. :Gymnastics

Varsity, Head (1,026)

Assistant ( 744),

Assistant ( 749
IMMOI11=MMIIIIIM11111

7. Intramurals ( 744)

8. Tennis

Varsity, Head ( 744)

Assistant ( 744)

Track

Varsity, Head
go

(1,262)

Assistant ( "891),

Assistant ( 891)

Assistant ( 744)

10. Wrestling

Varsity, Head (1,026)

Assistant ( 744)

Assistant ( 744)

Ax. Four Additional Coaches for 73-74 ( 744)

( 744)

( 744)

( 744)

143



PAY - 4
P. 3 of 7

B. Audio-Visual Services (1,148)

Services for Extended Day
)

C. Music Activities

1. Band Director

Regular School Year ( 891)

Supmer PrograM :*$300 Educ. Fd.; -(1,432)
$1,132 Tuition Aux. Fd.

2. Orchestra Director

School Year ( 210)

Summer Program *$300 Educ. Pd.; (1,432)
$1,132 Tuition Aux. Pd.

3. Choral Directok (School Year Only) 210),

D. Counseling (1,460)

($291 for five days before opening (1,460)
ofschool; $148.each semesterl-and
$291 per,week,for three weeks; (1,-460)
June, July Freshmen interviews)

0

Special'Summer School Counselor,
one per school for 6 weeks,
4 hours daily, 5 days per week

*Each School

144

153

(1,460)

(1,460)

(1,460)

(1,460)

(1,460)

(1,460)

(r,460)

(1,460)

(1,460)

3e'

( 980)



D. Deans

Director

Deans - 1st Thar

Deans 2nd Year

Deans - 3rd Yeat

Part-time Deans

1/5 of dean scale per period
assigned to dean's office

( )

PAY - 4
P. 4 of 7

(3,150)

(1,680)

(1,680)

(1,680)

(1,680)

(1,785)

(1,785)

(1,785)

(1,785)

(1.890)

(1,890)

(1,890)'

(1,890)

( )

E. Debate Coach and Speech Activities;
Total per school $1,783)

( )

Debate Coach ( 945)

Speech Activities
V

F. Department Chairmen (Annual)'

Please insert in places provided (.
reimbursement to become due for
each department chairman listed
per following schedule:

'154 .
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F. Department Chairmen (continued)

1, Departments with not more than 4.5
teachers shall be allotted $744
annually for the department chairman.

2. Departments with at least 4.6 teachers,
and not more than 12.5 teachers shall
be allotted $1,115 annually for the
department chairman.

3. Departments with at least 12.6 teachers
shall be allotted $1,337 annually for
the department chairman.

Art

Business Education

English

Guidance.

Home Economics

Industrial Arts

Language

Library

Mathematics

Music

Physical Education (Boys')

Physical Education (Girls')

Science

Social Studies

G. Dramatics (Annual Allocation to Drama)
Total per school, $2,836.

PAY - 4
P. 5 of 7

(

1. Director per-prOduction ( 297)
(3 approved)

2. Stage Director per production
(3 approved)

3. Lighting Supervisor per production
(3 apprred).

4. Stage Use Supervision-Annual
(3 approved)

146 trys

( 216)

216)

( 216)



H. Girls' Athletic Activities (Annual)

1. GAA Sponsor ( 406)

2. GAA Sports (15 Programs)
Total per school, $1,627

Pay for each Sport ( 108)

3. Cheerleader Coach ( 406)

4. Pom Pon Sponsor ( 216)

PAY - 4
P. 6 of 7

I. 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.

Football - $17.32m:

Basketball - $14.58

2. At-home games

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 Weekyaculty Help @ $4.56/hr.

N. Stage, Sound, Light Supervisor Non-
School Events @ $4.56/hr.

147



,
0. Summer-

4

Summer SObool Teachers

P. Summer/Work Related to Instruction

1. ,Librarians - S493

2. Curriculum Development @ $8.20/hr.

3. Driver Education, BTW @ $8.20/hr.

Q. Work Related to Regular Instruction

1. Temporary Substitutes @,$8.20/hr.

2. Tutors @ $8.20/hr.

(1,337)

PAY 4
P. 7 of 7

TOTAL BUDGET (MAXIMUM) ALLOCATION

148 F 157
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PAY - .6

PROFESSIONAL ORGANIZATION MEMBERSHIP DUES CHECK-OFF AUTEORIZATION WRM, 197 -3 -74

SMUT IN DUPLICATE - an initialed copy will be returned
I to the teacher indicating receipt of the authorization form.

DATE:'

Day ilonth Year

TEACHER'S NAME:

TEACHER'S ADDRESS:

Last First Middle

Street City Zip

TEACHER'S SOCIAL SECURITY NUMBER:

LANE OF PROFESSIONAL ORGANIZATION:

ANNUAL DUES OF PROFESSIONAL ORGANIZATITIN:

1lArM, TITLE AND ADDRESS OF OFFICIAL TO MOM DUES SHOULD BE SENT:

4.

I hereby submit this written request for dues checkoff for 1973-74 in accordance
-,prith the terms stated in this authorization form.

I understand and.agree that this signed form must be_presented to the Business
Office.of HighSchool District 83 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 receipt 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, suits, 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 Signature

Received in Business Office Date

REVOCATION REQUEST

I hereby revoke the above dues deduction request, to be effective
within three weeks of the date hereof.

Teacher's Signature

Date

150
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N
1973 Metropolitan Crusade of Mercy Contribution Instructions,

- Payroll Deduction,Form - ,

You makq your 1973 contributidn in"any of the following ways:

1) Direct contribution to the CoMmunity Chest. Send your

check.to:

a) Addison Community Chest
P.O. Box 73
'Addison, Illinois 60101

b) Elmhurst Community Chest
111 South York Road
Elmhurst, Illinois 60126

c) Lombard Area Community Chest
-P.O. Box 72
Lombard, Illinois 60148

PAY - 7

d) Greater Villa Park Area
Community Chest
320 Wildwood
Villa Park, Illinois 60181-

e) Any other local Community
Chest you choose

2) A contribution at the high school office.

3) .Payroll deduction. If you choose this method, please observe

the following:

a) Each payroll deduCtion must be at least one 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

rainimum 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 principa'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.

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:

Circle one: Addison. Elmhurst Lombard Villa Park

Date: Signed:
(Employee)

Approved: Date;

(Business Office)
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PAY - 8

COMMUNITY HIGH SCHOOL DISTRICT NUMBER 88,
1250 SOUTH ARDMORE AVENUE .j

VILLA PARK, ILLINOIS

SALARY WITHHOLDING AGREEMENT

To: The District Business Office

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 DuPage
Credit Union. It is understood that this.deduction will not be
changed during the current contract year.

Withhold from my salary $ annually
for the schoolArear. This amount
to.consist of semi-monthlywithholding of $
each. The first deduction/adjustment will be made
In the pay period ending September 20, 4973.

!;Employee Signature) (Date)

EXAMPLE: If you want $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 _Office.

This form must be returned to the District Bu.,....ness Office no later than
4:00 P.M., September 7, 1973.

(Accepted by) (Date)

This fotm should be submitted in duPiIcate. one will be initialed and
returned for your records.
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Pay Period

;.
If+

Community High School District #88
. 1250 South Ardmore Avenue

Villa Park, Illinois

REQUISITION FOR MISCELLANEOUS- PAYROLL

"to Date

PAY 9

Name Soc. Sec.# Noun" Rate Gross FICA Misc. NET
. .

. .

.....:

.
i

.

.

TOTALS

Submitted by

Account Number

Bldg. Principal Business Office

153
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Date:

O

C

TEMPORARY CHANGE IN 'EMPLOYEE SALARY

Community High SchooirDistrict 88-
DuPage County, Illinois

Department:

Applies to pat period of only

PAY 10

Em.lo ee INCREASE

, n

DECREASE

,

Exlanation

DAYS HOURS DAYS'' HOURS

.

.

COMMENTS:

Signed: Supervisor

Original: Business Office
cc: , Personnel Office

(Obtain new forms from the Principal.! Office)
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CHAPTER,kI

COMPUTER SERVICES

For the automated support to Wandbook II, Tristrict 88

elected to utilize the computer services offeied local districts

by the College 'of DuPage (COD), a local community college. This

section provide4 a brief description of the COD facility and the

contractual relationship between District 88 a9d the College.

'COMPUTER
FACILITY

The Cole operates an IBM-370/135 in support of the

Colldge itself (enrollment'10,000 students),, 13 local pimblic.\

gchoolrdistricts and other users. Approximately 80% of the

system is budgeted to be utilized the College, w riJ 20% is

budgeted to'outside setNiices, While the system is up 24 hopts

per day 5 days per week, main frame utilization is very loy2

(abOut 20%).

(a) Characteristics

The. computer system at COD includes:

1 r IBM 370/135 Central Processor with 144,090
positions of core storage

1 - 1100 line per minute printer

71 - 1000 card pet minute card reader

2 - magneti c tape units ( 800 bpi.)

157
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9 - disk drives (2319)

39 - CRT visual/display terminals

The system operates under DOS, utilizing three partitions.

Foreground partition Fl operates the GRASP input/output scheduler and

control system 24 hours per day. Foreground partition F2 is used to

service 37 remote terminals used in a variety of on-line administra-

tive applications during the day and evening shifts. This partition

is unused on the night shift. Batch programs operate in the back=

ground, with priority being given to instructional uses dui.ing the

day (7:30 A.M., - 4:00 P.M.).

(b) Programming

The COD center' utilizes IBM Basic Assembly Language (BAL)

and COBOL as its programming languages. Approximately 80% of

existing programs are written in BAL. Programmers are limited to

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;

however, 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 rep)rts picked up at the center daily by District 88 personnel.

However, because of the many operational iterations required in EPIC

for month-end closing, a more frequent schedule is being considered.
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(d) Organization

An organization chart for the COD center is shown on the

4

facing page. As of this writing, this organization is undergoing

some change; however, the facing page depicts the organization which

was in existence while the EPIC system was being installed. Personnel

assigned to the EPIC payroll project for District 88 repbrted to

the Associate Director, External Services. The data processing

department has a staff of 24.

(e) Services

External services were provided tinder the general guidance

of a'DuPage County Data Procgssing Cooperative (DPC)2, since disbanded.

An organization chart for the Cooperative is shown on the following

facing page. The Cooperative Executive Committee was'composed of

seven school district superintendents. The basic functions of the'

Cooperative were to (1) rece!-Te and evaluate feasibility studies and

new system proposals, (2) assign development priorities and (3) moni-

tor development and iiplementation activities.

Services-provided (DPC)
2 members by COD were organized

into groupings or packages. The f'ull range of applications offered

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-

,

.ment% Many -of these applications are on-line.

DEVELOPMENT-OF
-HANDBOOK II SUPPORT

The agreement for COD to'support the District in the
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implementation of Handbook. II envisioned:

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 preparAion
and. control activities, as with other appligation
areas.



Exhibit VI-A
(Page 1 pf 3)

College of DuPage
Application Package` for Secondary Schools

STUDENT ACCOUNTING

Attendance Includes:
1. Daily Report
2. Monthly Summary
3. Grade Reporting Interface(s)
4. Year-end Summaiv
5. Begin -of- Semester Start-up
6. Print 9-week Attendance Class Lists
7. Daily Drop/Add Notices

Junior High School Grade Reporting Includes:
1. Report Cards
2. Failure and Incomplete Lists
3. Grade Distribution
4. Grade Loading and Updating
5. Beginnlhg of Year Start-Up

a. .Student Schedules' Interface
b.. Manual Input (Scanner)

6. Produce 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

4. Updates and Corrections
5. Report Cards and Transcript Labels
6. Failure and Incomplete Lists
7. Rank
8. Honor Rolls
9. GPA

10. Grade Analysis

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,07B4O7M) (3 per semester)

6. maining Crasses (08) (9 per semester)
7. S udents with Drops/Adds/Withdrawals (48A) (1 per semester)

8. M intenance
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Exhibit VI-A
(Page 2 of 3)

Student Information Includes:
1. All School Lists (1 per semester)
2. Student Name and Address List (26A) (2 per semester)
3. Disadvantaged and 11Andicapped List (1 per semester)4. Library Delivery System List (1 per semester)
5. Mailing Labels (3 per semester)
6. Miscellaneous Card Tub Files (optional, cost extra)

FINANCIAL ACCOUNTING

Payroll Includes:
1. Payroll Checks ,

2. Current Payroll Check Register
'3. Adjustments, Updates, Time Reporting, Trial Registers4. Federal and State Reporting

a. Annual Teacher's Pension Report
b. Monthly Illinois Municipal. Retirement Report
c. Quarterly Social Security Report (941A)
d. Annual Federal and State Withholding Report (W-2).5. 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
a. Fund Distribution of all Liabilities
e. Updated Personnel Information Ilecord
f. List of Checks Written
g.. Time Card Pre-punched for Subsequent Payroll Runs
h. Employee Number Book

6. Automatic Input to Budget/Genei'al Ledger System of Gross
Payroll Distributions

Budget-Cash Basis with Encumbering - and Payables Includes:1. Board Budget Status Summary (monthly)
2. Detail Budget Status Report (monthly)
3. Processing of'Transactions

a. Check-writing entries
b. Purchase orders
c. Journal entries
d. Vendors\
e. Miscellaneous Changes/Additions/Deletions

4. Open Purchage Order Listings (monthly)
5. Vendor Name and Address List (upon request)
6. Report of Business with Each Vendor (monthly)
7. Board Checks (monthly)
8. Check Proof List (weekly)
9. List of Bills (monthly)

10. Journal Posting - List of Transactions (monthly)
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Exhibit VI-A
(Page 3 ofs,',3)

INSTRUCTION

Test Scoring Includes:
1. Standardized - (including national norms)

a. Pre-slugged answer sheets
b. Statistical Analysis
c. Profiles
d. Labels

2. Teacher-made Tests
a. Student Scores
b. List of questions missed by student
c. Item Analysis

CoMputer Managed Instruction (Preliminary Information) Includes:
1. Daily updating of progress and kest results
2. 'Weekly progress reporting
3. Periodic creation of tests
4. Sboring,of tests and retention of results for daily updating
5. Listings of unit .)r packet material
6. Listings of units or packets comprising courses
'7. Periodic "clustering" reports grouping students by progress

Student Programs - batch processed Includes:'
1. Fortran
2. COBOL_
3. RPG
4. PL/1
5. IBM 360 Assembler
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CHAPTER VII

PROGRAM DOCUMENTATION

This section of the manual contains a functional descrip-

tion of the system implemented at District 88. The system selected

for implementation in this District was the IBM EPIC: Budget/Finance

accounting system, with some modifications. Additionally, the

District employs a locally ,prepared payroll system which was modified

extensively for this use, and was interfaced to the EPIC system by

the College of DuPage.

Included in this section are 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

each input document and each report produced by the system, program

narratives for each of the significant programs and descriptions of

all master files. Appropriate sections of the IBM publication

SH20-1253-0 entitled "Program Product. EPIC: Budget/Finance User's

Guide (Program Number 5735-E93)" have been paraphrased or quoted

dirdotly; as-approkiate. We are indebted to IBM for its willing-
,

ness to permit use of this material 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:

1. There is no assurance that another LEA desirous of
implementing Handbook II would choose to utilize the samecomputer software. In fact, it is probable that there
will be many other implementation schemes chosen, for
a variety of reasons:
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. Different size districts will have different
reporting requirements.

. Available hardware and software 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.

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.
A

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 1..PIC: Budget/

Finance system and tile College ofdpuPagepayroll 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, vendor records, outstanding

checks and open orders) are created and updated by the system. At

the start of the fiscpl year, the user initializes his account

master file, includin udget accounts containing budgeted amounts.



Daily accounting transactions in punched card form, such

as orders, invoices, payr011 checks, receipts and expenditures,

update the disk files. Checks are prepared on-line utilizing invoice

and vendor data kept on disk. Many of the programs used in prrxess-

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 other end of the

accounting 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 major account

categories - assets, liabilities, fund balance, income, and expendi-

tures - are designated on disk through the use of number ranges

specified by the user. In 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 balances

. 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.
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A year-to-year transition capability is used to perform

closing and opening account functions. Thus, files do not have to

be manually reconstructed for the beginning of another fiscal year.

(b) EPIC Classification Scheme

In EPIC, inFividual accounts can be classified for report-,

ing purposes using up to 12 different accounting control levels. A

four digit field is reserved for entities within each of the 12

control fields. Thus, in EPIC an account number could be as long as

48 digits. District 88 uses 11 of the 12 control fields presently.

In order to simplify the external (manual) use of this extensive'

classification scheme, a'unigue 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 intended that the.ASN'S

would be assigned randomly to accounts. ,However, at District 88,

the ASN itself .has,.been structured, to display location, department

and object by inspection.
t)-

(c) Account Posting .

The account types (expenditures, revenues, assets, liabili-

ties and fund balances) must be specified ih 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 asst.'; 2,seryes to identify a liability; 3 will

identify the fund balances; 4 identifieS revenue accounts; and 5

identifies the expenditures.



The formula approach is used to prevent clerical errors

in 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-

ture or revenue to determine the mathematics required to compute

the available balance

For this reason, any transaction posted to a revenue account

must have an X or 11 punch over the units position of .the amount

field. The punched sign will cause the amount to be subtracted.

The available balance then is computed by accumulating

the algebraic sum of the budgeted amountr the amount expended (or

realized) and the amount encumbered.

In addition to specifying a formula by which-accounts may

be classified by type, certain particular accounts must be identified

more specifically. For example, the fund balance accounts to which

the expenditures and revenues must be offset at the end of the year

(when such accounts must be cleared to zero in anticipation of the
iiistart of the next year) are identified by means of specific account

segment codes, which will be found in each InstitaLion-Fund, set of

records contained within the total file of'records.. The precise
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k

,Account which must be credited when payment is made must be speci-

.'fied for each different Institution-Funa combination.

(d) Budgeting
f.

Budgets are developed both for,

anticipated revenues. A series

experience against the budget,

provide year-end projections'.

4e1 System Features

oposed expenditures. and

of budget reports display actual

and utilize budget information to

.There are various options with EPIC. A summary of these

choices follows, together with an indication of the way in which

District 88 has elected to utilize (or not utilize) these options.

ACCOUNT CODE LEVELS

elve levels or segments of account code assignments
ray be used. Segments may be assigned individual
codes to represent the various accounting. breakdowns.
-Each code categorf may vary in length from one_ to

,four digits. The'user may determine what the levels
or segments represent in accounting terminology:
fund, level, function, object (major and,minor),
record type, location, and program are some of the
categories. The organization may use as many of
these 'segments as it desires. As indicated above,
District 88 presently utilizes 11 of the 12 segments.

Account recorda,are grouped on magnetic disk by
account type classification and will be printed out
in this standard sequence as one of the six possible
output report sequences. Therefore, one of the
segments should provide,for the breakdown of income,
expenses, assets, liabilities, fund net, balance, and

miscellaneous.

United,States' Office of Education Requirements and
Plaftning, P.rogiamming,.Budgeting System categories
readily fit into the flexible level structure.

I

lie
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1

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.Dictiongry File (QB02)
program is used to accomplish this. Each name may
be up to 34 characters in length. In the diction-
ary,,approach, each segment need be punched only '

once in a special account description dictionary
card'deck. The computer automatically and repeti-
tively assigns segment descriptions as often as
the given levels are repeated.

3, REPORT PRINTING SEQUENCE

Each organization may choose up to five optional
report control printing sequences in addition tp
the standard physidal file printing sequence. I

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 project the
current year-end balance.

When the historical data is first entered, yearly
totals are computed by summing the monthly totals
for
been

year in which all 12 months' history has
been pruvided. These ,yearly, totals are updated
annually thereafter by the Year-to-Year Transition
program. ,The annual total historical data,-together
with the projeCted 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 a maximum of three yeart.
The budget comparisons report containing data
concerning all years available will be .produced as
a part of this process.

I
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5. AUTOMATIC BUDGET ADJUSTMENTS

The user may let the computer transfer funds
from reserve accounts to receiving or covered
accounts in the case of overdrawals. Such
transfers fall into two categories -- triggered
or requested. Triggered transfers occur auto-
matically whenevei a covered account is involved
in an olierdrawal. On-request transfers are
restricted to those computer 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

Provision is made for non-dollar quantities to be
carried as part of the Account Master records.
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 programs

\ written by the user, to implement procedures
peripheral to the bud9 c and finance procedures.

7. YEAR-TO-YEAR TRANSITION--OPENING AND CLOSING FUNCTIONS ,

Th, computer may be used to automatically prepare
much of the next fiscal Year'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
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 seguences, may be produced either in full
detail or in any level of summarization. According
to controls punched in a run-time option card,
reports may omit control level totals and breaks,
excluding increments from the lowest level ih the
sort hierarchy upwards through higher levels. A
full description of the reporting options selected
by District 88 is contained later inthis section.
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9. *CODE BOOKS

After a major file revision, usually at the end of
the year, the user has the option of printing an
account code book. New account serial identification
numbers are printed in association with all segments
of account bode 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.

10. EXCEPTION ENTRY OF DATA TO ACCOUNT MASTER FILE

During creation of the account Master file, account
code segments may be keypunched on an\exception basis.
This means that only new segment.codes need be punched,
not those already fed inth the System.

A number of the options available in IBM's EPIC program

product were not implemented by District 88. These include:

1. Automatic distribution of expenditures within
specified groups of accounts according to fixed
percentages.

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.

51., The twelfth dimension of the account classifica-
tion scheme. This dimension has been reserved for
future use.

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 transition
routines. 0

2. Entry and use of non-monetary data.

3. Forecasting and future-year projections.

,A glossary of terms is included as Exhibit

17-4 182
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(f)

All employees of District 88 are paid bi-monthly on the

College of DuPage payroll system. This includes certificated and

non-certificated employees, substitutes and temporary help, over-

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

The system performs all payYoll calculations, including

special provisions to accumulate College Work Study Program earnings

and to finalize and liquidate 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:

. Yearto-date payroll register

. Deduction register
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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 #1) can be distributed on a recurring- basis

to up-to 15 different activities (e.g. courses, departments, programs),

charging a specified percentage to each. In addition, the employee

can be assigned up to Aare secondary contracts. These are temporary

in nature and must be specified at payroll run time; but, can be

assigned a duration (in payroll cycles) and a fixed gross amount.

Basic earnings, deductions, and emplOyer's contributions to various

fring0 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 for

the payroll and EPIC systems as they are in operation at. District 88.
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This chart depicts all programs, files, input forms used by and

outputs produced by the system, and shows how each program relates

to the other in operational sequence. Inputs and outputs are

specifically 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 certain reports

in any of six sequences. District 88 has chosen to use three of

these sequences for its purposes. These sequences are:

Standard
Option

#1
Option

#2 (Summary)

Fund Location Fund
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.

(1) Two additional options are available but not identified here.

,SYSTEM
FILES

They are:

The EPIC and payroll systems contain eight master files.

Account master file
EPIC dictionary file
Vendor file
Accounting transaction file'\
Open order.file
Invoice file
Payroll/personnel master file
Pupil personnel master file

Most of these files are indexed sequential and maintained on disc.

The contents of these files are displayed in Exhibits VII-E/1 thru

VII-E/8.
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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 actually installed in District 88.

They are described below in the operational sequence sug.:!sted by

)the flow chart. For reference, Exhibit VII-F contain .a list of

programs in the system, showing program identification, title, a

brief description of functions and a reference to the page in this

section where more detailed information may be found. Following are

brief program narratives for EPIC and the payroll.

(a) File Initialization and Header Record Creation (QB01)

JCL 1

4Data and
Controls QB01

The initial program in this program product, QB01, 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, ale "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 read 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. In some cases, records are read by means of
a"key", or control field, on vhich the records have been sorted
at the time the file was initially created.

The 001 program writes "blank" records throughout 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



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 installing 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
for both current year and next -- 12 each.

3. Up to five varying report sequences for both
current year and next.

4. Record link 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
adtually sort the records. Records always remain in
physical sequence on disk, according to the account
I.D. serial number (ASN) assigned 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 fuhd balance accounts. These accounts
receive the total year-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 needed
to force a zero-balance contra]. at the time of estab-
lishing the new year's original budgets.
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(b) Dictionary Create (QB02)

/ Data

Conttols

QB02

Account Seg-
ment Code
Description

i

(/Dictionary
File

Dictionary
Code Book

Input Form 7 is used to provide to the system a list of
valid account segment codes, and the description of each such code
which .:;s to appear on all status reports where the account codes_
included. QB02 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 segment, codes are to change for the coming
year, a new Next Year Dictionary file 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 pfogram 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 Following each file
creation or updating, a new Dictionary Code Book will be produced,
showing the updated status of the dictionary.
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(c) Account Master File Create (Q803)

/Account
Master

.\ File

QB03 ...,

Data

Controls
01.10016

Edit
Listing

Once the Dictionary file has been created, the Account
Master file must also be set up. The valid combinations 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 forts. Historical data in the form
pf ledger, balance totals for each of 36 prior months are input to
this program, using data from Form 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 (Q803A).

Records are grouped on diSk by the major accounting class-
ification 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 categories of
information:

. Account I.D. serial number' (ASN).

. A maximum of 12 account code control levels for
each of two years - current and next.



. Date file was last updated, and date each
individual record was last updated.

. Automatic budget adjustment 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.

. 4ine 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 posL-Lble to obtain unless other 'optional data
has been supplied.

Two Account Master file header records contain controlg
for account master file records -- one for current year and-one for
next year. Each record contains:

. Two account control levels, current year and next
year retained separately

. Five optional report sequence controls for both years'

. Account type classifi,pation ranges for bOth years
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. Offset account segment codes for year-to-year
transition

. Institution name

. Record link pointers, current year and next

The QB03 program may also be used in an update mode. In
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 existing file.

In this method, the standard sequence account code book i
used to locate the position in the file for the new-account code
combination, which is subsequently writteh intd the code book for
future reference.

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, recording the new
account tinder its new ASN reference. Since most new accounts will
differ only slightly from a previously assigned account combination,
the effort involved to add new accounts may be minimized. The
exception method of entering new account codes may be used only in
the UPDATE mode of'QB03.

(d) Create Special ASN Table (no designation)

AMF

ASN TBL.

COD-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 payroll classifica-

tions. This is t:sed to ensure that when dist'rilution is made of the
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Board share of the payroll deduction that it is recorded in the proper

adcounts.

(e) Print Account Code Book,(QB20)

Controls
(Dictionary (

QB20

Account
Code .,Book

/ Account
Master
File

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 added or changed since
the preparation of the last set of books.

Account code books may be produced in any of seven sequences.
Six of the sequences are the same as those whidh may be used to pro-
duce budget reports and several other reports on the status of the
Account Master file. The six sequences incl ude the standard sequence,
in which 12 account code levels are sorted in their original left-to-
right sequence. The fide 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.
When run in ASN sequence, the accolnt code and associated description
appear in "standard" sequenbe.
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Each entry in the Account Code Book reflects an account-in
the Account Master file which has.not been tpgged for deletion: Thgs*,
there will be as many entries in the code book,as there"areaccaunts.
Three items print for eachaccount: the ASN, the.accqunt c-de number
itself with each account code-segment given in a logical.level by
10el'arrangement,.and thelfull description, of .the account. The
jaitter is,also logically akranged, with each accountcode segment
translated through reference to the account dictiOnary.

Dne person was given the assignment of determining what
cofibinations of account codd segments are valid for inclusip in,
the Account,Master file. A.new'ASN will. be assigned to ea new
combination.

./1
At District 88, the ASN's themselves have been provided

,with a meaning,. as 4follows: , :.

XXXXX117 -
.

Object Classification
i' Function or Activity

Location.

ASN number can vary between 1 and 65,535. The limita-
'tion

\
of 65,535 ii based on the use of a 1.6 -bit binary number, in-

ternally in the programs, when referencing an account by its ASNII,
!

.
,

Code books' produdyd 'by this program should probably be
used in the following manner: The control,persoRchosen.to add

I ,

new accounts would have a complete set of books. .
.

When a new entry ii Made,-it would be'made manually, as
stated above, in the standard sequence'code book-. The new code

-,would be ifterted between the two existing,numbers where the new
account:code would normally be poSitioned in standard left-to-
iight.sequence, according to-the account segment codes, by level.

o

Code books produced in sequences other than standard or
ASN would not normally be manually updated when new codes are
assigned. Such books are normally Used as indexes to assist.the
user in finding whether-a particular account code has already been
established. The books would,also be used by.clerks whose respon-
sibility the coding of docUments using existing codes.

.

It is hiqhly,desiratle to have the assignmerit of account
codes performed'as close to the source of the entry as possible.
Selected sequences of the code book may be, distributed to locations
where such coding can be used as reference.to original documents

,
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SC

:

which, laterform the ,oasis of accounting entries.
.

; i" t ,
,

District 88 distritated to each school location a co'e
book sorted by lontion codefogith only that pektion. of the book
applying to the particular 16cation. t 'When a puxchape or stoiles .

requj.sition 'is submitted, or a change proposed 4.h the "bignment of
personnel; the ASN appropriate' to the requIsition or. revised' employed
status can be used as .referende to the-document, itself .. ' p.

. &

-4 4k. /

$.

Clerical staff members who manQa11 process precoded
documents at a Wer time need only' verify that the .ASN Appears to ' '

be appropriate, and therf use the same .code for reference tothe
resulting purchase or stores 00tib order, or person:lel change'
action 'form:

0

) N'(f) Initialize 'AcCount _Groupings (Q1394) ,

Dicti9nay/
File,

(

Adcount
Master
File

rj( Data

Controls

....

QB0:4

'Card
Edit

1

'Budget
ReServe.

Account

1

4

I

1,4

4'

r
Fl

Master accounts are grouped for several reasons:
.

. .

Per'cent distribution under curkent 'year cOntr9ls pro-
vides' the means of grouping accounts. Accounts are
grouped for the splittiag of working budgets, ledger'
balances, and encumbrances percenta5ewise -amosag 4 '

4

O
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variable number of. accounts which are members of
the same allocaLon.groupd:

This .feature of EPIC ia'not.used at Distrif:t 88.
t t

Percentage distribution',under next-yeA controls Pro-
vides the !leans of Allocating history data among new
year accounts.,

W

This feature also is not used. -

. In automatic budget adjustmentp*specified.covereS"
4

accounts are linked-eo,-or.siodlated With reserve
.

fund "host" {accounts. If.a covered account is Over-
.

'drawn as expenditure tran'sactions are procesged against
the master budget ,iccount, the program locates the
"host" account. It then generates a transactionto
transfer working budget to cover the overdraft. This
is done whether or not-the "host"° account has suffic-

c ient available budget to support the transfer without
going in. the red itself. Overdrawn. "host" accounta
may then become "covered" accounts for obtaining
working budget funds from a .higher level "host" account.
The lowest level*of host-covpred accounts is called a
"triggered basis" adjustment; while the .higher level
inithe two-level hierarchy is called a "requested
basis" adjustment.

Automatic budget adjustthe.ts .are effected with data- cards
rellated from Forre.5. Two typesiof automatic'adjustment are prib,

vi d *iiggereld'and requested!.

Alg;Yinitializelpudget (QB11)

Data '4 1
!7 /

/Dictionary-7
Fiie

p

Appropria-
tions

Registek

Card
Error
List



4.

t-

N.

)

7 EPIC was Tix=st ins:taped at the beginning, of the riscal
year. .ghyS, the-'new year's budget was not developed with the
Budget Development Subsystem but was initially in tit in cOmplete.
form. Program QB11 allows the input 'of the initial' officially
adopted budget, as establiped by the governing board of the
institutional user. Ofcgurse, thecBoard_Approved the"budget using
,s4irkary figure's. Then, this program ;was provided with the detail
entries to-establish budgets at the 'lowest level of control while
maintainingithe budget totals approved for the start of the 'fiscal

-year, , . 0-' , . I
. .

,- 1. ,- , .

. , Input data cards to this program &A.in the format estab.'
fished by Forni.10 of-the input- 'dat'a collection forms.. These cards

. .
.'''.. :may, be ccidedo"A" or "K". 'A" cards are the means of ent6ring origf=. ,.,)

k nag budget amounts into the Account Madter record. "K" cakds - 4.4
Budget Adjustment Cards - are used to adjust the three budget fields
in the Master record. ,' .

0, - ,.

. .

When budgets using this program are enteied in the r4*0GINATE' mode, such budgets'are Considered:as adjustments to all s
,

three budget.fieidsin each account master file record. ,Since -,

.-f%these fields. willinitlally be blank, "adjusting" the fields will ;'

in edtablishl the ampuntS.as the initials budget. The .threg "
fields 'affected,in tliis mode are the "Original", "Adjusfted",.and
"Working" budgets. v

4. ..;

...
$ N 4

1.

During the course of the fiscal year, workirig.budg -
.adjustments will be made,and incorpgrated into the records thZough
'the running of transaction regieter$. Eventually the working budgets,

t
will differ from the yriginal budget to such a degree that-a decision'
must be made to requeSt that the governing board Officially adjust
the budget.. At this time, 'this program is executed in an ANALYZE
mode. In this mode, the differenceSbetweenthe working budget.
and the currez3t adjusted budget be computed, and a deck of
adjustment cards punched out for. subsequent use in eff9cting the,
change following approval of the governing board. Sinde the working\
budgets must OontintyPto change as transactions occur, this operation
in essence freezes the changes to be requested,'tothOse which were
required as of the time thiat'theanalysis was executed.

a.

Eventually the governing board'wilUapprove, perhaps with
changes, adjustments to the originally adopted budget (or to a pre-
viously-adjusted budget). At that time, the card deck punched out
when the analysis run was executed- is input to the -program, running

,

in an ADJUSTMENT mode. In addition to the'originally produced deck,
any changes to the adjustments as originally punChed must be added
to the deck through manually produced cards.

188

r



1,

s

IP
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A

.( k-
When this program is executed in the ad sltment mode,

only the'"adjustOd" budget is affectpd. Th'is is.r,-uirecLsince 0

the original badget is almpst never,changed aft the publication

of the original budget adopted for the year, unaAss the budget is

re- advertised and a new budget adopted., The working budget. already .,

contains `most of change's. . .

..

.. ,
.

.
, .

. /

'All data cards (faudbet adjustments) read-by%this,prograt.

must zembglanc in respect to each IrNtitUtiOn-Fund combination

included in the run. In its'initial Ok1GINAIT mode, "the offidial

adopted .budget lAast,be forcedto zero-balance jght1ough'inclusion_

of a budget.dffset -amount separately dOinedt'for budgeted expendi-

tures and.Liudge.;:ed'Telienues. Thereafter-all furtherbudget adjust,.

ments should 4sqkqz6ro,-balance, sihde'a6justmenth by their nature

involve moving-budget from one account to. another.; within the same

institution -fund combination. 4 i .
.

. r
. ..

-:.-

c
.

.

The official budget adjustment program may be run several

times per year, including the Tbriod aftet-the.end .of the tudget

year, if ,an updated final
budget'

report is desired for hi6tory..
i . .

. 1

h); Vendor File Create (Q13,05)-,

/
Data!"
_/
ContlolS.

1

1.0

QB05

Edit''
Listings

Vendor
File \

\`.

i 4

'

It

Vendor,

Cocie

Book

4

.14

1 C

. . .

ProgrVm '005:establishes a file' of valid vendor reference
. ,

numbers; together with the names and'addresse of -such vendors

, spitable fbr use in mailing This starts the cyclical (weekly at

'
District 88) procesing cy0.e. Provision is made.for storing'

4statistics on the volume .of 6u,s'iness transacted with each vendor.

0

i

.

s
,

.5.
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This program also inserts new vendor records into the
file. The vendor disk record contains the:following data:

. Five lines of nameAnd address, 33 characters each

. _Month and year of laft. order to this venddr

. Number of'orders to this Vendor

. Amount ordered ft-0M this vendor

. Vendor number -- one alphameric
prefix choseii should be the

numbers

, since last initialized

, since last initialized

piefix And six digits.,
same for all vendor

. Sequencing...pointers to make possible record retrieval
in vendor sequence after additions have been included
in file

. .

There arse two vendor header records which contain control ineformation.
Thete -Contain:

. Institution name

..Vendor alphabetic and special numeric clelimiter controls
(dummy- Vendor nuthbers needed to tell '%e Computer Airherci
each letter grodp ends.-- the end of all names bvinning
with the letter "A", for instance)`

. Indices to vendor letter and special number groups.

The regap routine in the progfam assigns Vendor numbers
to vendors in the same sequence as the file has 'been-created 'and
itlaintained, but allows maximum room between 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 alphabetic sequence, if each
insertion is properly located alphabetically.

The first vendor header record contains alphabetic and
special number control indeXes to permit total printing on the
open order listing for vendor groups, for the A group, B -

group ---,up to p through 9 special number groups. These indexes
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1,

are created earlier by the File Initialization and Header Record
Creation pr gram. After many, additions of new vendorS to the
perforMance ref programs-lising this file will be improved if the' .

file is reorganized: Such:reorgani4ation would place all' vehdqs.
in a:purely sequential order by vendor number: Whe the .file is

-
reorganized, all vendor records which Jiad"no neW,ordere within
the last two fullYeatS will be. automatically deleted:from the file.

ThigiprOgram prints the Vendor Code Book. The Vendor
Code Book can optionally contain the current statistics gathered
on each vendor up to the-point at which the code book is printed.
These'statistics;include the date of last order, the number of

orders placed, and the value.of orders placed 'since the'laet time
that such fields were initialized. Initialization is usually at
the start of the.current fiscal year.-0

(i Order File Create (QBA

Data

Controls

.c

(A;;o7-77u ir Nendor
Master File
File

QB08

x

Edit
Listi.ng

Outstanding
Orders

0 -4

Nevi orders4for goods and services,.such,as purchase.

orders and contracts; are usually entered into the system 4prough

the use of program QB08. : An alternative method using Port-A-Punch

cards is pro/ed, but was not adcipted by District 88. 'Most data
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- .t.. -,.
cards'Acceaped by this program are in the format'which, OtOvicier
for enteffing a tingle account breakdown per caid.` Holleverai
Order Spread Card creates an identical record put provides for
entering up to three account breakdowns the_aine order,
using a single card. ,

P,
.rogram, 'QB08 May be used;to,create the ,initial entries

in a new file, such as would.be,errountered the ¶1.4t time, the'.
program is, used, or; to add new entries to an existing file. *Thig..
program also his'an updatin mode whichvalloweJeXisting entries to
be replaced or deleted, or the'entire order.to.bt completed. 'When
new orders or,-replacements are being entered into the system( each :.ASN and vendor' number .is validated 'to insure thai'it is a nuniber
existing in the Account Master file and Vendorkile. Meletions
from this file may be in the same form as odercompletions,
which apply to all-ac4ount breakdowns of An

.
order, or may apply .

to an'individual.breakdown.only. 4 ; ..
' ' , ' "

.

Program QB08 produces one of the: two versions of'the.:
Outstanding Order report,. The version produced by this- prdgram
is in order number sequence. Dispdsition of this report nornially
would be to the purchaqing,department, where orders are filed'
by order .number.. -

.

.

,(j) Transaction File Create, (QB06)
..,

t.

Data 1

Controls / Vendor. Order
File. File

QB06

/ Accoun
Masterri lie

/ Main
,Transactio

File

Batctl

Transaction
Lists

P
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j The veatest yolume'of data- entering the EPIC': Bud.:let/

FinAnce system wilt be, entered by using the 0306 program.-' This
proqr:im is, the, vehicle by ahich.most batched data is.introdUced.'
into t.41e system. All data -11sed.by this' program is in the orm
of "b4,dches". J

.., ...f

,
LdAll entries in atbalgah are accepted at-one time, because,

.

the:entire.batch is rejected if anything is 'wrong in any-of the'
,input cards. Batches. are identilied' to the systeM by a batch,
.number and a batch date. ..,

: $

.

-Batched data entering the system throu gh the use of
. 0S06 iskplacea in one of two.-fll'es. If the batch Is for invoices
to be included in the accounts payable subsystem for latet payment,
then such.data is placed in the Unpaid Invoice file; frequently
called just the Inyoice file. All other dAta is 'placed in the

'Main TransactiO4 file; free aently called'just the Transaction,
file: Wheil the invoice data eventually results in a payment to
.i'veridor-, such entries.are then placed in the Main Transaction
'file. 'Thms, alf.data entering the system via QB06.everieually
ends up in the Main'Transaction file.

This UnpaidInvoice file has Multiple header records, .

one for .each Institute-Fund combination. Atchecks4warrants '

'are drawn against unique funds-defined in the ,header record,

.. .

controls are established and maintaieed by institut%on arid:fund
to enable the-preparation ofthe offset-to-cash entry for that .,

fund. - . ,
/

- /
r

i

, 4 y - .

4 A general-purpose transactkon card format is used to
entek most transactions, into the systeb. This card contains lup

. , to five reference fields .to be used tb,identify documents re-
latedt6 the transactions. Some of theinformation'carried is
order number, vendor number, payment references, joky-lumber, Arid

budget adjuttmentreferences. The;card may also contain A full
.alphabetic transaction description. "Actidncodes represent
'-variations of handling donditiong for transact-ions. Vervilor, ,

order, and Account code numbers are edited via accessingthe
2

disk -filesfiles involved to ensure that'such codes actually exist.

All entries Which reflect changes td the ledger balance
field of the Account Master record must be,saelf--4alanding. That

eis, there .fiust be in total a debit amount xctlyiequal to the ,

total Credit:amount reflected in the patch.
exactly

budget ,

adjustments must t-be self-balancing, with' the additional require-
ment that each separately numbered budget adjustment must zero
balance -within .tnegroup of adjustments bearing-the-same budget
adjustment reference number. .
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- Quantities in this_ system arei. not cOntrolltd, either
to zero or to a predeprmih6d,control total. 'Thus the entry cif
quantities into the sxstioln need;not-19e,matched with a control.

4.. total. In fast,quantity cards may be interMixedWith any batch'
whose data id to go into'the Main Transaption.41e for inclusion
In a Ledger Balaliice. Batches of working,uddlot adjustments, or,
oblencumktances, may' not have' 'quantities included, noz 'May batches
of' Invoice cards.,

.AP.

- .:
.

. . . .

,' Editing performed by'QB0d iS-2primaiiiy one of these-
types: 6:vitro' to a totaJ4, verifying that-ASN.'s and vendor )

numbers are 'exi§tini,codes_in the Account Maker and. Vendorfiles- wand verifying' that the character 'type of data in' input
cards ag_ Nees with th4 format required.. Becau4p,the ASN's in
Latch are vaiid'and.exist inthe Account.Mas'ter file is'no
a§iura ce thathe zoirect ASN's are,tin fact, included in the
input_cards. In addition, nL edieis performed to assure that
a particular batch of.selp-bklanaing input truly' balances within
each InstitUte- und;ombintion included in tfie batch.

QB06 is perfornedat different points in .the normal
operatingcycle. Weekly, i.t is utilized to post invoices to the
Unpaid Invoice file; sand once each month it is utilized to post
all othereransactions to the Transactfolh file. r

(k) Write Firtt Audit Pa meat Re ister (QB14r

Controls

1

C

U paid '

I voice
ile

Vendor
Tile

Draft
payment
Register

1'

, .
.

....
,. t

.

Followingthe completion of the most recent preparation. ,

of checks or warrants.; and prior to the cutoff for the next such
run, a number of batcheslf invoikes will Lave been placed into
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.
l

I:
i , .. ,

the Unpaid Invbice'file through the,use of the QBO6 program. In

that file, the' first rdOord acts as'an overall file header con-c

.
taining the, total of invoice transactions within the file at'

-any one time

The "first/step neede&tO produce a payment bf unpaid

ifiVoices,is to r'unc.014 to;produce an audit payment register.:..

An auditpayment:regis,ter:is identical with atinal payment -

regiStef:iitept for two,items, both involving the paymept refer-

ence.. Since the payment reference-is not added to the record

until the actual check/warrant has been preparedc
the audit

payment register:will not 6ontain'the payment.reference. Insteadt7

cOntained in the field where the ,payment reference wouldnormally.

appear, a relative record number Shows wheke in t linpaid'InvOide

file the indiVidual'reOord. being listed is contai d. This record

number,will be-used later to effect any .necessary rkections to
the 'file prior to the-

%

'The purpose of the audit payment register is td-oommuni-

.
cate:to.theaccodnts payable CleriOal personnel thef exact content

of the'payment about'tb be made. This allowS OleM to verify that

g. the data to be' used is' in fact correct., An example of the type

.' of error which might'be caught at this time woul&be an lincorrdct

'vendor number. Frequently file, vendor.to.w1;om the Original pur-

.phas3 order was sent.i$ ndt the vendor wh6 eventually supplies

thei:ems ordered, and irom whom/the:invoice is received. If

thiS,variance.is not caught in tiMe'to-enter 'the corrected vendor

number on the invoice, and thus override the vendor reference

'contained in'the original order,, then the vendor name and addrest

Shown on'the.rough Teyment register will be inierror.

Unpaid Invoice Tiansaction.arid Vendor files are

input to the prograMthat pririts the register, 1detailing all
paymehts to be made. or payments already made t9. a given= vendor.

The register is in warrant /check number setfience, which Ts, the

.same as vendor sequence, within each fund- for a given run. Since

vendor numbers are alphabetiCally, sequenced, the,registek is'

effectivelxprinted in alphabetic-order by vendor Within fund.

Vendor 'names and addresses dre included. 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 Unpaid Invoice -Transaction file is sorted

into vendor number sequence before the register is .written,.with

order numbers sorted within vendor number.' Adjustments and dis-

counts remain associate) with reldVant invoices.

ita
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.

.

. .,
'The payment register is run three times., It. is .run

first as an audit run, and provided to the adcounts'payable
.

clerks of the institution for a check to ensure that the paY7.
.ment about to be made is correct.' . 1

t , \

''Allowing
..

. .

llowing review of the payment register audit ,tun,
. corrections may be indicated.

. This program `will thek accept ". .

changes to be made.bothe'Unpaid Invoice filer and a new itiOit,
run may be produced `to ensure that the file is snow' correct and'
ready tb be used to produce the actual CheCks. In the Upd4te,
mode,.this program permits any data .to be,dhanged'or deleted,
inny field of a record, or permits the entire record to be .

',deleted.. !iiew records cannot be added to the file at 'this ,/.
t___ ,

point, hoWever, since 'there are no.blink record poSitions in"
"the file,to make such dn insertion.

'i .
s

,k . . 1'i Following completion,, of preparing the_checkst.a new ."
payment, ;register filial ruh,mdst'lpe made to be-retained' for 'record

- purpoded. This is nerOsary, since the initial audit -run will ,

not hive contained a payment reference to the -checknumber astigned .

during"-the runninTOf the chdck production progra. The "check d .

number\is included' in the final run.
.

..

J ,
.1,

a
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_ A) Write 0.;46ks (QB15)

Controls

4

. .

Typewriter
Console

/ -
Vendor
File

4

QB15

Banx
Reconciliatio

. File
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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 hale beeriiprepared on continuous forms suitable

for use on: the lino printer:of the computer system.
a a. . .

r
Checks are printed after the audit run register has been

. s. ,.

' accepted: The print format in'this cpsol, source prpgalfmay be

''
Modifiellso.that the-user will in manycases be able tecconinud.

to use. his faMiliar check form, If-some-mechanized-procedure has
beenlin use.preVio0sly. The forMs design includes a voucher re-
titance Stjat'gment'stub, attached t6 the topof the remittance

form, detailing, invoices being .paid:
.

.

.

'It ilanticipated that the check foims used may be either
'Orer-huMbered,by the' printer or allowed to be numbered by the dorti7

-puter as they axe printed. In either event, it is necessary for

the,operatbr to the first number to be assigned at the

start.',of the.run.
- . ,

.

.

.
'.\ A maximum of 33 invoice lines can be printed on the

remittance advice. If more lines are required, the first' check-'

is iYoisled_So that listing continues on the second statement, and

the second checkis utiliZed for both statements.

P :. ., .

,

4 . go direct check reconciliation functions are supported'

,by EPIC:Budge-O'inance. A method is needed to- assist ,those insti-

tutibna which are requ:ired to provide reconciliation of checks /

drdWh' on a barik,'Or'who have an arrangement' with such bank to

provide notikication'of all checks drawn in a- machine readable

form. For-Thio reason,_ the program iprovides for the punching -,of

a reconciliatidn card for .each Check drawn.

Agrindiceted above; a final payment register (QB14) will

be run subsequent to completion of this program.

as.
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(m) Liquidate Encumbrances (QB09)

/ 'vendor

File

Completi07

V
LiTiidated

Encumbrances
Listing

Outstanding
Orders

Q / Main / Unpaid
Transaction Invoice ,

'File
File

It is necessary to liquidate ericumbrances.zesultingfrom outstanding orders. This is done at the'conclugion of eachpayment cycle, but not later than the end of the accounting periodused for periodic,reporting of the status of the accounts.% Thisis accomplished by applying payments against the Open Order fileentries. Payments may be those made via the Accounts Payable,Subsystem, where. the computer is used to write the checks. Theymay also be payments drawn manually and reflected into the systemat this time.

Input to this prbgtam comes primarily from the UnpaidInvoice file. The file's contents at this time reflect payments

7

made but/ not yet included i the,Main Transaction file. Also,the data has not yet been u ed to liquidate, open orders., Oncethe Unpaid invoice file has in Tact-been-Used-lo make payments,no further invoices may be/added to it. It may be used only toliquidate encumbrances wit(, QB09.

; .----
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Following the above step, the file will not be void

of entries. It may again be used to add new invoices for pay-

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. He would use one file per payment !during

the accounting period and then, running each file against 009'

at the end of the period, reinitialize-it for application during

the following accounting period.

A secondary input to this program comes from manually

diaww;checks, When the Accounts Payable Subsystem of this prol-

I . .gram product is in general use, such manually drawn cheeks usually

'reflect-situations where the remittance must be made on an emer-

gency,,or immediate basis. This occurs when there is no time for

the utual post processing followingreceipt of an invade.

Sinde use of'the accounts payable subsystem is optional

c. on the patt of the user, all remittances. may be manually drawn.

On the other hand, they may be produced by the user's-own.accounts

payable: ptograMs and entered into the system as if they were

manually created.

4 A third input to' this program is completion cards re-

_fleeting orders that are either complete or cancelled,- or for ---
which no further payments are anticipated. Completion cards,

are normally input via the QWErprogram, which Updates_the Open

Order file. They are also permitted in-the-QB09:pf6gram, however,°

as a denvenience. A completion-card-always finishes the entire

order, includinT-al-k-actount breakdowns of the order.

During processing of this prograt, all manually drawn.

'warrant or check entries, plus all paid invoices, are added to

the Main Transaction file, for Subsequent processing against the

Account Master file. , The account serial number, and the vendor

number references in manually drawn warrant/check entries, are

validated against the Account Master and the Vendor files prior

to- "acceptance. ,This is done to ensure that all entries in the

Main Transaction file have been prevalidated prior to acceptance.

Once the Main Transaction entries have been effected,

all entries. which are not discounts or other deductions, plus

ball completions, are used to update the Open Order file. Comple-

tions, plus_All payments indicated as payment in full of the

order.,rare used to flag the order record As complete, for subse-

quent deletion. Partial payments are added to the order record

199%
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amount-paid field; if such payment causes -the order to go to
zero or, to be overpaid, the order will be flagged as complete,
even if the payment was indicated as- --a partial.

The,action code 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 allpunt paid towards the entire order, including all
account _breakdowns, is within a user- 'specified amount of the
original order total. When'an order is so recognized,a comple-
tion card-is punched.by the program. After such completion

6cards 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 of the encumbrance
liquidation 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 are- applied to the open order from the
unpaid invoice files and from paythents made outside
the vendor payment subsystem.

2. Completions are flagged in the Open Order file.'

3. 'Completion cards are punched for records that
might be deleted. Such deletion is due to` the
unpaid amount on the total Order being below the
user specified minimum.

4. The files are reorganized, with the 'completed
or deleted records being physically removed.

5. An:encumbrance liquidation register ins printed.

6.- An open order listing in vendqr-number sequence
is printed.

200
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(n) Update Payrdll/Personnel File .(DUP030)

Personnel
jag. iecordt

Payroll
Rate

Adjustments

<-7>.41-111
Payroll

c.

DUP030

4

Payroll
Update
List

S

c,*

The COD payroll system is an exception payoil;.. that
is, personnel are -paid a pre=established amount on a regular
baSis unless the system is told otherwise. DUP030- provides -

for%the mOdificatioq of all fieldS in the payroll/persohnel
filethrough.the use of two documents: the Personnel Informs;
tion'Record and Pyrolljlate/AdjuStments The former is a
turn-around docUment which. is prepared initially by the computer
from the payroll master file (in DUP050), retained in the
business office files and is then marked manually for reentry
whenever an employee's master file information needs to be

'changed. Only changed'inforthaEion needs to be input.' The Pay-
roll Rate Adjustment permits adjustment of the hourS records
and is used for any special pay requirementd_.

DUP030 'prepares the Payroll Update Edit List.

0201
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(o) Payroll Register (DUP050)

DUP050

Personnel
Info' Record

Trial .

Payroll
Register

,

AB

, .- -,, . %
. - .

41 ,
This

.

programqiroduces the payrol/ register. It isrun twice dpiing"eaoh payroll.Cycle: once to prepare a trialregister, aid again after checks.havd been written to preparethe final-regis.ter wiith,actual-check numbers., During- the .'second running of DUP050, new Personnel Information Recordsalso are piepared .for any new or ciaanged petsOnnel records.'

,(p)1Pa roll File Back-up (DUPOA

fi

Payroll rLt---4111*
DUPOO Payroll-

Tfiis,p*gram backs-up the payroll file on magnetic ,tape. It ikemployed twice in the job stream: after .successfulsprkparation of the trial register and again after reports. havebeen- written. '
(9) Write Payroll Checks (DUP00)

tYI

Payroll

X

ti

tW070,

202

Payroll.
Checks
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a
DUP070 prep'ares payroll checks frortrthe data contained

on the.payroll/personnel master file. At District 88, all employ-
ees are;paid on the same semi-monthly cycle.

(r) Prepare. List of, Payroll Checks (DUP130)

4

DDP130

}

e

AC

.
,

. In 'D P1301 a'list of payro1.1 checks is prepared in fund
and'location s quence for inclusionin-the TreasurWs monthly's

report to the, oard. '.

(s) Prepare Payroll Reports (DUP100 and 120).
,

.

Paiiioi2m01_7110.

Report

Report

U

PUP120

YetIr -to -Date.AE Deduction Annuity I.M.R.F. Teacher's

Payroll Register Register' Report Pension

Register Report

I
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Two programs, puploo and DUP120, work together to
p roduce 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 file.''DUP120
then utilizes the report writer file.to prepare the reportsshown on the previous page.

(t) Prepare Payroll Accounting Distribution (QB070)

bpi QB070

Payroll
Journal
Entri,es

,Abstract AD

This program was espedia14, prepared by COD to Inter-
face the COD payroll with EPIC. It performs several funptions:

',Ay=

4

1. Basic payroll costs are assigned ASN'-s for .

proper accounting distribution.

2. Each Board7supported benekit amount is distri,
buted acbordingAto the rules of contract organiza-
tion in the ,payroll 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 accordingly and.
assigned ASN's. The Board-sharb amounts involved are:

. BoArd-share of insurance ,(assigned to
the prime contract only).

. FICA

. I.M.R.F- employer contribution

. . 204



3. After each employee's 'pay, and benefits.have
been distributed, accounting transactions are
summarized into payroll journal entries and

reported. Cards containing these data are
punched for re-entry into EPIC.

(u) Adopt Official Budiets (QB11)

controls

/ Account / / ir

Maiter Dictionary,

File File

QB11

Official
Budget

Adjustments,

Budget
Adjustment

Analysis

.0

The'governingboard.of District 88 will normally adopt
the final official budget prior to or shortly after the start

of the fiscal'year. With a fiscal year .starting on July 1, the

official annual budget is, usually adopted;prior to the end of

August. 'During the course of the fiscal year, however, many

changes to the working budget will ;necessarily be made.

Most changes will be within the categories by which the

governing board approves a,budget, for example, within a major

accounting classification ofthe 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_worgIng:budget, within cater

gories by whichthe:original budget wasadopted,

At a cutoff timedetermined by the administration, the

--QB11 program.can prepare official budget adjdstment cards, re-
fiect3ng,all'differences betWeen the working budget and the .

currently approved adjusted budget.. Such adjustment cards will

be sufficiently detailed to adjust the budgets at the very lowest
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levels for which differences are observed. The deck of.cards
thus' produced Will therefore perm it the official adjuited
budget to reflect budgets at all leVe2s, 4ther than only at
the nigh -level categories with which thegoverning board operates.

Once the official budget adjustment action of the
.governing bOard is taken, the actual 'changes may reflected.
The card deck previously, prepared by QB11 in., the analyze mode .

must have been changed first. 'When oBll is used in .an adiust-
mentpode, only one of the three budget fields -7 the officially
adjusted budget field -- will be changed. The original. adopted
budget field is never changed once the budget is initially
approved. The-working budget field already reflects the changes
made ih ariticipation off official action; Thus, only theadjust-
ed budget field.need now be modified:

Iv) Edit Transaction (QB06) ,,

Following QB1, the Create Transaction program is run
.

a. second time. This run edits the Jilowing traniact4ons and
records them on the transaction file for subsequent professing
against the account master file:L}Paid invoices from QB09

iquidated encumbrances

Journal entries

Non-dfllar quantitiei. j

Cash receipts prepard&
Investments , manually
'Payroll

. -
ayroll encumbrance's

N,

,

IKLEpdate Account Master File - 1 (QB10):

.

.

/Dictionary .0p en : . ,,:-

Controls
( AccOunt .

.

File Master Order.
. k File File

. N6

-QB10

IF

Budget
Masters

to -206

,

Transaction
Register
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The Main Transaction file is used to update the Account
Master file. The program reaAs account master records which have
transactions against them. The program also reflncts balances
as°of the last transactions updating and prints a line, for eac
master record, showing this old status. The program then prints
a,rline for each TranSaction file record that affects the mastef
record. These records are transactions involving current year
working budget, current year ledger:ibalances, encumbrancesl'and
quantities: Finally, the updated mister record is printed,
showing the revised status. ,At the end, the updated record is
,written back to disk.

The first processing of the transaction register run,
using QB10, is related to the OpenOrder file. With thiS file,
it generates encumbrances for each order account breakdown which
is stilloutstanding. 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 endumbrances in theaccount master records is therefore zeroed
a. s each record is.read. All outstanding encumbrances are added
'back as. part of the update.

By the use of the above method, considerable simplifica-
-- tion is achieved in that liquidations and completions of orders

need be refleCted only in the Open Order file, and not in the
encumbrance field of the account master- records. In addition,
those reviewing the transaction registers are assisted in that
allleptries in the encumbrance field are fully detailed as trans-
actions,_ This eliminates the necessity of using prior run output

.. to understand 'what is included in the encumbrance balances.

The above. steps are performed just the first time in a
giyen processing period. This is because' "add-on" transaction
registers may follow the initial run. These additional registers
aee,nermilly used for applying transactions from percentage dis-
tributiong and/or automatic budget adjustments: They ,follow the
initial run and do not affett the validity of outstanding encum-
brances as'obtained from the Open Order file.

The updating, program may be run as often As transaction
vo,lumes would require -- monthly in District 88. More frequent
runs would produce an'excessively large number of transaction
register reports to beexamined.in the event a particular adcount
had to-be-audited.
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The updating program is the last to be Used before
producing the final status reportS. In a normal processing
period, it may be required to produce an initial transaction
register, including most of the transactions of the period.
This would4be follbwed by.up to.two special'transaction regis-
ters incorpbrating automatic budget adjustMents. For example,
a "triggered" basis autamatic.budget adjustment run would 'be

.made to produce budget adjustment transactions to supply"budget.
to overdrawn "dovered" accounts. Tkese transactions must'be
incorporated in a transaction registler runprior4-to using the
same program in a'"reqUested7 basis. Thisds done so that
covered accounts on a requested basis, which are themselves
"host"-accounts on a triggered, basis, may hive been first up-
dated to withdraw budget'for covered accounts supplied by such
hosts. A final transaction.realster must be runi after this
last processing, to complete the inclusion of all transactions
into the Accodht.Master file records. This is done prior to
producing the normal reports showing the status of the.recods
at the conclusion'of the processing period.

(x) Automatic Budget Adjustments (QB12)

(Dictionary
File

o

.
.

/
1,

'

*Ito. Budget
/Adjustment

Report
.------

/
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.

The budget adjustments program reads the Account Mastet
disk file, looking for these account situations: .

a. Overdrawn available balances

b. Presence of authorization to adjust such
budgets automatically

c. Authorization is keyed:as either a "triggered"
or a "requested" basis; and the indicated
basis agrees with the mode in which the program
is currently being run. r

V * a
I r

AutOmatic budget adjustments are normally run twice.in --i

order to effect two hierarchies of adjustments. The.first run is -

the "triggered" run designed to be made each processing ppriod. ,

Covered accounts are thoge which have had a hoit account identi-
fied, froth which budget is; to be obtained in the ellent that the
available balance is in an overdrawn condition. Adjustments .

for such accounts are "triggered" by reason ofthe overdraft,
and are to be effected each processing period.

.

. \ ,

The second. level of hieiarchy is "requested"; in that .

the run to produce this level of adjustment'may not be made-each '

processing period but only on request. Of courie,.nothing pre=
vents the running of both levels of hierarchy each prpoessingfo.
peiiod, nor does anything ,require the running 9f .triggered ,

adjilstmentt. 'These names 'are intended to express the, hierarchy' -
of,piocessinci.only:. they .do not reflect:A;mandatory status.

.
. .

When a host account on4.triggeted"basis becomes ex-
hausted or is'overdrawn.; it May be at leastrought,back to 'a
zero available balance status by the ,operatiorvof the requested
bisis automatic budget adjustment." This Is :4;lon 41;ry establishing;
the lower 'level hogt. accounts as covereedcoun,ts-to i higher [-;,., :",

level, host account Adequately budgetet tO cokrer oyek'draftd.of _ .

.

lower level hosts. ' .
. .

- : , .. .i :.% -

. .
0.

. .

4 It

11.

. n ' , i 0
; *

I.
i. * o

0 A',
. '': ... 1
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209 A,!.:Vy

a,

0

Yet



0

0

0

II

(V) Detailed History Report (QB37)

Ceintrols

A 0

.

Account
Master
File:

Dictionary
File

N.

QB37

riot Months:

i6tort' Repor

NS\

.
oPeriodically ieniay be -desirable to print the Prior

Month's History report-I.-to record the content of hisXoric41' data
1.h_ the Account Matter ,file as cif- su.ph time. At. a .minimUm, this',retiort.should be run' j.ust prior to running the year-to-Year
Transition. prOgiam,

0

(z)' 'Write current. year- -Bud et, Reports (QIII6)

Dictionary
File:

Account
Master
File

Budget
Report

(Special)

-
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5 , the Budget report shows he,curreht year status of each
-account at the end of an accounting peri0. -, All three budgets .,--.
original, adjusted, and working.7- are presented. Ledger balance,
ehcumbrance, and.availabie balance bailed on, the4working budget

are aIso presented. The fUll account de#cription is printed, .

together with the full account number and ASN for each account:
. In additiOn; summary totals for each. level: arq:furtiCar identified
with, the deSdription appropriate fbr that levd1.
- J-

, ,ThiS -report may be produded in any of, six sequences .S
'In the standard sequence., the full account code is sorted. in
leftto7ri4E-it seguence,-with the levels:arranged in numeric
ascending :order. Up to fle, special sequences may be used to

"pr4pare the '"report, all,ofwhich must have been defines wilen
1establishing,tAe head "records for the Account Master file.

'These special segUenceare,obtained by arranging the levels in

,

an,orderobher than asdending sequence by level number-.
. .

....
.,,,,

- .. : In any of vip lk-seguendes,-asumM.ky report May be
producedv:With any degre of summarization down to only the over-
'all total. Summary repo s are specified by a'control card which
contains the qximbd'r of levels t.0 be included in the,repOri.' BVen .

if the account code Strd-bture IprOvides for 12'leveIs, for example,
specilitatiorisofja Ie0e1-5-plus'higher leVels summary report will.
,produce.onIfthe totalS'asSOdiated with'IdVeIs 5 4, 3, 2, 1, and.
the overall 0 revel-. Amadditional leatUre was added by cop_
which, in effedt, tundated the higher-levels-of:summary as well.
Thus; using both featUres, a- report aight. be produced which pro-, -
*idled summaries at/le4els 3 ?.3'? 4, and.5 only.,

The budget,report contains:

. Original budget

2

. Adjusted budget approved to date

. Current working bUdget,

.-Ledger/4alance year to date

. Outstanding encuMUranCes'

. Available balance (based Onwork-ing budget)

A summary printing option.card,may be included with'any
type of budget report run to selectively suppreis lower level

total printing.



(aa) Update Account Master File (Q803 and 03A)

After Q816 and Q1337 are rua, any changes to the
Account Master File for the upcoming mopth are entered. The
sequence Q803,..Q803A and the special AS& look=up table are
run to update and back -up the Idle and provide the proper
distribution entries for the'payroll.

(ab) Month rto-Month Transition (Q817)

Controls /Dictionary Account,
File, MaSter

. file

V

QB17

t
Actual &
Projected.

Balances

At the conclusion of Updating all transactions for a
given month, it is necessary to run Q817 to effect the month-to--
'month transition, This run,-would follow' the completion of the
accounting period that also is the completion of_thb month (since,

% accounting periods may be on a basis more frequent than a month,,
'such as semi-monthly), ,,The transition itself involves shifting,'
. the monthly history totals over one field,, discarding the oldest
`month if all histdrS, fields were previously present, and' adding
the newest month of history from the'current month-tordate field
in thetaccount master record. Prior to making this shift, how=
ever, all 36 months of history, if present, will be used to
project the current, month-ending balance. Actually, any number,.
of months, fram '12 _to 36, May be used.

P

p

t,
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Two tYpes of projection are made by this program, the
' current-year ,endihg 1:11ance and the future-year balances. Pro-
jection of th'e.current-year ending balance involves both the
trend and the seasonality factor obtained from the months of
hIstory.datain the account master record. The -program projects
the number 'of months remaining in the current year-to-date
total to produce the projected current-year ending balance. Thus.
as the mont4s,0f the fear progress, fewer and fewer projected
months are computed, and the projected ending balance becdmes
more and :more dependent upon the current year-to-date balance.

/At least 12 months of'bistory data must be present for
this projection to occur, since at least one seasonality cycle
must exist to permit this factor to be computed. The accuracy
v this projection will 4e,iMproved when more than the minimur
-mouths of hist6ry are present, because a more representative
seasonality factor can 'be used, together with a longer trend'line.,

:Following computation of future projections, a variation
Of the budget report is produced to show basic.budget report in-
formation, plus:

. Second-year-before-last ending.balande

. Year-before-last balance

LaSt4'ear balance

Projected ending balance, this year

Next yeae's budget as developed to this point

Projected ending balances, next three years

213 ,21.
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(ac) Year End Processing (QB19)

Controls
/ Dictionaiy

File'
Account
blaster

File

QB19

Trial
Balance

0

b

:QB19 is designed primarily for the year -to -year trans * -
tion of accounts across fiscal years, It also serves one additional
And very important function, however, and that is the taking ofia
trial balance of the Account Master file. , ,

This run is not used for this purpose during monthly/
prodessing at District 88.

,

Following co mpletion of all status reports at the-end
of the final month in the fiscal year, the year,toLlrear functions
of QB19 must be performed. The' program. must close out the old
year expenditure and revenue accounts, shift the yearly history
figure; 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 conversion may not be made on a
one-for-one basis.

t

-The first operation necessary is the taking of a trial
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 proceed
to completion. The functions of this program are as followq:

214
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1. All expenditure and revenue accounts are
zeroed so that the new year data can be placed
there once the new year is started.

2. The total expenditures of the old year dre
posted to an offsetaccount established for this
purpose in the Fund Balance accounts.

3., The total revenues of the old year are posted
to an offset account established for this purpose
in the Fund Balance accounts; If desired, this
marbe the,same'account used for expenditures,
in which case the resulting net figure will reflect
the "profit and lose of operations during the
year just ending. 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.

4. Each ,of the three.history year totals is,
"shifted left" one' year. 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, fi elds for the year jus,
ending are zeroed out. Thus the developed-
budget becomes the initial value plabed in the

. original., adjusted, and working'budgets for the'
new -year.

o

6. The next year,percentage distribution is
performed. This function is not used by
'District 88.

Following' the opening of the new yEar's books after
completion of the Year-to-Year Transition proiram operations,;
the firstLentries 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, accounting
procedures maequire that the payment of accrued items in
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the'payables, or-the crediting of accrued items in the receivables,
be charged or credited direct to such accrual accounts. The
differences between the accruals and actual amounts remain in the

.

accrual accounts, or eventually are used to directly adjust the
fund balance.

A number of other functions 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 projected Year-end.budget, and quantities accumu-
lated for the prior year. The latter is done to initialize
this- field for use during the next year. The fiscal year-month
is reinitialized to 01.

Historical data is updated at this time. The normal
month-to-month transition operation of moving the current. month-
to-date ledger.-balande to the first pfior month of history data
is accomplished. All prior monthseare shiftecLover, or aged,
one month., The current year-to-date balance, representing the
year-end total of ledger balance, is used to replace the prior
year total. Those 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,done when a straight one-for-one transition from the old
year's accounts to the new year status cannot occur, e:g.lowhen
there are multiple new-year accounts replacing a single old -year
account. Two-new-year accounts must replace the single old-year
account if, for instance, a single old account called "bOoks"
were to be broken-down into "textbook" and "library books".
Since the history data was accumulated for the "books" account
only, it is necessary to prorate the history data between the
tutu new year accounts. This is necessary if the history data is
not to be lost; or incorrectly applied to one.of the- two replace-
ment accounts.

%
At the time that the decision is made to cause one or

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.

While the steps perforMed by the Year-to-Year Transition
program may,appear to be.coMplex, the operation ot this program is
automatic after a successful trial Balance,. Since.major changes
to the*Account Master file are made by this program, however, maxi-
mum against accidental destruction of the file through
kocessing'interrupion should be taken. The original file should
be .copied if it Is necessary to restart the program after partial
file processing.?
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Exhibit'yII-A

GLOSSARY OF TERMS

1. ACCOUNT BREAKDOWN NUMBER

A two-digit number is appended to an order reference number
to distinguish each unique account to which any portion of the,
order is coded.

I

2.. ACCOUNT CODE LEVELS (Account Segment Code)

.411, Twelve levels are found within the account code structure.
Each level contains account segment codes of from 1 to 4 digits,
if in use. Each segment-represents. any accounting control
category' the user desires. For example, level 1 may represent
the major or highest level control, and level 12 the .lowest.

3. ACTION CODES

A 1-letter code found in column .3 of all punched cards
instructsca.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 alpliabetio deScriptions to be created on magnetic
disk by meang of a.keypuhched dictionary card deck and the
Dictionary Create °program. Every subsequent program that utiliteS
alphabetic descriptions on program-printed output reports dr)aws
upon the Dictionary file. The latter file Contains a separate
description for each account code number used within each segment.

(Descriptions are entered into the system only one time--barring
corrections. Thereafter, the computer pieces together. .descriptions
for ihdividual,nuMeric account codes'at diverse levels,' and
causes a complete deScription matching all levels of the numeric
code to print.

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 processing system, which is to say that
transactions are handled in groups, not singly. Printed reports
usually contain batch totals for proofing purposes.

217



Exhibit VII-A
(Continued)

6. MISCELLANEOUS REFERENCE..

A flexibly assigned reference,field in'the transaction card
can be used for reference charactefs ofany nature -- job
number, item number, etc. -- up to seven characters in length.

7. ORDER NUMBER

Control or reference field, in a transaction card, for
representing orders. Specifically, it is of the same length
and general composition as.\the miscellaneous reference field.

8. ORDER SPREAD

Name of a punched card; the term is also descriptive of
the capability of spreading one order over multiple related
account code,numbers.

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 optionaliy prints out a crossareference book for dis-
tribution within the organization. Moat card formats and programs
will accept and interpret the short-cut code, also called the

.

account I.D. serial number.

4.



/Cat 2
Cohtrol

Pa;ameters
'Account 1C
ClasSitica-
.tion Data

ccoun
M.F.
EarAmeters

lA

7 Name

7

Account
!Descriptions

Dictiou,

r

, New 3
Acct.'Class
ifications'
(ASN's)

District 88
Accounting System

File Initialization

001
File Initiali-
zation and

Header Record
Creation

002 .

Dictionary
Maintenance

Exhibit VII - B
Wage 1 -of. 11)

003
Account
Master File
Maintenance

ile

1
Account A
Segment Cod
Description

.---41111N

Diction- B
ary Code
Book

219

Edit .

Listing



ow

Exhibit:1/H B
(Page 2 of-11)`

District .88
. 4 Accounting System'

File Initiali:zatdon (con'd.)
'

1110,
Create

Special' ASN
cable for Payroll

<-7.> QB20
AMF lio, Print" .....,

Dict. Code Book

f

mutoma0.c 5.
udget Adjust=--
ent Data '

iudget
Data

10

go,

Account_
Code .

Book

QB04 Edit List 1

Initialize
Budget
Groupings

Budget ,D
Adj,. Accoun

Repor

OP

220

QB11

Initialize
Budgets

22,8

Olt
Edit List

EBudgets

4



1'

District 88
Accounting System

Weekly Processing

IVendor
Name, and
Address

T

Exhibit VII A
(Page 3 Of 11)

.Q1305

Vendor File
Maintenance

11.

Orders

Kr-

Error List'

fooVer,lc,r

Cc-ic

Book

PM

Edit
t List

Out-
standing

Orders

$

4

.Create
.Unp'aid

Invoice File

ayroll

221

10
Invoices

--00.Batch I

Transaction
Listing



10
I volde
ICorrection4

District 88
Accounting 'System

Weekly Processi g (con.d.)

Exhibit VII -
(Page 4 of 114

orn QB14
Prepare Draft
Payment
Register

Wayment J
Changes

Listf.of 1

npaid Invoiis
Draft U
Payment .

Register

QB15

Prepare
Checks

Remittance
Advice
Check

'Reconcil-
iation

Cards

QB14
"P'iTille Final

Payment
Register

Om Liquidate
Encumbrances

222

111

?,30

10
Direct
Payments

Out-
standing

Ordc.r'S,
Liquidt- P
ated

Encumbrances

)

a



District 88'
Accognting System

) Weekly Processing (con'd.)

Reconcil-
iation

Cards

Exhibit VII - B
(Page 5 of 11)

N

Write
Treasurer's Report

Repor CI

___00Treasurer's

t

Semi-Monthly Processing

4

Payroll

Personnel 1

fnformation

?ayroll
.Rate
'Ndjustments

Po.

DUP030
luP4W
P4X6.11/Pers.

Payroll -77--10"

DUP050
Prepare Tria.i
Payroll
Aegister

223

Payroll AA
Update
Edit

AfFIL
Lis5.1------

Trial Aa
'Payroll
=Register

1 a

V

aJ



4

District 88
Accounting System

Semi-Monthly Processing (con'd.)

DUP080
Back-up

Payr41 , I Payroll
....!,, File_

Exhibit VII_ - B
(Page 6*of 14)

roll
Sack,-

..
DUP070

110
-Prepare-

1

OeCks
'Checks'

DUP050
Prepare
Final
Register

RK

I

Final AB -T
Payroll -Reg

is_ .

ZAN-)12.

Personnel
Information

DUP130
Prepare .

rise bf
Cheeks,..

.r

9



3.

Exhibit VII -
(Page 7 of 11) ..

District 88
Accounting System

Semi-,Monthly'Processing (cOn'd)

Payroll

Report

el r

DUP100
Extract
Reportata

DUP120
Prepare
Reports

V 'V
Year-,To-, AE

Date Deduction Annuity I.M.R.F. Teacher's

Payroll Register Register Report Pension

Register

ayroll

0370 AD
Prepare
Payroll ----11--410 Abstract'.

Accounting

(-110Payroll
Journal
Entries

25



10
`Budget
'Adjustments

10
Journal"
Entries.
Cash
Rea6ipts

Ss.

EnCum-
branoes

0

10

InVest-
ments .10

Quantities

Payroll
Entries

f

N District 88
Accounting System

Monthly processing

r

Exhibit VI#I -gB
(Page 8 of 11)

QBil,
BUdget

or Adjustments.

P116g9,
pieldjustmOnt

Analysis

4110!

QB06,
'Edit
Trans-
actions

Batch
Transaction
Listing

226

w.

Trans-
NacticD

Order

7.34



District 88
Accounting System

Monthly Processing (con'd.)

<C:

Dict.

Order

Trans-
action

Exhibit VII - B
(Page 9 of 11)

C=>
AMF

Dict.

Trans-

QB10
Update
Account
MaVegil File

-1110

QB12
Make Auto-
matic Budget
Adjustments

Trans-
action

Register

T
!Requested

-41.Automatic
Budget

Adjustments
Triggered"

III"*

-Op
Summary

QB16
Write Current
Year Budget

Detail by
Fund

Reports Current. X
Yr. Budget
Reports -
Detailed b
Locstterr



District 88
Accounting- System

Monthly Processing (contd.)

AMF

Dict.

001QB37

Write History
Report
(optional).

/

QB03
Maintain
Account
Master Filet

//

'Exhibit VII - B
(Page 10 of, 11)

101,16:rfnth'tor
/ Month's

--it

Account'
Changet

i

1

1I
,

1

List of
Account;
Master rile
Change.--

I

QB03A
Back-up
Account
Master

00.1
Create Special
ASN Look-up
Table for

____PalpmEL_L___

228
236

IESck

Op
Accoun
101



District 88
Accounting System

Monthly Processing (contd.)

1

Exhibit VII - B
(Page 11 of 11)

QB17 Report V
of Actual
& Projected

Month-to-
Month
Transition

op,

Selec
ted

Putch.
Dat

Annual Processing

AMF

Dict.

,Order

QB19
Year-to-Year
Transition

elec
ted

Purch.
Data

10

Reversing,
Entries

Prepare
state
Reports

229

Trial
Balance

Purchases
-Ow by Vendor

& Classifi-
cation



A
cc

ou
nt

 M
as

te
r 

F
ile

-H
ea

de
r

C
re

at
e 

C
ar

d 
#1

IN
S

T
IT

U
T

IO
N

 N
A

M
E

F
or

m
 T

A
.

E
P

IC
: B

U
D

G
E

tif
IN

A
N

C
t

27

.
L.

1
.

T
S 7.

Z
/./

./.
///

///
Z

/l/
Z

Z
W

IZ
Z

/h
.W

.//
7/

///
///

.1
///

///
(/

//7
"

.$
/la

A
cc

ou
nt

 M
as

te
r 

F
ile

-H
ea

de
r

C
re

at
e-

C
ar

d 
#2

F
or

m
 la

E
P

IC
: B

U
D

G
E

T
/F

IN
A

N
C

E
1

T
""

"'
,

.
I

Le
ve

l R
ea

rr
an

ge
m

en
t C

on
tr

ol
 F

or
 R

ep
or

ts
 S

or
te

d 
In

S
eq

ue
nc

es
 D

iff
er

in
g 

F
ro

m
 S

ta
nd

ar
d

LE
V

E
LS

 IN
 A

C
T

IV
E

 U
S

E
2

-.
 -

. -
 -

.
...

.
,.

.
,

I.

ap
tc

hn
 a

t.o
ni

 s
ra

uc
ta

cc
 h

o 
I

1

s'
..;

;;;
:t-

nt
ro

st
7 

st
im

.m
oc

t
P

ea
. 2

'i
8/

10
14

1.
 N

IT
W

IT
 S

IO
U

LN
C

E
11

0.
7

,
,

,
,

,
,

,
,

V
tV

A
L 

ti(
P

O
R

T
 S

IO
U

C
14

,1
1 

14
0 

4
I

O
F

IC
IA

L 
01

13
01

17
 S

C
O

U
IN

C
I 1

40
 0

1
,

IS
,

.
7

I

t
i

1
1

,
I -

I
f

I
I

.

I
1

.
0
 
.
S

.
1

4i
 J

11
0 

II 
11

1 
I: 

7 
13

: 4
1

0i
 ii

 /1
81

10
10

11
17

.1
1 

2
31

41
.9

1 
I 7

I1
11

11
11

.1
0r

11
11

.2
1.

11
1 

31
4

IC
.1

71
:1

; 7
1;

4 
51

;0
11

1i
; 1

1.
21

3.
14

18
 1

8;
 7

1 
.8

..:
 9

11
0:

11
10

 1
12

13
 1

41
;1

 4
 1

71
1

i 1
41

10
01

1(
12

7.
2/

 2
8

I
III

 S
i

43
.4

4
T

. /
8

es
al

l.
.

-
"

7-
7-

7

j
I

4.
,,

k
1

,-
A

.
./.

,,
1.

..)
,

I
j

a
.

.
J.

i
%

I.
 A

 I
1.

..A
...

s.
..1

2.
-1

* 
-.

1.
..J

-1
. 4

.-
1-

J 
.-

I, 
1.

 1
..1

..1
.

.1
/

.1
. 4

 .J
 . 

4.
.1

I
.1

...
/.-

1.
. .

 1
. 1

.4
-.

1.
,..

1,
..1

..1
. 1

I. 
1 

...
/-

.
..1

...
..1

...
.1

. J
1.

.1
.J

-1
1.

 J
. 1

-
,..

1,
1 

1,
.1

...
'6

,0
(.

4.
/

.
, /

', 
V

,/
11

.1
I.

0
I .

1
4

.1
_1

.1
3.

 .1
..J

1
.1

...
1.

..L
...

.1
. .

-1
...

..1
.-

1.
-L

..1
...

1 
-1

..1
-1

 -
L-

.1
.-

L-
I.

1.
.1

-i
1-

.L
-I

...
1-

 L
.-

1.
...

1.
 -

1-
-.

1.
...

1.
41

-1
-1

-1
..1

-7
--

1-
1

1
.4

-1
...

1-
11

18
-7

-.
1.

..-
1-

1
4,

14
4

ik
cc

ou
nt

 M
as

te
r 

F
ile

-H
ea

de
r

C
re

at
e 

C
ar

d 
#3

.;;
;I

t

N
11

E
4 

41
.1

,.
A

C
C

O
U

N
T

 C
LA

S
S

IF
IC

A
T

IO
N

 T
Y

R
E

S
I 

A
W

.0
11

11
41

 i
m

eo
w

.
I

I 0
1/

..4
 C

."
 1

 0
1.

4C
d

: 0
11

11
1 

C
ei

01
11

0$
 C

M
*

a 
,

A
S

S
E

T
S

S
IA

S
 ll

lll
 C

S
10

40
41

A
N

C
I

81
18

C
/L

LA
N

C
04

.7
8

Im
o 

1.
0.

4.
7

M
om

.. 
i r

e 
14

no
te

F
or

48
.0

 I
.

I.
.

A
ze

...
44

A
co

m
m

t
1

8.
38

.1
.

11
.4

19
4t

i
T

A
T

A
.

.
V

ow
I

C
H

U
M

 1
 T

H
E

Y
.1

T
A

W
I

T
H

nu
I

11
10

1
'

no
ni

2
71

10
t4

1
71

81
/

,
I

I
I

0 
V

..'
4.

11
1.

10
I

II 
13

V
. I

t
12

 2
0

23
 3

4
27

 2
Il

31
JS

.I$
39

 . 
43

43
;4

4
47

 4
8

II 
17

%
I%

59
1 

G
O

81
64

11
7s

s
71

:7
7

S
O

F
or

m
 1

C
E

P
IC

: B
U

D
G

E
T

/F
IN

A
N

C
E

e
u

4
_

s
.

J.
.1

A
1,

^
//,

/
1.

.1
..1

...
J.

 .1
.

-a
.1

1
.1

J
J

71
', 

1,
1,

1
.

/
,/

.
1

!
I

I
1

1.
.1

-.
1.

 1
1.

.1
.

L
. J

.
1

1.
. .

1
$:

1
e.

.r
. i

/L
A

 1
/1

&
v

.
1*

O
pe

n 
O

rd
er

 F
ile

-H
ea

de
r 

C
re

at
e 

C
ar

d
F

or
m

 1
D

E
P

IC
: B

U
D

G
E

T
/F

IN
A

N
C

E

IN
S

T
IT

U
T

IO
N

 N
A

M
E

27
21

1
S

7 
S

S
G

S
A

I
I

1
a-

//I
/il

l /
2/

./.
/7

/7
1.

 /1
- 

/4
///

/1
1 

U
Z

I/
J.

Z
. 7

Z
Z

IZ
Z

II
/1

. Z
. Z

 /.
.th



U
np

ai
d 

In
vo

ic
e 

F
ile

-H
ea

de
r

C
re

at
e 

C
ar

ds
F

or
m

 2
 -

E
P

IC
: B

U
D

G
E

T
/F

IN
A

N
C

E

C
O

U
.F

.1
c.

1f
7

Se
 ;.

-, . i
.

IN
S

T
IT

U
T

IO
N

 N
A

M
E

F
U

N
D

 N
A

M
E

'
A

C
C

O
U

N
T

S
E

G
M

E
N

T -
Ih

rS
T

IT
u

M
N

C
O

O
T

S

- rim
,

S
W

C
LE

A
N

IN
G

 J
A

N
N

I(

W
41

E
04

10
4

It -
O

C
N

O
M

.
IN

A
10

14

,
A

0.

1
2 

:3
27

24
24

40
43

44
41

44
T

a
el

%
LT

'
T

S
. I

*
so

nI
 u

 u 7

U
U

4U

1-
1.

-1
t

1 
L-

 1
-.

1.
--

L-
L.

L.
..1

...
..1

...
1-

7-
1

-1
-1

...
 L

. L
.A

.-
1.

--
1.

 J
 -

L-
1-

1.
..

--
a 

-L
.-

1.
-i.

.. 
I -

1 
.1

...
.3

.-
1-

-1
.-

-1
-

_3
 -

1_
 1

-1
- 

L.
,..

1-
1-

.1
 -

I. 
-L

-L
..

1 
-I

 ..
...

1.
.. 

I
I .

1.
 1

1.
-1

. 1
...

.4
..,

I
1

1

-1
. .

1.
...

L.

-J
, .

1-
1-

.. 
3-

 .1
- 

1.
...

- 
1.

...
.1

-1
...

-.
a

I-
-(

...

-i.
...

1.
-1

-

-1
.-

1-
1

1
I 3

...

1
1

1.
"

/
/ .

/
,.

1.
-1

.
1.

7
I y

1/
1.

--
1.

C
/1

,
i

I
.

:I. .
J

1
-I

L 
J

I
I

t
g

1
1

I
.

,

.
.

-L
..1

...
..L

-1
-1

...
1-

3.
..

_4
 a

-i
i .

 1
,-

 1
_3

 -
1-

L-
1 

-1
 -

1.
-7

-1
.-

 i 
.3

.-
1.

-.
1-

L.
..L

-1
-1

-L
-

I
I

_ 
L 

A
 -

 1
1 

. :
4.

- 
.7

.3
1 

.3
...

7.
1.

..L
.-

 1
 ..

.1
...

..1
._

3.
..L

. L
,..

.,1
_.

. 1
.

1_
1.

 1
.3

1.
.1

-1
..1

- 
1 

3.
..1

.-
4-

1
L.

I
.1

.-
1,

...
1.

, 1
...

1 
-1

I.

1-
.1

1-
1.

...
.4

-L
. 1

1.
3.

..1
...

1.
...

.1
.

-1
-

1.
-1

-.
1.

-

-I
.-

L-
1-

-1
.

I .
..3

 -

1.
1

L.

.-
/ .

...
1-

1,

-1
-1

-.
1.

,

-1
.1

.1

1.
-1

-I
-1

-J
- L-

1
-.

L.
 I.

 1
. .

1.
. .

-.
L 

.1
-1

 -
1.

..

7.
../

...
 1

I

-1
1.

-1
1.

-.
1.

.1
. 1

..1
.-

1.
1

1
1

/
.1

1
/

-I ..1
_ 

1 
_

.
I .

1,
-.

1-
.

.. 
ti 

1
1

1 
1

...
.1

..1
 -

I-

. l
.1

 .1
.

1
1

1
1.

.1

-.
1

, / .
1.

. -
1 

.1
-)

/1
-.

..1
/ 1

.."
..1

.,1
-

/
-

-1
...

1-
1/

11
),

/..
L.

/./
.1

/1
-.

1

-3
.

. 1
,..

4-
...

.1
,4

1.
..4

...
1.

 .1
. I

-/
 L

.-

1
a

1,
-1

/.
. 1

.1
'1

...
1

L.
,I.

...
.L

7.
1

-a
,

..1
-1

-1
-7

-1
.1

-.
1

.4
1

.1
...

1.
...

.A
.J

._

v
IU

,L
U

I
- 

A
. -

 L
...

...
.-

L-
.1

I.
I.

 I
_

4.
...

1.
.1

...
.1

.-
1.

3.
3-

4-
 L

. 1
-1

-7
- 

L.
-L

-3
 -

-1
-1

 -
1.

1-
 /-

1-
-1

- 
I.-

L-
1-

1-

L 
4.

..
3.

-1
-a

 -
I-

L-
1 

-i-
 I

4.
...

.' 
1.

 L
-a

..1
-L

- 
A

-t
-.

...
..L

.,.
.1

_.
4.

. 7
 -

.I.
 I_

1.
-L

. J
. .

L.

°t
ut

u 
.

I
L 

..
L 

I
I

I
L.

 t 
. s

.
1.

..J
...

a.
..1

.
I

i_
 L

 .1
...

.1
I

a_
 7

L 
.

1.
.L

 .L
. L

1
1

1
.1

,
I

I*

8.
1U

 2
 U

1-
1

1.
-1

1-
1-

1.
1.

L.
.

.-
I

.1
,./

..1
2

y-
'1

/..
/

/
/ /

,,,

-I
A

;
V

../
_,

..)
.

1/
1

I .
/a

r
1,

/
1.

-I
' 1

 .1

I, 
;

1.
:;1

1 
,(

. 1
,1

1,
1 

LI
1'

11
.4

(2
1

...
1.

,,4
' .

../
.1

71
".

e,
1_

,,,
-1

_,
,..

.1
,..

t 1
,i

a
..a

.0
.

L.
 .7

...
1

.3
...

.1
...

1-
3,

...
1.

...
1 

-3
-L

. 1
_1

-1
 ..

z.
.1

.-
1-

 L
.-

1 
..1

.-
1.

...
1.

..1
-

B
 iY

.L
U

I
1.

...
s 

-7
..1

_1
- 

i .
1

L.
 1

.-
3.

..
1-

1-
i-3

 -
J.

-L
-1

-

. U
 j

I
* 

_
L

I
I

. 7
I

7
J.

 J
.-I

...
L.

11
 . 

. 1
..1

 ..
..1

 ..
...

1-
I-

i .
.4

-1
. .

ts
til

t,
1

1
1,

7
1

1
1

1 
.1

.-
 1

...
..1

.3
 ..

.I 
...

.1
 3

 1
 ..

L.
1 

-1
. -

1 
. 1

-1
 . 

1 
. ,

!lu
lu

a.
7

.
7

7 
ta

si
al

ii1
Li

i.1
.1

-1
 1

_1
1

n3
U

 1
U

1 
. A

../
 7

.3
I

.-
 ,1

-1
...

.1
...

.1
-1

,..
...

1.
..3

 .1
...

.L
.4

.-
1-

3-
3-

4.
- 

.1
 .3

.-

o 
/ u

 -
U

a
7 

- 
I

1
.

..8
I .

..:
.1

.1
, .

1.
. s

...
,-

a 
.1

. 7
- 

4.
...

1.
-.

1.
 1

 I-
1-

" 
Y

. u
1

I. 
1

7.
 1

I
1

I
7.

.8
. I

. 1
. I

.I.
 1

-1
-1

..1
 -

L.
.1

-1
 1

1

o.
U

tU
a

...
4

I
4

t
I .

.
I. 

1.
3.

, 1
.3

.1
...

.L
...

.1
.1

-1
.1

,.1

°.
u.

1_
 ,.

...
...

...
A

.,
7 

...
.

L.
. .

 1
. -

-.
.-

1-
3.

..1
 .3

.-
-1

 -
1 

-1
-1

1.
-1

-1
-.

3-
1-

1-
J-

A
-1

U
.L

U

..1
..

_1
..3

.
__

__
__

_

...
..1

.1
...

.L
.J

 ..
, I

. I
 .3

 ..
.I 

-I
. 1

.
...

1 
-.

1.
 A

 -
i

-I
 -

1.
 I

.1
. 1

I -
1.

..1
11

-I
 -

1-
, -

 1
 -

1.
-1

-.

. 1
I2

.7
4.

 1
..3

...
1

1.
...

../
4.

3.
I. 

1.
.1

,-

1
1 

,
1 

.
t.

1,
I

1 
.1

 . 
L-

1
I

.
1

. L
-J

.L
.1

.4
1

I l
lll

 ,1
ill

.
- 

4-
1

-a
,..

1
1-

 .t
.

.1
-1

1 
.1

.. 
1 

.1
.

1-
1.

-1
-

1,
1-

1 
. I

I
i .

1,
1 

1.
 J

. 1
-

1
1 

.1
.

1
1

/
1

3-
.3

-1
-1

-1
..-

1-
.

1-
3-

1.
--

3-
1

-1
 .1

 J
.

.1
-3

-4
 1

.1
L 

1

-.
1 

.1
1

11
1.

11
11

-/
. .

1 
-L

.

-1
-1

. 1
 .

.1
.-

1 
.1

1
1

I
I

-1

..J
. 1

21
 .1

 .
1

1
7.

.1
1

1.
 1

I
I

.1

II.
1-

1
. 1

-
I

I
I .

.

,.1
14

11
1/

1L
11

1,
1,

1/
11

..L
.te

.1
.1

'
..L

 1
.-

1-
La

.
.J

 . 
L.

.

..
Li

 4
1.

 .1
. L

1
1.

'
1

'
1

,./
.

."
'

1
/1

. a
y.

i..
. -

1
1.

...
.1

 ..
.{

. J
. 1

1,
.. 

1 
.

1
,c

'0
/1

/
..e

..i
1:

-.
1.

a
I .

 1
.

i
y.

1 
I

o
A

 .;
..,

 A
a

,,,
,l'

 1
/

/
,

/
.

1/
4 

..L
..1

...
1.

'1
1

...
V

.1
4 

..h
 1

 .1
/1

- 
a

i /
r

/ ,
,

/ /
'

' /
A

'
,

/
/

. L
 I

1/
1 

...
).

 1
 /1

-y
., 

1 
y

I, 
1

I.
1 

/
i /

1
/

1.
14

.4
1

/
/, 

/
..y

/1
 ..

,,1
,;;

. I
..-

1.
1.

 I 
/5

..
I

.
1

1 
. 1

,,,

.
1 

/'

t X
. .

/.1
...

1/
/. I

 ,:
f

.1
.

I
1

1
1 

..
,e

/s

-4
/ 3

 ..
i./

.-
7V

. .
7.

-L
 _

 s
,.t

..1
 4

. i
r

1 
..,

/..
..1

...
) 

.1

I
.

A

1
a

I
I

1

i
a

I
.

.1
.-

1.
.7

fi"
,:i

.3
.

t
. 7

1
1

~
1

. 1
 . 

. 1
.

.
1 

.
I .

7
7.

 -
-A

 ..
3

.1
.

.
..1

 .1
 _

 I.
.

I
1

1

3
1

a
1

1
L.

' ,
1

I
IL

L
-J

-.
1.

-1
-1

.-
17

.

74
./.

. /
,4

/
'

,
/1

:1
 ..

.1
...

J.
...

1
1.

7
1,

..,
 2

,-
 I,

I
/1

.
1

7
1

.1
'

I
a

.
,

4

1.
..

L-
J-

../
.'

1.
(3

,..
..i

r 
.1

., 
"-

L.
. L

.
L.

,-
 a

7 
/ I

"
.

A
.

L.
.1

-1
-.

L.
..1

.
-1

,..
./

/ /
/

/
,

/
/

,
I

,
.

I
I

(.
...

a.
J.

J.
7.

.. 
L.

-
1

"
1-

-1
..

I
,

1
U

-I
, 3

.-
-4

.-
i--

4
I

'..
E

 I 
:1

1 
a

(/
 i 

V
 (

A
 L

.
.

.
.

*U
-,

7.
.2

..
1.

...
...

- 
.1

...
.1

. 2
 -

.a
- 

(.
...

a-
 1

...
..1

.-
1-

 7
..4

 ..
.3

--
1-

-.
1-

.1
.-

2-
-1

--
2.

"

-I
...

.4

/
/

/ i
/

I.-
L.

-3
_1

-J
1.

-1
-1

.-
L-

1
1.

--
, .

1
7

4.
--

'
1-

'.8
.

I L
I

1
'

x.
u.

...
1.

1

4 
-I

' .
31

0 
".

°
C

 t"
11

.
...

...

U
 u

.

.s
.. 

L
. 7

 -
,-

.1
..-

L.
I.

-I
.-

a-
a.

 4
 .1

-1
1.

.
1-

1-
1-

J
1

4t

I
. .

8
I _

 I.
 .

a
I

$.
 I 

-L
.-

1.
-1

 ..
7 

.4
...

.L
.L

.-
L-

L 
.1

-1
...

7

-1
.1

-1
.-

L-
1-

11
-1

-1
.

-1
-r

-.
1-

-.
1.

-1
.. 

1-
.3

-4
-.

1.
...

1-
1.

,
..1

1 
L.

...
1

3.
.4

. -
1 

...
I .

.1
.-

1-
1-

 i-
..L

.

L.

-1
-.

1.
...

.1
.4

.-
1-

'f1
.-

1/
1-

41
/./

..1
.1

 . I-

/
/ /

 /
/

'
"
'

, 1
-.

1/
:-

L 
04

1-
71

.-
1.

 X
 ,-

./.
./1

.
1.

g
L.

 1
-,

 .1
. 1

-/
/1

1/
 /'

 ,/
.

0
A

`
a

.3
-3

,./
1.

.3
 ..

; .
.1

...
J.

1 
.3

.
.7

.
.

.

'.
-a

- 
...

..1
-1

a
a

1
1

L-
7-

1
.

1
1

1
.

a
1

4
'

1
.

1
'

I
'

'
1.

...
4

L.

-1
-1

1-
.3

-1
1-

.3
 A

-1
-1

.
1-

-
L.

..1
...

.1
-L

.-
I-

1.
-.

..4
1-

-1
-L

-1
,-

1
4.

..1
...

..1
...

.1
.-

L
'

'
7

a
1-

.1
--

/-
L.

..-
 1

1-
1-

8.
.

21
./-

1/
1

...
..1

,,.
;

..
/

...
/..

"
/

,
" 

1
5,

-.
1

$.
...

.4
.

1.
 i

L.
...

1
1.

-3
...

...
:./

...
...

.
7,

 /.
4

1
.

.

4
L 

-L
. t

t
7-

1.
3

-1
.3

..
.3

r
,/

/
/ /

7'

e

S



4
0

12
13

2

1
$

17
20 I21

2
i

2
4

a
w

I

30
22 U U

I

11
12

40
02

S
T

$1
0
2

N
U

M
=

A
1



A
ut

om
at

ic
 B

ud
ge

t A
dj

us
tm

en
ts

,
Fo

rm
 5

E
PI

C
: B

U
D

G
E

T
/F

II
IA

II
C

E

C
O

O
I S

tu
lli

A
L
C
I

/ I
C

't'
'D

 "
r

)
LA

M
M

.
".

"
"

14
11

11
1(

1,
c 

t.

A
C

C
O

U
N

T
 J

.D
. S

E
R

IA
L 

N
1.

1;
4.

11
E

13
 O

f C
O

V
E

R
E

D
 :A

C
C

O
U

N
T

S

10
12

'
) 

I 4
4

11
10

 1
1

24
 2

1
24

 2
11

,2
10

 3
1

11
1

B
 G

,
1

G
1.

1-
J-

1.
..1

c
.1

...
L.

a

/
O

I
G

 S
a

. L
. L

.
1L

-1
.1

-1
-

1.
4

.
4.

.
1-

1-
1.

-1
.-

L 
1-

1.
 J

 J

-1
...

-a
. .

1 
-A

.-
 -

L-
L.

-1
.-

L-
.

1
1

2
1

40
41

4,
S

O
 S

1
S

i
41

IL

,
1

.

11
1

I
1

I
11

1
I

I
11

11
1

1
I

I

- 
- 

s-
-s

. -
I.-

 L
.. 

.1
...

 a
...

1
L.

...
.

1
,

.
1-

 1
--

1-
.1

.-
.

. 9
 1

42
 G

 L
,

..a
. 1

.1
 1

c 
c 

I.

. .
 G

1
-1

-/
' /

..1
11

. J
...

...
..L

.,.
...

--
L-

1.
-,

 -
.1

.-
.1

1-
1.

-1
-

L.
J.

...
1 

...
L.

..1
 .1

-.
..

T
A

.."
 L

 ..
.I.

...
. .

...
...

1 
1

-1
1-

1-
1

. A
 -

A
-1

L.
.

L 
.A

-1
A

I -
J 

...
A

...
 4

.

" 
G

I
t

1
I. 

. a
..

...
,..

A
.

.
A

.
1

L
1.

-1
..

1-
.1

.
1-

""
L"

 L
.

ih
o

.
.

C
Y

.
I

1
1 

. 1
 .

L-
1-

1.
 L

. J
. -

L-
.1

L.
,. 

-1
-4

-1
.-

-0
-1

 ..
.1

...
.1

LI
 C

 1

i.4
I

a 
- 

1.
 1

.
...

1.
...

1.
...

.1
...

1
../

..1
. -

1.
 A

.-
 ..

J-
1-

-1
.-

.1
.-

i..
.L

-J
...

s
-1

.-
L-

1 
-1

- 
, 1

1.
..1

.1
-,

Is
G

 1
.

1
i

1
A

J
1;

4

1.
. e

 .1
 -

1.
.4

-1
- 

.1
.1

I
:2

4.
.r

1.
. 3

-1
...

 -
1.

..1
 -

1.
.

r
4-

1.
-.

4.
...

 -
L.

 1
...

..1
I.

I
1

1.
...

1:
- 

-L
-1

-I
 -

L.

...
1.

.J
..1

 .1
.-

 ..
..1

- 
LA

. 1
-

° 
G

 1
..

t
L.

 L
1,

.1

" 
9

I
I

3
I.

..2
1 

.
..1

..1
. J

...
.. 

..1
. .

1.
4.

 1
.

-1
--

L_
L-

1.
*

, -
L-

J
I

1
1

4
1

' -
11

. .
...

..1
...

.1
-1

.
.

.
J.

..
.1

 1
1-

1
11

-.
1 

1-
-

.1
...

.1
..1

- 
1.

1.
 1

1
11

.1
.4

a
I

1
1

a

It 
C

;
<

4
r

r
r

I
1

1-
.: 

.
4.

 .
1.

1
1-

1
/4

--
-4

-:
 4

4a
 4

-2
.1

.1
..1

-,
-4

1.
1

1
r

. .
1.

.
/

.
I

.
.

1.
..

.1
I -

 1
 ..

1
...

.t
1

1
2 

1 
Z

...
/

a
I

. '
'''

.
: .

..
.

2.
r.

..1
.

.. 
L.

. 2
...

1.
 S

.-
 -

1-
1.

..
1-

1.
..1

...
...

.1
-.

1 
...

A
 -

1.
 1

 . 
1

. A
 .

.
L.

1.
...

.1
. l

 ..
I..

.1
 .4

-.
11

. .
.1

...
1.

1 
2 

1.
. .

..1
. ,

. A
r 

.. 
I. 

I. 
_.

1.
1.

L_
 1

...
1.

.a
...

.t.
 -

1.
..1

...
.1

1.
.1

3,
 1

.
I

1
I

i
.

1

1^
1

1
1

1
1

I
I

1
1

1
11

.
,

I
I

1
.

1
.-

1-
1-

L-
L

1.
1 

1.
.1

.

-1
-1

.1
. -

L.
-

I
L-

2-
4

/ /3

-1
 -

.1
-1

..1
-

...
1.

--
L 1 

-1

.1
-

S
l

13
14

T
o 

74
00

1.
1.

..1
 -

A
.-

I
L 

. .
 . 

/
1

1
1

1
It

i

3
I

...
13

.-
34

-1
43

33
.3

13
.3

3.
...

-4
3

13
,

I
1

I
1

I
I

I
I

1
-L

..J
-.

., 
y.

 .1
...

.3
A

1.
..-

L-
1-

 -
-L

-7
-1

11
.1

...
 4

.. 
i -

.4
- 

1.
- 

_,
 .1

 -
1.

-

.
I

I
I

I
.

,
A

.1
_1

. L
. .

...
2

.4
.-

.

I
I..

.1
.

.1
..1

.-
1 

1
1

1 
.1

...
I .

L.
 1

 ..
.1

...
..

I
I

.
I

.1
-4

-1
 1

..J
 1

..
-.

1
/

.

..1

.4
-1

..1
 .4

..
1.

-1
. 1

74
1.

. L
 .1

.4
 -

L.
1.

1 
J1

.
.1

 1
 1

-L
.

1`
 1

.1
.

J 
1 

J.
 L

-.
4 

-4
.-

1-
1.

1.
 1

.1
. 1

-
...

1

..1
...

1 
-1

- 
L.

/
..1

.1
.

.1
1.

1.
1

../
1

i
$1

1-
J.

 .1
. .

1 
.1

--
.1

. 1
. L

.
I -

L
.2

, .
 L

.. 
1

J
1.

 1
.

I.
J

1
.1

1.
-1

.1
...

1
--

L.
 I.

J.
 1

_e
.2

.
r

I
I.

4.
m

-1
. L

.

..1
-1

.1
.-

1
1 

.
. 2

 .3
 .

.
.

1

-J
- 

I
I

.1

...
J.

_4
.

4.
.

A
t. 

A
.

a 
..

J-
J-

.1
. -

1
I

.1
1,

1.
 C C

12
.G

i

G G

s
L 

A
A

...
 -

1-
 1

-1
.-

1-
1-

1 
-1

2 
-1

.1
-1

-1
...

1 
-1

 .4
-

.
.

S.
1

1
..

A
A

. l
 _

I. 
I

-1
-.

1
.1

.
L.

 1
.

/.

'J
1

.

1

.
..

I
J

.1
1-

1-
L-

.
,

I
,

,
1.

..1
L

1.
..1

 .4
.-

1.
.-

4.
.,

1

...
 .

,
a.

...
 4

 .
.1

 -
4.

- 
I. 

-.
4-

I.
...

L.
A

.-
a-

J.
- 

--
s-

-1
.-

1.
-L

- 
-1

.-
1.

-1
-1

-A
 .1

,1
A

.-
0

1

1'
,

i
1

1,
1

1
0
i

I
.

-a
.

4.
11

1.
.1

.

I
,

1

..3
.1

 1
-.

1

.1
.1

..1
 .4

I
11

c 
t 1

.-

..4
..1

.1
.1

.1
J

.1
. L

.,
I

1.
2.

I
I

1
I

.

J.
.J

...
1-

1

.1
i .

a

I

X w H H <
 -

H H
.

(1
1



.
A

cc
ou

nt
 D

es
cr

ip
tio

n 
D

ic
tio

na
r

F
or

m
 7

E
P

IC
: B

U
D

C
E

T
/F

IN
A

K
E

i .
, 4

 0
 :

t1

, '

A
14

7.

41
:0

0,
1I

...
...

...
...

..

0L
:6

11
01

1

00
0A

.
.

S
E

G
M

E
N

T
 D

E
S

C
R

IP
T

IO
N

_ 41
10

1 
23

43
1

31
10

fu
Ll

i
..

1.
17

Y
.L

..I
.L

.

8,
D

I1
-1

-1
...

0

10
1

12
.)

 1

1.
01 'D
I

...
s.

D
i-

at
or

81
I

D
I

..I
. .

.s s

b1
.°

J

.1
 I

U
.1

.1
.

tIn
I

°

t
0 

1

it
D

I
i

I

0.
..D

I

. "
i

u 
D

i
.

,.

b.
. 0

 1

ii
°I

lit
D

i

A
.

...
1.

1 
a.

J-
-3

-1
.-

a.
-L

-J
3-

1-
1-

-1
3-

-L
.-

1-
-1

 -
Li

a
3

1.
-L

'

-a
_1

 L
-J

--
1-

-3
--

J-
.1

--
1-

L.
-3

--
1-

11
--

3-
1-

-1
--

1-
-1

--
L-

1-
1-

-L
1.

-1
-1

-1
.

I'
i r

a 
14

 1
5,

,. 
6;

1 
e#

44
1

za
d 

F
as

o 
09

 r
A

r4
41

17
,A

rt
ir

Z
O

) 
T

O
 P

riA
 1

07
,P

,r
 Z

A
P

Z
A

$7
,1

9:
14

97
,:e

4 
"A

 r
d ri

er
rA

O
rf

ad
A

e"
:"

dr
ie

.
.

A
rA

er
14

97
 A

r
re

tir
. t

e"
A

rit
rA

rA
r 

O
rA

r 
A

te
 A

re
r 

de
. 7

4, de
 A

ir
'

..L
. A

4
I

00
11

4-
.3

-.
...

..1
.-

_.
1

3.
-1

--
1-

-3
-.

1

a
-L

-L
...

1.
-

L-
L-

a-
L.

..1
-.

1.
-1

--
1

3
3

4.
3-

.1
11

.-
L-

3-
-3

-.
.L

11
1

_g
 .

,
-.

.
1

0
.

0
0

2
.1

.1
...

1.
1

A
fa

r
ei

rjr
ai

r
A

te
./

e 
1 

40
ry

. 74
 4

de
r

0:
10

7
di

r
ir

dr
...

.A
J

1.
.

a
.

.4
 .4

-.
1

...
1.

.

a L.

...
 1

..

.
I 

.

A

i .
4. I. :

1.
..1

...
...

..1
..

L.
...

.1
...

L.
A

...
..

1.
..

I
I

.1 L
-

.1
...

.1
 ..

1
.1

.
...

/
I

..1
.-

4
..J

.-
tt-

,

a.
-

.
0

,
II

L
.-

/-
1 

1.
1.

1
/1

.-
a.

..4
.-

1.
..

...
..1

-4
-1

-1
-4

-1
.-

-1
.-

-1
-4

-1
-.

1.
..i

.-
1.

-1

I
I.

..1
1-

4
I

I
a

L
 ..

a.
..

1:
-3

-.
1.

-.
1.

4.
1.

,.1
-1

-.
1.

-1
-4

.-
.4

-.
...

.. 
-

-.
1:

-.
L

. -
L

s-
11

--
-L

.-
 -

a 
J.

.
J-

1.
-L

-L
..3

.-
4

1
1-

-1
1-

1
..

.4
..-

1-
..L

.-
.1

...
-4

:4
-4

--
1.

-4
-1

1-
1-

.1
--

i..
-s

--
L

.
.

1.
.1

1.
.1

...
1.

. 1
.1

..1
, ,

,,,
 I

a1
1.

-3
-

A
V

dt
tir

dr
. 1

A
lle

 4
 0

7
-

..
1.

1

,
i.

1
4

i
..

1
t

.
i

LA
 A

 '1
(

01
1

L
-L

.
.2

-1
J.

1
J.

.1
44

,
...

1.
..1

J
..1

.-
1.

1-
-1

-1
-1

-1
-

.
I

1.
--

1-
1-

.4
.1

.1
-1

.-
-1

-.
1-

1-
1-

1.
--

 1
-1

-1
-.

1-
ai

r.
...

L.
,

...
,

4
.

I.
A

.
1.

. 1
L

1.
...

/..
.1

...
1.

.. 
L 

...
1.

./.
.4

-1
- 

I.
-1

-4
,-

-4
-.

1.
 1

..
1.

.1
. :

1-
-a

:4
-1

-1
--

1.
..1

.-
3-

.1
.-

1-
1-

L-
a.

.

1
1.

-1
...

.1
-4

--
L

. 1
.1

-4
-.

1-
1-

,L
-1

.-
11

t-
..i

_L
-L

.
1.

-1
-.

.. 
-I

 . 
...

4
-1

 -
.4

-1
.-

1.
-

,
A

1.
1

3.
.. 

J.
..1

..1
-.

1.
.a

.-
1.

.L
-1

-
1 

-1
..L

..l
...

e.
:-

3-
L-

J-
.4

..1
..1

-3
.-

1-
1.

-.
1.

-1
,

/
-1

J
.3

.
J 

J.
.

.1
a.

/
11

11
01

r
/

.1
f .

-
-.

4
A

- 
-t

/
.

..1
 ..

1.
...

11
.-

.1
--

L

4
1.

11
...

1-
1-

1
3

I
4-

.1
1-

1.
-.

3-
.1

 1
J 

Ll
...

3-
-L

--
1-

-L
-1

.
.

.3
...

..1
.-

L.
-L

.1
-.

1.
-1

-a
1.

.-
J.

1
1

-
/

I
I



M
Y

 Z
 A

reZ
Z

Z
Z

r Z
A 07 A '

4FP r
409 '

A
77.1 r

Z
A,

Z
 A

V
Z

 14 e
"A

ar ro

Z
1Z

Z
r A

M
II

4, Z
,712r1111111111111

M
IM

E
eA

m
.

C
/A

.
r

Z
.109'

Z
Z

 'A
MrA

......y , ,,
A

IMW
A

W
A

IN
=

r
'

"
iiir7 7 / A

 V
 A

 N
E

W
M

E
M

.
.4

'
Z

Z
A

 071). 71.7 '
A

vow
Afir.

K
'

'
'

A
tlY

 ',W
A

 V
 A

r1
y

A 1
r1

'
Z

if rIZ
IY

A
AI AA

:SS
,

$

. .

. ,
.

S M
 t 0

:

1



G
en

er
al

 P
ur

po
se

T
ra

ns
ac

tio
n

t
1

A
C

C
O

U
N

T

C
O

LT
 I

C
 4

 :,
1 

0
0 

.e
IA

 M
A

L
U

O
C

 u
m

 1
 r

r 
T

Q
A

IC
./X

V
:(

N
iT

eX
R
I

tr
a,

r"
:1

4
04

.1
11

1X
0

Y
)

IJ
A

C
IT

pM
.._

V
t1

X
X

X
 k

va
l0

C
0

,
't

i 1
,4

-.
...

.j.
1 

0
11

11
X

 1
1 

7/
11

3
X

b, 0 
') 

1
.

a
1.

 4
.1

I -
...

..
1.

1.
.1

.
4

11
.

1
1

i
A

l
1

a
I .1

.
...

.1
...

4-
.1

C
1

$
a

1_
 4

.1
..

- 
L.

.
1-

L.
.s

...
L.

1

a
a

.
I

I.
1

.1
1

1.
 .1

..1
.1

...
1.

-.
1

Y
.

1
.

...
I

.4
 .

1
., 

a
I

a 
4

I.
.1

1.
...

1
I

11
...

I
t. 

4
4

.1
../

 .1
.

N
*a

I.
a

I
4

I
1.

I
.

L.
t..

./
O

N
a.

I
A

1.
,

1.
1

1
I

li
I

1
a

/..
.J

 .J
...

..
1.

...
1.

...
...

1.
.

1%
I

1 
4.

.1
a

1.
A

 .
I.

or
m

 1
0

E
P

IC
: B

U
D

G
E

T
 /F

IN
A

N
C

E
uc

C
is

at
iv

i
f 

lik
cI

S

tw
(0

41
/

**
**

* 
N

O

0.
8X

11
1A

0(
 O

ut

III
[A

C
N

C
I

14
4

04
4.

..4
01

1

A
M

O
U

N
T

D
E

S
C

R
IP

T
IO

N
oR

Q
U

A
N

T
IT

Y

30
JP

47
44

 4
7

1.
1

L
1

l
1

.1
1

1

1.
- 

a 
.4

-
c.

.
.1

-.
1

.1
1

1
a

L
I

1
1.

 J
..

L.
. 1

1 
.1

.
a

J.
-4

_1
.1

r
.1

I
I

la

I.
I.

.
1.

1.
1

I
1

I
1

1

I.
J.

1
I

1.
,1

1
r 

1.
.0

.1
 .1

..1
.

1
1

1

A
...

L.
 L

 .1
t.

a
1

1
l

1
1

$

1
A

a
I

a
1

1
1

1

1.
 1

.4
-1

. 1
-1

..

. J
1

.1
I a

. 1
.L

.I
I

t

1
...

.L
.

..1
.

1.
1_

4

.1
1

1
1

1
I

1
a

I
L.

.1
...

1
a 

it.
t

...
at

.
1

a
a

1

III
a

Ilt
ia

l
I

r
tle

i

b.
1

a
.

I
I

1 
.

I

a
I

.1
.

...
I.

 .,
1_

4_
,..

_,
.

...
...

..L
..

ia
.

1.
...

1-
1.

..1
_,

:

a.
. .

.I
1

I. 
I .

1.
J.

...
4

.1
1

t
i.1

.1
I.

...
...

...
...

1.
1.

1.
4

1
s

t
1

t ,
a

.
1

1
t

1
a 

,.$

I.
I-

1.
.1

..1
.1

.1
1

1
a

A
a.

1
L.

 1
 -

A
-

_L
.1

...
.1

.
..1

.
, ti

J.
A

 . 
.

I .
L,

...
...

..,
.

1.
1

1
...

]

.1
..1

..1
 .

L.
1.

Ila
I.

1
1

I
S

I.

L
.

1.
.1

1
1

1

1.
. 1

..1
1.

.4
..

. .1

.1
 .1

..1
 .L

. L
.1

 .1
1.

 4
1-

L.
J.

..1
..A

...
1-

4-
1-

.1
-1

.-
1.

..1
...

1
Y

 r
L

ia
. H

a
1

I
a

I
.

.
I

.

4c
,

X ...
 .L

1
. .

1.
 1

.1
.,1

1-
.1

.1
-1

...
- 

1 
. -

 1
 . 

- 
. 1

 -
 -

 1
 -

 1
 -

 0
 -

 1
1.

 1
 a

l. 
4 

-1
 .

. 4
-

1
.1

1
1.

L.
 .1

.
.

$
1-

.1
..4

-1
...

1.
 L

-L
. 1

...
1-

1.
1

1.
1 

--
L.

..1
.-

-L
-J

...
..4

-1
...

.
J 

J.
.. 

-.
...

I
L.

.-
.

.4
..

.4
.

-1
.-

1.
-1

...
...

a
A

...
3.

-1
 -

..
1.

...
# 

...
 -

...
-

1 
.1

1.
1 

.1
..1

-1
1

.
1-

1-
1.

.1
. 1

-.
1.

-.
.. 

1.
.1

-/
-1

.1
.. 

a
..

1
I

J
4

I
1

.
1

1
1.

.1
.-

s 
J

1 
..1

1.
.1

.-
 A

. 1
.-

1-
1 

-i-
-1

-1
,..

..1
 -

1.
..1

.1
1

1 
. 1

 .
a.

1
. a

a
;

i

I
..L

.-
1-

1.
 .1

-1
...

1
a

1 
-L

-L
. 1

...
1-

.1
.-

.L
-1

.-
./L

 1
0-

1
1

1
4 

.A
..

I..
..

I
. 1

...
.1

I
a

I
.

I
.1

:
...

...
...

1-
.L

.1
...

L.
 1

1
a 

..1
...

.1
 ..

1-
1-

.1
...

..1
-.

L-
.1

.
L.

..1
1

...
.

...
1.

...
.3

1

s
a

.
1

s
.

1
1

1
.

1

-.
1

...
. 1

. 4
 ..

1.
 .1

 .1
4

1
1.

...
1 

.1
 .L

 I-
L-

4.
1.

 J
-1

. 1
.. 

1
...

# 
-1

-.
{.

i I
.

1
.

1.
.

..,
 1

.J
 .1

...
1-

L.
 L

,..
..1

...
11

.-
1 

-1
. 1

-1
1L

L.
1J

1-
1.

...
1-

L 
L

S
.

1.
1

. 1
I

.1
4

I

1.
1

1.
 1

.1
1

3 
. 1

 1
..1

 .1
.-

L.
1-

 1
. .

1-
 4

..1
I

1
1

a
1

I. 
1

.
a

1

,
...

.1
 .1

.. 
1.

1-
1.

.1
1.

.
I

1
I. 

.1
 . 

.1
-.

..1
...

1 
...

.X
.-

1.
...

1.
-t

- 
.1

-.
1.

...
- 

a
1

1.
I

6
i

..L
 1

..1
.1

.1
...

1.
J1

1 
11

/1
.1

.1
14

.1
.1

11
it 

a
II

11
11

1.
11

11
.1

11
11

.1
11

11
11

01

A

-
.1

 .1
. 1

..1
 .1

- 
1

1
1-

 1
..1

-1
 1

. 1
 ..

L.
-1

-
-1

. .
1

1
/

a-
. ..1

4.
1.

 1
, 1

. -
L.

J.
 1

..1
 I

L.

I
I

I
I

a.
 I

a.
 1

..1
11

1-
11

1.
1a

.1
.1

1.
a.

$1
1.

41
11

/1
.1

...
.1

11
1.

41
/.

-a
I

I
Li

'.
a

1
.

L.
.

I
/la

1
1

1 
.

1
4

1
1

1
1

1 
.

t
a.

a
.1

I
a

1.
J

1
I

1 
.

I
I

A

I
1.

. L
.-

L
-1

-1
.-

1
a.

 .1
a

1
-J

t
JA

..1
1

1,
A

1
1

1 
11

1.
11

11
11

11
11

1a
,

S
I

I

,

L
.

'1
.1

11
.1

1.
1.

11
11

.1
11

 1
1

1

I.-
.

1.
J

.
I

a
a

t
i

H 1-
4



,O
rd

er
. S

pr
ea

d 
C

ar
d

-
F

or
m

 1
1

B
O

G
E

T
/F

M
A

N
C

t
-

C
00

10
P

U
R

C
H

A
K

 0
11

01
11

 0
 t7

in
t7

4c
ts

O
tC

01
.1

2
.

4 
I 0

41
.4

11
01

34
22

1 
M

O
 1

a

A
C

C
O

U
N

T
 1

1(
A

R
D

O
vi

 M
O

 2
.
...

.*
.

af
fo

to
di

 s
at

 m
oo

* 
ta

i 2
...

_

0 4

z
00

11
4 

P
s

11
A

1 
F

.

...
.-

--
.0

11
0(

0

11
(1

11
01

1.
01

0E
'''

10
14

41
11

i/ 
17

40
04

11
(2

11
11

K
1

W
W

1
II

tA
ts

C
E

 7
 L

A
N

IO
U

S

11
11

2(
11

94
1.

24
71

11
11

1 
A

A
C

C
O

U
N

T
1
0

st
m

sL
N

U
N

N
 0

A
14

01
11

11
4

-
,

I I
A

C
C

IO
tn

io

I

SE
 4

11
11

m
,

A
re

sa
it

0:
ii

._
'

A
C

C
O

U
N

T
10

III
M

IA
L

w
ar

t1
m

ow
n

M
O

O
A

V
t

1
2

3
4

11
11

14
1

22
23

24
30

 3
1

32
33

5
37

t
01

47
 4

0
40

 '
53

14
43

11
4 

II
01

20
71

°
..-

aa
,

I 
a_

_
i i

i
I

,
I

4
-.

1.
../

...
-L

-L
L 

-L
--

1-
.1

-L
...

.1
-

A
-.

L.
-L

--
-I

-1
.r

.L
1.

..
,

...
...

1
,..

.._
,..

...
.1

...
.L

...
...

...
' L

._

'
1-

:1
*

I
,

I
t

,
i

,
t

1.
...

,_
...

...
..1

...
...

...
.

L.
1

L.
- 

-4
.-
-1

.J
 .-

 1
...

.1
...

/..
.

4* L.
A

...
.1

.4
- 

-1
.1

L.
-,

__
_

1
...

...
,_

1.
._

,_
.,.

...
1_

,..
_

'I 
4

1 
J 

1 
,I±

j..
..,

0,
..1

!

IL
O

 1
.,

-L
-R

1 
S

.

Ii2
1_

...
...

.L
...

L_
L

/ $

-1
-1

-.1
,-

...
1.

...
.1

,
1

,
,,,

,,,
,

.

...
...

.2

-,
I

1

...
...

._
,,.

...
...

.i.
,..

...
.._

.1
_,

.

-1
--

1-
-.

1.
..-

.1
.-

1-
-1

. -
1_

4-
1;

,
1

.'
1

-1
.-

1.
...

1.
 .2

.-
...

1
-.

1
,,,

..1
...

..1
1.

,
,

,

L-
1.

4.
...

...
...

...
.

.1
.-

to
...

J.
:I

I
s

1_
 1

.1
.-

-1
...

.-
1

-1
.-

-1
1-

1

1.
'1

.1
11

1.
..

.1
.-

1.
 .1

.-

I
I

.

_L
.0

-1
1

1
1

1
.

.
1.

-1
.

I
I

.

-L
 1

 -
1-

-L
.

1 
-1

.5
../

...
1.

.-
1.

..3
-.

.1
...

..1

...
j_

i_
l_

y,
_.

s.

_1
...

I
.1

. 4
.

.m
il

1.
...

..1
.-

-1

j_
y_

I

-1
...

...
L

.1
-L

-1
21

,

.._
±

...
...

...
_1

i
.

1
...

c.
_,

.
,..

...
,._

...
...

.L
.,

L.
.-

1.

. -
1

...
-1

.1
.1

...
...

,II
1i

ll
' I

*
It

1
0

/
'

i

.
4.

...
..1

1.
_ 

I-
-1

.-
-.

'
I

°
I

-
I

(
.1

11
11

1
1

1

I
1

I
1

01

' I
-

11
' 1

1
1

1
I

1
...

-1
..-

19
19

I

.
9.

I1
11

1
.,j

, '''.
11

11
1j

11
1

L1
1.

--
1.

1-
1-

1-
1.

..
°T

.

.L
...

..,
_1

I
1

I

.1
.-

.1

I
I

;
1

I
1

11
1

I s

I.
0

.

I
I

,..
L.

a
_i

1
1.

4
,1

,..
..,

...
.k

.._
4_

,L
4

_.
j.

4;
44

,4
- 

1
'''.

 7
-

s
i

1-
...

LI
...

. 1
[

III
(

44
41

.1
1(

11
11

11
-a

-
,1

11
,,O

fS
III

,
It

L
,

1'
I

L.
, I

.

1
1

I

a
I

t
.

I

_L
A

, t.

-L
-L

-L

1
1.

 i
I

I
li

1
,j

...
..L

11
0,

1

--
1

II
II

I
I

1
1

1k
1

,
-L 1

I
1

1
1

(.
..I

..
1

..

3
,

,
(.

...
1,

-.
..1

.1
°

'
tti

I
I

I

1,
...

1

i .
1,

J.
 .I

,..
...

,..
...

..,
...

...
..,

...
:.L

..,
,

1 
-1

--
11

-.
-

1-
1-

1 
-1

. ,

c.

I j
I

' I
I

I
j..

...
L:

i

.1
11

1t
1I

I
IL

 ,
I

1
' L

.c
,is

1
1

1
i

t
*

1.
...

I
L

I

1
,4

,_
,,,

i
a

(
It

9

1
i

i
i

I
1

1

99
19

9 
I

j
jii

.

1,
i1

10
1.

01
.

:
' \li
t

...
.1

-
I

.
.4

9

I
1

'

1
1

11
.1

11
1

I
.-

-1
.-

-I
 1

1
-L

i. 
.3

-.
.1

-4
.-

,
...

1_
,..

..,
,..

.1
,..

..J
...

...
.

_I
i

1
4-

1-
.1

._
La

-

i
1.

..-
1

IL
L.

°I
 s

I
I

,.e
,

'5
t 0

 I.

_,
...

1.
...

I
I

ti-
L.

.L
.-

.1
.-

1-
 -

L.
...

...

-
L

,..
...

I.-
IL

t
l..

.

1
L

1

.1
-1 1.
--

1-
-L

-1
-1

-.
..-

-1
--

L
x

,I.
,1

1,
1.

-1
.-

L
- 

..a
..1

-1
 .1

-.
...

o

\ 1

° 
;°

.1
 s

11
.0

S

it a 
°I

S

1.
,

_4
-1

I.-
L-

4
.1

-

.
t_

L.
1,

1
-1

 -
1

_.
.. 

_1
...

.1
.

.1
 ..

-1
--

,

1
.1

.1
.1

.-
..

-1
4.

-
1

4.
.1

._
.1

,1

L-
1

...
.1

-1
..-

L-
1

-1
.

-.
I..

..L
...

t..
 1

-_
3

1-
.-

1 
.-

.1
.-

..1
..1

S.

LI
 -

1.
- 

L.
-

I.

...
--

.I.
-.

.

-.
1.

1-
1 

-1
1

1

1

1
..-

1.
...

1.
..

1
4.

,

_.
,..

-1
-.

1

,
i,.

.

\ 1
...

..4
..3

.
14

4

,

L.
., 

...
il, .. 3_
/

...
-1

.1
...

L.
-A

.L
,

A
-1

...
...

4-
 1

 -
.

.
L

4

..-
.1

...
...

./.
>

,
A

-.
...

..-
1:

1.
- 

..l
.

I.
1-

.1
1.

11
...

 L
_
L.

I
'

J.
...

.

.
,..

...
,..

.1
--

1.
`.

..
-1

-
1

i
1

1
--

1
1

1.
I.

J.
-1

,n
..L

...
.1

I
1

4-
1.

0.
..J

__
,..

...
i..

.L
._

...
..1

...
..-

...
-

1.
...

...
...

...
..L

.:.
_

.
.1

-1
...

1 
.1

:
.1

,,.
.1

.,.
...

..1
.4

...

...
1

a 
..6

I 
1

1 
.

1
.1

. -
-L

.
-,

/-
--

L.
.

,

e 
o 

Is
I

J.
.

I
.

...
..

.1
..-

L
ca

6

11
?k

i
1.

1
e-

1.
 A

-
I-

 ..
.

.1
-

'

...
..1

..,
..1

,..
...

...
1.

4'

1
1

1
.

I
,

.

1

L
L

.

...
.1

...
.L

...
.L

-

.-
1-

-1
i

1.
.

1

. 1.
...

...
...

...

_1
_-

1-
1

I

7.
...

. .
...

..i
...

../
...

1.
4

1
S

.,.
1

-1
...

\-
-

4
I

°,
.°

I.
s.

13
-1

Is

,.8
 . 

9,
17

B
 0

1 
5

.:0
4.

s

C
O

 I
S

s 
cL

,..
.

.
-L

I 
-a

--
 -

4-
1-

.4

L
.

I,
i

_.
..:

-.
1

.
.4

.1
--

1-
,-

1.
...

-L
...

...
--

-1
-1

.-
1.

-
L.

.
1:

,
1.

i. 
...

.L
...

..
.L

.
1

,..
_.

...
...s

I
f

J.
1.

.-
.1

 -
-I

. .
1.

s 
1-

7_
 I

. 4
-.

1

I
.

I
I

1
1

4'
1'

1'
-.

-t
_I

. 1
-7

-1
1

4
1

, -
1_

...
...

..
...

1-
-.

1.

1
_

1.
--

1-

.
I

I.
1_

.

. :
i4

-
-1

--
2-

3.
4.

-L
-

-.
...

.6
I.

...
_4

.2
.a

.

1
I

11
1

i

a- '
.L

.
...

.-
.1

.-
-.

1.
-

_1

1_
,..

..,
..1

4
,..

.1

..1
-I

-

...
.L

.,1
I's '

I_
 I

;

.
I

.,.
.
I..

.
1 I

...
...

,..
..1

.
.

I
_

'.
,

1
.

,

i_
.:

i
1

l

.
I.

I
t

f

'

...
.1

...
.

...
.

--
a, -.

1.
,

A

...
..1

...
i

11
 ..

.1
.1

-I
IA

1
i.

.
I. 

.7
. A

1
.9

.
i

.
E

. _
L.

.. 
.1

.
1

.
.4 ...

...
..

...
.,v.

...
,..

., 44
...

...
..1

-1
.1

.
.

,
.

... I

_
I

a
1

I
.

.
1

_I
,

.
.

I 1,

s
I

I
I

1
.4

4
4

1
44

 i 
_

,I,
I'4

.1
.

A
I

,
.

I
.

'
1_

...
.1

...
...

1.
...

.

I

N
o.

 o
f f

or
m

s 
pe

r 
pa

d 
m

y 
ve

ry
 s

ho
rt

 ly



LO
C

A
T

IO
N

E
M

P
LO

Y
E

E
or

t.
N

O
.

I
I

I
I

Lo
c.

P
E

R
S

O
I

N
f
a
i
 
c
-
T
T
A
N
c
.
"
E

P
E

R
S

O
N

N
E

L 
IN

F
O

R
M

A
T

IO
N

/
A

T
IO

N
R

E
C

O
R

D
N

A
M

E

-1

S
IN

E
E

T
 A

D
D

R
E

S
S

C
 1

 .

...
...

...
.

--

S
T

A
T

E

._
 _

 ._

P
T

 C
O

O
T

--

P
O

N

..

N
U

 N
.IT

I
1.

*0
11

11
N

O
. c

.A
N

0T --
...

..
N

A
M

E
-

A
po

p
S

O
C

IA
L

S
C

C
U

R
IT

I
N

O
I.M

.R
.F

. N
O

.
P

E
N

S
IO

N
 N

O
.

P
E

N
S

IO
N

C
O

D
E

A
C

T
IV

IT
Y

C
O

D
E

T
Y

P
E

C
O

D
E

M
A

N
IT

 A
S

I A
T

IS
F

IT
[L

O
A

F
'.

,
S

IT
E

sC
ur

.
00

11
W

 i
t?

00
4

F
1(

0/
A

00
.1

,s
C

O
D

E
F
I
E
L
D
'
,

i.A
N

sc
o

00
E

F
I
E
L
D
/

(
A

D
D

"L
.P

IC

I

F
I
E
L
D

40
0%

. w
ar

_

V
A
C
A
T
I
O
N

'
F
A
C
T
O
R

.

S
 IC

 K
F

A
C

T
O

R

.
O

N
O

m
.0

40
P

E
 N

O
P

LC
()

A
C
T
Y

T
Y

P
E

S
E

E
M

I
T
T

IT
A

aS
r1

.4
G

E

3'
--

-..

S
T

E
P

'

--
!P

U
N

IC
,

M
ar

c
.

...
--

-
P

R
IM

E
P

A
Y

 C
O

O
S

-
O

R
IG

IN
A

L
C

O
PI

T
 R

A
.. 

T
C

LA
S

P
A

W
 A

R
O

C
W

S
P

 N
O

.
O

F
 C

H
E

C
K

S

-
C

LU
S

T
E

R

-
O

E
P

T
.

.

-_
,..

-

D
IS

C
IP

LI
N

E
.

.

T
IT

LE
.

.

--
.

.

T
E

N
O

R
(

-. ...

O
U

V
V

O
N

-.
...

...
..

O
rr

/C
E

LO
C

A
T

IO
N

...
.

__
_.

M
A

IL
N

O
N

N
O

,

...
,c

zl
...

,
__

_-
.

R
A

N
G

 S
T

E
P

 P
R

A
P

R
P

C
O

R
C

O
C

LA
S

P
C

W
N

O
C

LO
S

D
P

IS

.

P
H

O
N

E
E

X
T

. I

__
P

H
O

N
E

'
(x

i 2 . 1HIGHEST' D
E

G
R

E
E '
i ,

H
O

U
R

S
.

B
E

Y
O

N
D

--
P

R
E

V
IO

U
S

T
Y

P
E

 0
.4

0
N

O
. O

F
yr

aN
S

_ 
_

N
A

M
E

 O
F

' S
P

O
U

S
E

.
...

.

I-
-

P
R

E
C

IN
C

T
N

O
.

B
IR

T
H

D
A

T
E

O
A

T
(

H
IR

E
D

...
.

D
A

T
E

T
E

R
M

IN
A

T
E

D
'

IM
S

uR
A

P
IC

E
IL

IG
A

IL
IT

Y
D

A
T

E
P

E
N

S
IO

N
E

LI
G

IB
IL

IT
Y

D
A

T
E

D
IS

A
B

IL
IT

Y
'

E
LI

G
IB

IL
IT

Y
"'

D
A

T
E

I
V

C
E

T
 I

E
xT

2
D

E
C

T
I

1-
!E

N
R

R
E

..1
P

R
Y

R
SP

O
U

PO
IC

C
D

IR
T

H
IR

E

- 
- 

-
- 

- 
-

1 
P

A
T

1R
/0

1
Fo

oc
i

1

5
1

.1
I

I 
I 

I
'.1

I
I

G
R
O
S
S
 
I

1 I I I I

A
C
C
O
U
N
T

1
 
C
O
N
T
R
A
C
T

I
.

1 I I

IN
O

. o
r

ic
uc

ci
rs

,
1

'
I-

-
P

A
T

 IR
/0

1
C

O
D

E
!

I
I

- 
1

I 
I

G
R
O
S
S
 
2

r I I I-
-

A
C
C
O
U
N
T

I

C
O
N
T
R
A
C
T

IN
O

. O
r

!C
H

E
C

K
S

I I
--

P
A

Y
 1

14
/0

1
C

O
D

E
I

,I
I

1

--
I

I

G
R
O
S
S

3
I I I

' I
A
C
C
O
U
N
T

1 I 1 I

_

C
O

P
IIT

R
A

C
X

 P
M

.O
r

1C
m

cC
O

IS

I
:-

.
'

I.
..

-
._

_.
.

C
P

C
, O

V
R

 I 
C

G
R

I
C

A
C

 I

A
T
1
I
1
/
0
1

G
R
O
S
S

F
O

O
E

I
61

I
I

I
I

1I
--

--
- 

1
--

-C
P

C
ill

ei
tiC

G
R

4
C

A
C

4

C
O

N
'

N
O

C
 I

C
P
C
2

O
V

II2
C
6
0
1
2

C
O
N
T
R
A
C
T

{N
O

.
cr

oA
D

Y
:1

o
G
R
O
S
S
 
S

A
C
C
O
U
N
T

/

I
I

I 
I

I
I

C
O

N
4

N
O

C
4

C
P

G
S

 O
V

A
S

 C
G

R
S

C
A

C
S

I P
A

T
 R

/0
1

S
P

E
C

IA
C

kO
C

IE
I

I C
O

M
P

E
N

S
A

T
IO

N
7 

I
I 1,

I. I
 -

--
-"

I
I

A
C
C
O
U
N
T

'A
R

C
S

P
G

R
S

A
C

C
A
C

A
C
C
O
U
N
T

S
P

.
I

C
O

D
E

I S
P

C
C

C
O

N
M
O
C
2

C
P
C
.

V
.4

,
1

r
.

I
C
O
N
T
R
A
C
T
 
1

N
O

 O
f

P
A

Y
 II

I/O
lt

G
R
O
S
S
 
6

1
T
A
C
C
O
U
N
T

1
d
o
N
T
R
A
c
T

IN
D

. O
r

r
a

+
C

H
E

C
K

S
 C

O
D

E
I

1
I

I
I.

1
I

I
1-

--
--

 I
1*

-*
1-

, 1
1

C
O

N
S

,
1

1
I

'
I

N
O

C
S

C
P

O
 O

V
R

8 
C

G
R

D
C

A
C

6
1

fo
C

O
E

C
O

N
E

N
oc

ll

L
l

D
E

D
U

C
T

IO
N

S
1 

D
E

D
 1

D
E

9U
C

T
IO

N
!C

O
D

E
 1

1

81
1

..
I.

.-
1.

:..
...

1.
.._

I
T

j
I

D
E

D
 I 

D
C

C
U

C
T

IO
N

C
O

D
C

 I
2

'I
--

--
 i 

--
I 

.
I

D
E

D
 I 

D
E

D
U

C
T

IO
N

C
O
D
E
I

3
1 ,..
...

,i-
--

-
I l

D
C

D
 I 

D
E

D
U

C
T

IO
N

C
O
D
E
I

4
1 1.

-.
_-

--
I 1

D
E

D
1

D
E

D
U

C
T

IO
N

C
O
D
E
I
 
S

1 I
,

i i

D
E

D
 I 

D
E

D
U

C
T

IO
N

C
O

D
E

I
6

4 I
.a

._
I

.

_O
E

D
 I 

D
E

D
U

C
T

 IO
N

C
O
O
C
I

7

.._
 I

 ..
--

--
I I

D
E

D
 / 

D
E

D
U

D
T

IO
N

C
O
D
E
I

6
'

I
_ 

I 
--

..1
'

I

O
E

D
 I 

D
C

D
U

C
T

IO
N

C
D

D
E

I
I

i
..z

. I
 -

--
--

I
a 

I

D
C

D
 I'

D
E

D
U

C
T

 IO
N

,
C
O
D
E
I

10
I

--
 I

 -
--

--
t

D
C

D
E

--
D

C
.

D
E

.
D

C
 -

.
0 

E
-

1 
tw

il 
A

N
N

U
IT

Y
9 

I
i.

. -
- 

I-
--

--
'

1
.

'1

A
N

N
A

N
N

U
IT

Y
oo

d
tC

U
C

C
I

1 ,
.

--
,

.
I

ta
;i 

A
N

N
U

IT
Y

i
..t

r
1 

_
4C

 6
A

C
...

.
A
A
.
.

A
C
.
-

A
A
.
.

is

D
E

.-

V

S

D
C

.
D

E
...

'
0C

--
0C

-
O

C
D

E
.

O
c.

.
O

C
.-

D
C

..

H til
l

H < H

t
i



4.

Ilm

am/

zd

11,I

.

.01

o

...

.a/

J

.Q1

.11

1,0

EXHIBIT a-13

17.1/1.1

r

11

EJ

owl rag

4u.

wag

ON,

11
.01



kik

4

THE

FOLLOWING EXHIBITS

REPRESENT

THE OUTPUTS FROM THE COMPUTERIZED

BUDGETARY ACCOUNTING AND PAYROLL SYS--

TEMS.' FOR EACH OUTPUT, THE FACING

PAGE DESCRIBES THE PURPOSE, FREQUENCY,

SEQUENCE AND DISTRIBUTION OF, THE REPORT.
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PURPOSE:

FREQUENCY:

SEQUENCE:

DISTRIBUTION:

ACCOUNT DICTIONARY DESCRIPTION LIST

To facilitate maintenance of the
account code.

Whenever the dictionary is updated.
Normally, quarterly:

Account segment number within level.

Accounting.
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,FREQUENCY:

.,C.2LENCE:

DISTRIBUTION:

,

DICTIONARY CODE BOOK

To facilitate maintenance of the
dictionar'y code files 77 current
year and next.

Each account segment code within each
level has an explanatory alphabetic
description in the file. The Code Book
is used for reference by personnel who
handle Account Master file record
information.

After new dictionary file is created, or
updated (optional).

Level - account 'segment number.

AcA countin'g.
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'PURPOSE:

ACCOUNT CODE BOOK

To provide access to the complete 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, ok 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 institution. 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.

-FREQUENCY: After new account master file,qis created or
updated. (Optional)

SEQUENCES: This report is produced in three sequences:
Standard Sequence #1 and ASN. The last -(ASN)
is regarded as the most useful for guide
reference and master file maintenance.

DISTRIBUTION: Accounting
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PURPOSE:

BUDGET RESERVE ACCOUNTS REPORT

To describe' accounts which are "covered"
by Host accounts.

The column &Ailed "Hose.shows the ASN's of
the budget reserve accounts.from which funds
are being transferred to the "covered' or
receiving accounts. Covered account ASN's
Are spread across the page. The list shows
the input card data used to establish auto-
matic budget adjustment group contrOlst

FREQUENCY: Whenever account groupings are created or
charged.

SEQUENCE: . Host ASN

DISTRIBUTION: Accounting
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44,

PURPOSE:

CURRENT YEAR APPROPRIATION REGISTER '

To display the-status of the current year
appropriation file.

Used in the *ORIGINATE mode, the program QB11--
. Adjust Current Year AppropriatiOns"oauses the
original adopted'official'budget to be.4
established in all thee budgetarS,' fields.
Thus, the same amount appearg on the sample
report under all, budgetary .columns for a
,iven Master Account.

The *ANALYZE mode of the program causes the
diffdrences between the present working budget
and the adjusted budget to print. In the
*ADJUST mode, adustments to ithe official
budget are algebraically added 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 notyet officially
approved. "dhangel! is the difference between
working and adjusted budgets. Final totals
are printed.

FREQUENCY: Whenever budgets are established or revised:

SEQUENCES: As input from accounting.

DISTRIBUTION: Accounting



cc
A

m
 to

l.H
 s

co
du

L
0
1
6
1
 
d
d
.
'

I
.
U
R
k
E
N
T
 
Y
E
A
R
 
A
P
P
R
o
P
K
I
A
I
I
O
N
6
 
R
E
G
I
S
T
E
R

1
9
7
.
1
-
1
4

0
9
/
1
7
/
/
3

P
A
G
E

A
-
S
-
N

O
m
I
G
I
V
A
L
 
u
t
,
,
,
q
r

A
D
J
U
S
T
E
D
 
d
i
J
O
G
E
T

W
O
R
K
I
N
G
 
d
U
D
G
E
T

C
H
A
N
G
E
 
A
M
O
U
N
T

W
.
.
.
.
.
.
.
.
.

i
l
4

"
.
.
.
.
.
.
.
.
.
.

t
,

F
o
U
C
A
T
I
O
N
A
L
 
F
J
N
o
-
R
i
N
E
N
U
E
S
-
L
o
L
A
L
-
L
U
C
A
L

S
U
U
R
C
E
S
-
T
U
I
T
I
O
N
-
S
U
M
M
E
R
.
S
C
H
U
O
L
 
f
U
I
F
I
U
N
-
N
 
A
-
N
 
A
-
N

A
-
M
I
L
L
O
M
B
R
O
K
 
H
I
G
H
 
S
C
H
O
O
L
 
-
 
S
U
M
M
E
R
 
S

C
h
O
O
L

1
0
-
4
0
0
-
0
0
-
1
0
0
0
-
1
3
0
0
1
4
3
1
-
9
0
0
0
-
9
0
0
0
-
9
0
0
U
-
2
0
-
4
d
0
0

A
 
-
S
 
-
N

u
1
0
4
4

2
0
.
0
0
0
.
0
0

2
0
.
0
0
3
,
.
0
0

2
0
.
0
0
0
:
0
0
'

.
2
0
.
0
0
0
O
0
0
'

.
.
-

t
U
f
t
m
i
l
u
N
A
L
 
F
U
N
D
-
R
E
V
E
N
U
E
S
-
L
D
C
A
L
-
L
u
C
A
L

S
U
U
R
C
t
S
-
T
U
I
T
i
O
N
-
S
U
M
M
E
R
 
S
C
H
O
J
L
 
T
U
I
T
I
U
N
-
N
 
A
-
N
 
A
-
N
 
A
-
A
O
D
I
S
O
N
I
T
K
R
I
L
 
H
I
G
H
S
C
H
O
O
L
-
S
U
M
M
E
R
 
t

S
C
H
O
O
L

.
1
0
-
4
0
0
-
0
0
-
1
0
0
0
-
1
.
6
0
0
-
1
3
3
1
-
=
4
0
0
0
-
9
0
0
0
-
9
0
0
0
-
3
0
-
4
d
0
d

A
-
S
-
N

0
1
0
4
5

1
.
-
-
-
-

1
5
,
0
0
0
.
0
0

'

1
5
.
U
0
0
.
0
0

1
5
.
0
0
0
.
0
0

,

1
5
f
0
0
0
.
0
0

e
-

,

E
D
U
L
A
T
I
O
N
A
L
 
F
U
N
O
-
K
E
V
N
U
E
S
-
L
O
 
L
A
L
-
L
U
C
A
L
 
S
O
U
R
C
E
S
-
 
T
U
I
T
I
O
N
-
S
U
M
M
E
R
 
S
C
H
O
O
L
 
T
U
I
T
I
O
N
-
N
 
A
-
N
 
A
-
N
 
A
-
D
I
S
T
R
I
C
T
O
W
E
-
S
U
M
M
E
R
 
S
C
H
O
O
L

1
0
-
4
0
0
-
0
0
-
1
0
0
0
-
1
3
0
3
-
1
3
3
1
-
9
0
0
U
-
9
0
0
0
-
9
0
0
0
-
4
0
-
4
8
0
0

1

A
-
S
-
N

°
L
L
D
(
)

d
,
0
0
0
.
O
U

d
d
.
0
0
0
.
0
0

.
8
.
U
0
0
.
0
0

6
0
,
0
0
0
.
0
0
-

E
D
U
C
A
T
I
O
N
A
L
 
F
O
N
D
-
O
T
H
E
R
 
K
E
V
e
N
U
L
 
d
U
D
G
E
T
-
L
O
C
A
L
 
-
N

A
-
N
 
A
 
-
N
 
A
-
N
 
A
-
J
i
 
A
-
N
-
A
-
D
F
S
I
R
C
T
 
H
I
D
E
 
-
N
 
A

1
0
-
6
2
0
-
0
0
-
4
9
0
0
-
4
9
0
0
-
9
9
9
0
-
9
0
0
0
 
-
9
0
0
0
-
9
0
0
0
4
0
-
9
0
0
0

4
-
S
-
N

0
1
1
4
9

1
4
.
4
9
5
.
4
6
3
.
0
0
-

1
4
 
.
4
9
5
 
,
4
6
3
0
4
?
-

'
.

1
4
.
4
,
5
.
4
6
3
.
0
0
-

8
9
1
.
6
6
1
.
0
0
-

e
u
u
c
A
r
l
u
N
A
L
 
F
J
N
O
-
E
X
P
E
N
D
I
T
U
R
E
S
-
L
U
C
A
L
-
S
U
P
P
O
R
T
-
U
T
H
E
R
 
S
U
P
P
O
R
T
-
O
p
-
1
E
R

S
U
O
P
U
R
T
 
S
E
R
V
I
C
E
S
-
0
T
H
E
W
-
U
T
H
E
R
4
R
I
U
R
 
Y
E
A
R
 
E
X
P
E
N
S
E
S
-
O
I
S
T
N
I
C

T
 
W
I
D
E
-
N
 
A

.
1
0
-
5
0
0
-
0
0
-
.
5
0
0
0
-
5
9
0
0
-
5
9
0
0
-
6
0
0
0
-
6
0
0
0
-
6
6
0
4
-
4
0
 
-
9
0
0
0

.
.

.

A
-
S
-
N

0
1
0
0
6

/
0
,
0
0
0
.
0
0
-

'

7
0
,
0
0
J
.
0
0
-

7
0
,
0
0
0
.
0
0
-

.
.

-
7
0
.
0
0
0
.
0
0
-

E
D
U
C
A
T
I
O
N
A
L
 
F
U
N
D
-
O
T
H
E
R
 
E
X
P
E
N
S
E
 
B
U
D
G
E
T
-
L
O
C
A
L
-
N

A
-
N
 
A
-
N
 
A
-
N
 
A
-
N
 
A
-
N
 
A
-
D
I
S
T
R
I
C
T
 
W
I
D
E
-
N
 
A

u
1
0
-
o
1
0
-
0
0
-
9
9
0
0
-
9
9
0
0
-
9
9
9
0
-
9
0
0
0
-
9
0
.
0
0
-
9
0
0
0
-
4
0
-
9
0
0
0

A
t
.

1
"

A
-
S
-
N

0
1
1
4
d

.
1
2
.
6
0
9
.
9
3
d
.
0
0

.
i

1
2
,
6
0
9
,
9
3
8
.
0
0

1
2
.
"
6
0
9
,
'
4
3
8
.
0
0

4
3
2
.
0
0
6
.
0
0

i
t
o

E
U
U
C
A
l
l
u
N
A
L
 
F
U
N
O
-
E
X
P
E
N
O
I
T
O
R
E
S
-
L
U
C
A
L
-
I
N
S
T
R
U
C
T
I
N
-
R
E
G
U
L
A
R

P
R
O
G
R
A
M
S
-
H
I
G
H
 
S
L
H
O
O
L
-
S
U
P
P
L
I
E
S
-
S
U
P
P
L
I
E
S
-
A
U
D
I
O
 
.
V
I
S
U
A
L
 
S
U
P
P
L
I
E
S
-
Y
O
R

K
 
H
I
G
H
 
6
C
H
O
0
L
-
A
R
T

1
0
-
5
0
0
-
0
0
-
4
0
0
0
-
4
1
0
0
-
4
1
5
0
-
4
0
0
0
-
4
0
0
0
-
4
1
1
0
-
1
9
-
0
2
0
0

A
-
S
-
N

'
1
0
2
4
3
,

1
5
0
.
0
0
-

'
1
5
0
.
0
0
-

'
1
5
0
.
0
0
7

1
5
0
.
0
0
-

E
D
U
C
A
T
I
O
N
A
L
 
F
U
N
D
-
E
X
P
E
N
D
I
T
U
R
E
S
-
L
U
C
A
L
-
S
U
P
P
O
R
T
-
P
U
P
I
L

S
U
P
P
O
R
T
-
A
T
T
E
N
D
A
N
C
E
 
A
N
D
 
S
C
H
E
U
.
 
S
E
R
V
I
C
E
S
-
S
A
L
A
R
I
E
S
-

-
C
E
R
T
.
 
-
 
R
E
G
U
L
A
R
-
T
E

G
n

A
C
H
E
k
 
A
I
D
E
 
-
 
P
A
R
A
 
P
R
O
 
-
Y
O
R
K
 
A
I
G
H
 
S
C
H
O
O
L
-
A
T
T
E
O
D
A
N
C
E

A
N
D
 
:
C
H
E
D
U
L
I
N
G

'

1
0
-
5
0
0
-
0
0
-
5
9
0
,
0
1
-
5
1
0
0
-
5
/
1
 
-
1
.
0
0
U
-
1
2
1
0
-
1
2
1
J
-
1
0
-
0
5
0
0

A
-
S
-
N

1
0
5
1
4

1
9
,
0
0
0
.
0
0
-

[
9
,
0
0
0
.
0
0
-

'
1
9
,
0
0
6
.
0
0
-

6
,
0
0
0
.
0
0

E
u
O
C
A
T
I
C
N
A
L
 
F
U
N
U
-
E
X
P
E
N
U
I
T
J
R
E
S
-
L
O
C
A
L
-
S
U
P
P
U
R
T
-
P
U
P
I
L

S
U
P
P
U
R
T
-
A
T
T
E
N
O
A
N
C
E
 
A
N
D
 
S
C
H
E
U
.
 
S
E
R
V
I
C
E
S
-
S
A
L
A
R
I
E
S
-
N

K
E
G
U
L
A
A
 
-
S
E

R
V
I
C
E
-
Y
J
i
K
 
H
I
G
H
 
S
C
H
O
O
L
-
A
T
T
E
g
U
A
N
L
E
 
A
N
U
 
S
C
H
E
D
U
L
I
N
G

1
0
-
5
0
0
-
0
0
-
5
0
0
0
-
5
1
0
0
-
5
1
1
0
-
1
0
0
0
-
1
2
1
0
-
1
2
1
8
-
1
0
-
0
5
0
0

A
-
S
-
N

1
0
5
1
5

9
.
0
0
0
.
0
0
-

9
.
0
0
3
.
0
0
-

9
0
0
0
:
0
0
-

9
.
0
0
0
:
0
0
-

E
D
U
L
A
T
I
O
N
A
L
 
F
U
N
O
-
E
X
P
E
N
O
I
T
U
R
E
S
-
L
U
C
A
L
-
S
U
P
P
O
R
T
-
P
U
P
I
L
 
S
U
P
P
O
R
T
-
A
T
T
E
N
D
A
N
C
E

A
N
D
 
S
C
H
E
U
.
 
S
E
R
V
I
C
E
S
 
-
 
P
U
R
C
H
A
S
E
D

S
E
R
V
I
C
E
S
-
P
U
R
C
H
A
S
E
D
 
S
E

R
V
I
C
E
S
-
D
A
T
A
 
P
R
O
C
E
S
S
I
N
G
 
S
E
R
V
I
C
E
S
-
Y
O
R
K
 
H
I
G
H
 
S
C
H
O
O
L
-
A
T
T
E
N
D
A
N
C
E

A
N
D
 
S
C
H
E
D
U
L
I
N
G 1
0
-
5
0
0
-
0
0
-
5
0
0
6
-
3
1
0
0
-
5
1
1
0
-
3
0
0
0
-
3
0
0
0
-
3
1
5
0
-
1
0
-
0
5
0
0

A
-
S
-
N

1
0
5
3
0

1
5
,
6
0
0
.
0
0
-

1
5
.
6
0
0
.
0
b
-

1
5
.
4
0
0
.
0
0
-

'
1
5
.
6
0
0
.
0
0
-

E
D
U
C
A
T
I
O
N
A
L
 
F
U
N
u
-
E
X
P
E
N
D
I
T
U
R
E
S
-
L
6
L
A
L
-
S
U
P
P
O
R
T
-
S
T
A
F
F
 
S
U
P
P
O
R
T
-
A
U
D
I
O
 
V
I
S
U
A
L
 
S
E
R
V
I
C
E
S
U
P
P
L
E
S
-
S
U
P
P
L
I
E
S
-
G
E
N
E
R
A
L
 
S
U
P
P
L
I
E
S
-
Y
O
R
K

H

I
G
H
'
S
C
H
O
O
L
-
A
U
D
I
O
 
V
I
S
U
A
L

1
0
-
5
0
0
-
0
0
-
5
6
0
0
-
5
2
0
3
-
5
2
3
3
-
4
0
0
0
-
4
0
0
0
-
4
1
0
0
-
1
0
-
0
6
0
0

A
-
S
-
N

1
0
6
4
0

5
,
9
4
5
.
0
0
-

5
.
9
4
5
.
0
0
-

,
5
.
9
4
5
.
0
0
-

2
.
4
2
5
.
0
0

E
D
U
C
A
T
I
O
N
A
L

F
U
N
D
-
E
X
P
E
N
D
I
T
J
R
E
S
-
L
O
C
A
L
-
1
4
S
T
R
U
C
T
I
O
N
-
V
O
C
A
T
I
O
N
A
L
'
P
R
U
G
R
A
M
S
-
d
U
S
I
N
E
S
S
 
M
A
R
K
E
T
I
N
G
 
A
N
D

M
G
M
T
.
-
S
A
L
A
R
I
E
S
-
C
E
R
T
I
F
I
C
A
T
E
D
 
-

R
E
G
U
L
A
R
-
 
T
E
A
C
H
I
N
G
-
Y
O
R
K
 
H
I
G
H
 
S
L
H
O
U
L
-
 
B
U
S
I
N
E
S
S
 
E
O
U
C
A
T
I
Q
N

1
0
-
5
0
0
-
0
0
-
4
0
0
0
.
4
4
0
0
-
4
4
3
U
-
1
U
0
0
-
1
1
,
1
0
-
1
1
1
2
-
1
0
-
0
9
0
0

A
-
S
-
N

1
0
9
1
0

,
l
o
2
.
5
0
0
.
0
0
-

'
1
6
2
,
5
0
0
.
0
0
-

,

1
6
2
0
0
.
0
0
-

3
.
5
0
0
.
0
0

.
.
.

\
.



PURPOSE:

FREQUENCY:

SEQUENCE:

DISTRIBUTION:

VENDOR LIST

To list vendor n ames 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: NUmberlof 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.

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.

Weekly, unless orders are run.

Vendor number (roughly-: alphabetical).

Business Office

250

259
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PURPOSE:.-

Ps,

OUTSTANDING ORDER FILE REPORT

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.

SEQUENCE: Purchase order number.

DISTRIBUTION: Business Office

252 261
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OPEN ORDERS LISTING

`PURPOSE: To enable both purchasing and accounting.
personnel to respond to inquirieS concernii'ig
the status of open orders.

The Open Order Listing:in order-number sequence
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 outstanding orders for each vendor. This,
latter version is printed after the program
QB09--Encumbrance Liquidation--updates the
Open Order file.

FREQUENCY.:

SEQUENCES:

DISTRIBUTION:

Wheneverorders are. run normally weeYly.

0-G4,

PurchaseOrder Number, Vendor

Business Office

-254. 26' 3
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OPEN ORDER LISTING - VENDOR SEQUENCE

PURPOSE: To provide purchasing personnel with ready ,

reference to 'data concerning unfilled orders.

FREQUENCY: Whenever invoices are paid. Normally, weekly.

SEQUENCE: Purchase order number within vendor.

DISTRIBUTION: Business Office.

256
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PURPOSE:

FREQUENCY:

TRANSACTION LISTING

To provide a complete history andfaudit
trail of all activity entered into the
accounting system--Natomated as well as
manual.

The Transaction Listing--not to be Confused
with the Transaction Register--is printed by
the program QB06, Create Transaction and
Invoice Files. The listing is printed by ASN
lithin 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 Listing,
which uses the same report format. Quantities
may 'appear on the same list as transaction
amounts but not in the same individual trans-
actions. AY 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.

As implemented in District 88, this listing is
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
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PURPOSE:

FREQUENCY:

SEQUENCE:

DISTRIBUTION:

PAYMENT. REGISTER

To permit an audit of payments to be made
prior to check writing. The. Payment
Register is firit run in' rough copy so that
errors, unpaid invoice records may be
corrected before checks are written. On
this run;, the relative. record numbers of
invoice records are printed in place of
check numbers, whiCh'are printed on the
final Payment Aegister copy

Totals are shown by vendor, batchand over-
alcontrol.

.Whenever invoices are paid. Normally, weekly.

Vendor within fund.

Business Office .
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PURPOSE:

- UNPAID INVOICE LISTING

To provide accounting with ready reference
to the descriptions of any unpaid
invoices, and to serve as an audit trail.

FREQUENCY: Whenever invoices are paid. Normally, weekly.

SEQUENCE: Purchase order number.

DISTRIBUTION: Business Office

262 271
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PURPOSE:

C).

..:
REMITTANCE STATEMENT AND CHECK

J

,

To clear the outstanding obligation and to
inform the 'recipient of the items being
paid for.

FREQUENCY:, Normally, weekly:

SEQUENCE: Check number.

A

-DISTRIBUTION: Vendor, Accounting (2).

264 '273

.
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PAYMENT REGISTER

PURPOSE: To prdvide a perminent record of all payments
madeto'vendors and others.

FREQUENCY:

After corrections ard.made to the Unpaid
Invoice File, checks or warrants may 'be
printed and the final Payment Regisr 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.register.

Nformallyiweekly. Whenever checks are
written.

SEQUENCE: Vendor within fund (i.e. cheCk number).

DISTRIBUTION: Accouting.

266
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PURPOSE:

FREQUENCY:

SEQUENCE:

TREASURER'S REPORT/LIST OF BILLS

To provide a means of,matching the EPIC data
with the Treasurer's normal cash record and
reconciling with the bank statements. Thisi.
data also is reported directly to the School
Board.

Whenever invoices are paid. Normally, weekly.:

Vendor within fund.

DISTRIBUTION: Treasurer, Business Office, School.Board.
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ENCUMBRANCE LIQUIDATION REGISTER

PURPOSE: To provide accounting personnel with the detail
necessary to, reconcile the encumbrance and
expedite accounts.

FREQUENCY:

SEQUENCE:

DISTRIBUTION:

Whenever invoices are paid. Normally, weekly.

Purchase order within vendor.

Accounting.
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PURPOSE:

TRANSACTION .REGISTER

To,permit accounting personnel to validate
the account master`' file updating activity,
and to provide an audit trail. The.
Transaction Register is printedipy the program
QB10--Update Account Master File with Tran6-
abtions--to reflect the old and new status of
Account Master records including updating
transactions.

The encumbrances shown are re-encumbered accounts
derived from orders outstanding 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.

'FREQUENCY: Monthly.

SEQUENCE: Account serial number (ASN) within location.

DISTRIBUTION: Accounting, Principal's Office.
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AUTOMATIC BUDGET ADJUSTMENT REPORT--TRIGGERED

PURPOSE: To provide a record of automatic (triggered)
budget transfers which have been made by
program QB12.

FROUENCY: Monthly.

SEQUENCE: ASN of the receiving budget.

DISTRIBUTION: Accounting..
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BUDGET `COMPARISON -- HISTORY AND PROJECTED YEARS

PURPOSE:. To provide school administration with history
and projection showing the trends of expendi-
tures by account.

.p

FREQUENCY: This report and program ('QB17) have ilot yet
,been 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.
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BUDGET REPORT - CURRENT YEAR

PURPOSE:"

FREQUENCY:

SEQUENCE (S):

(1) Full detail by object within department
by loCation (Sequence #1). -

(2) Full_detail in standard sequence cs'

'(Sequence "S") .

(3)' Summary data in standard sequence
(Sequence'#2).

DISTRIBUTION: The different.sequences described above are
distributed as followsv.

- (1) Department dhairmin and others with
direct budget:responsibility, Account=
ing, School Principals.

O

To provide administrators with information
Concerning expenditures and encumbrances
against budgeted accounts.

Monthly.

This report is produced in several different
versions:

t.
( 2) Accounting:

(3) Board of. rducation.
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CHECK -NO.

42E3,79

_42880
42881

.

COMMA4N
CHECKS

.

.

011 HIG441 SCHOOL
4)9/291

EXHIBIT
.

..

2 ._
1

13 .

VII-D AC

PAGE 2

wRI,TTEtst or

AMOUNT

138.98
254.0_
"24p. 29

MP NO.

4573

4614

E MP. NAME.

KYt.E 1t JANSEN
ti4;YCHEL4 J.. JARMULA
A U.S11 N S. 4,0M NSON s*

42862 256.9-2 UAVID J :JONES

42863 138.52 4768 GATHER HIE JUGLE f

42 6'84 19 -5..24 _4815_ vEKL.y KADEN

4286.5 1 4 0 :4 8 4821 MARY KAISER

42.4,#

42 88 7

145;59
173.90 .481

DIANE M. KAKMI.S
LOUI SE IMAM KEMP'

4

42668 8_9. 02_
0

_LHORIE NSE,_.0 K Z'!
42889 1 2D 4945 M AR Y. Kit NG

41690 18 7.77 41359 MAgGIAKETKIABY

42891 4987 $41, Lit J KLUTL
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.258.80f
131.85 .5046 MAR/ CE KRONE

41893 /.62. 4b 5053 ,p RRUKQFF

42394 220.89 MAItY ANN I ARSAN

423941 264.29 5164 `3OREN LAWRENCE

42696' 236..75 5261 BURTON E L I NUER

.42 d9 7 90.85 f.286 DOLORE.'? DEL RIO LINK t.

42896 139.2 5,39 8, ELEANOR 11 LYNCH

42.699 2'02.63 5444 THOMAS. *-J MALECK Y

42900. 18:2. ro 545:1 MELBA MANN

42901 134.44 5481 ELLEN MARIE MAR ION

42902 718.22 5463 -MAkY -K MARCOTT .

42903 129.29 5504 THOMA,S MATHLS

42904 37.42 5703 EELYN M MI ERLW4

42905 84.99. 45 7 1.
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42907 221.39 5733 VI RG I NA MILLER
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4291.0

27.1.29
298.39

-5822
5-64o-
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4.2911`
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.m OEN LE Ft
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42916 . 702-2 VIRGINIA PETERSON

429/ 7 04.91) 7020 CAROL `L PIETRUSIAK
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42914' 9 2. 15 . 4: 7074 GERTRUDE B, PIERCE
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42922 168 1112 JOSEPH
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.),%*`"PRACHAR

GLORtA PR BE
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44925 35. 74 JOSEPH 6 ADCLIFFE
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C

* *To display. the did riBution of
payroll changes to various accounts.
This data alsd is prepared inpunch-

"card form for re-entry into the
-EPIC ,system.
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,CUMULATIVE PAYROLL,

REGISTER

. . -
A PURPOSE: 2 To display year-to-datelearnings

t _ information on each employee.
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FREQUEN*CY:

SEQUENCET'Z

ISTRIBUTION:.

"Semi- monthly.

'Employee NuMbeF.

gusiness Office.
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Exhibit VII - E-1

EPIC
Account Master File

Data Fields

Header ReCord

Current year account levels
Report sequences (5)
Levels encoded
Account type classification record pointer
Institution name
Off-set codes
File pointers
Fiscal year
Current year record pointers
Next year record pointers

Data Record

4

ASN
Current year account cods +i2)
Next year Account codes- (12)
Data last updated
Automatic budget adjustment flag (2)
*Prioripalances 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

- adjusted
- work
- projected

*Next year budget
Current year record poin4rs
*Next year record pointers

* Not currently in use at District 88

30;3
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EPIC Dictionary File
Data Fields

Header Record

Data last updated
Account level file limits
File pointers

Data Records

Key
Description (may be 9, 17 04 34

character in length)

j

Lxhibit -E-2

4

295
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1

EPIC Vendor File
Data Fields

4

Exhibit VII - r-3

Data Record

Vendor number
Vendbr name and address (5 lines)
,Year-to-date amount
`Number of orders ,

Last order data

1

296

0.
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\,

3

EPIC Transaction and
:Invoice Files .,

Data Fields '.

Header.Recdrd

FU e. Poin fers

Batch total to date
Instltiite/Fund codes
Institution name
Fund name.
Bank number
Fiscal year.,

- Data Records It-

Transaction

Card Codes -

Location
'ASN

,

,

,Order number.
Vendor number,

Miscellaneous Ref-
erence Number

Description
Amohnt

Exhibit VII - E-4
0

O

I.

,Invoices

Card codes =

' Institute
.,Fund.

Order number
Vendor rillAber

Miscellaneous Ref-
erence number

Description
Amount

1",

0



I

s

EPIC Open Order File
'c Data Fields

Data Record

_Exhibit- VII, -

"V.

E--5

=ler number .,

,

--

.

Ctaer,date
.

-Vendor:number
Miscellaneous reference number
Otiginal order amount
LaSt payment reference

.

Total amount paid 'to, date

lI

4 1,
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3.

Special ASN
Table for Payroll

_

Data Records

#

e

Exhibit VII - E-6

Pay, classification
ASN

repeated as many times as needed

Percent

299

4



"G" Record,

V

.Payroll Master File
Key Data Fields

Exhibit VII -'1E-7

Employee, number
Prime rate
Various standard deductiohfields
13 variable deduciions
Current regular hours
Current overtime hours.
Current sick hodrs
Current vacation hours-.
Current gross total-
Current FIT
Current SIT
Current Pension
Current FICA

,
Current IMRF (Retirement Fund)
Current Net '

Six Contracts,'eaCh containing;
'Pay code
Regular or'ovetload
Account number
Gross pay per payrdll clycle
Total amount of contract
No. of checkS' to be prepared:,

"H" Record

Contains all year-to-date records

Record
.

Employee number
Name
Address
'Phone

Eligibility, dates
Social security no.
Location
Department -
Pay classification and range:

300 309
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/ Exhibit VII - E-8

-4 -Paykoll.Master_File (con'd.)
/

Record,(con'd.)

Pay dzAte
Disbipline
Tithe
Tenure'
Various personal data
*15 fields for distribution'bf pays*

charged to contract #1, each

,containing:
ASN
PerCentage

*.These fields were added to permit the payroll t, interface

with EPIC. They were placed in the "J" recoyd Ilc!_ecause

there was not adequate space left in the "I" record.

X ,p

4

301
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Program
Identification,

QB01

LIST OF PROGRAMS AND*THEIR FUNCTIONS'

Exhibit VII - F

4

Program Title and Descrt.Etion of Functions Performed Page

File Initialization and Header Record Creation 178

Initialize file spade td all blank record.. Create
file header record's, "and:establish end-of-space

'pointer. Copy any file to a new space on disc, of
-a different size--

QB02 Dictiohary Create

Create Account Description Dictionary file. -Update
Dictionary file with new entries and deletionS.'
Print Account Dictionary Code Book.

QB03

QB04

QB05

0306

Account Master File Create

Create the Account Master file. Update the Account
Master file with additions and deletions. Reorganize
to resequence the Account Master file.

Initialize Account Groupings

Ifiitialize Perceht Distribution Grouping in Account
Matter file.' Initiali.ze ea 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.

Vendor File Create

Create Vendor file. Update Vendor file 'with new
"entries and deletiofts. Regap vendor codes to make
room for new. insertions. Reorganize to resequence the
Vendor file. Print the Vendor Code Book.

Transaction File Create

I
Create and add new records to the Main, Trans#ction
file. Create and add new.-records to the Unpaid Invoice
file.

302 311.
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..Exhibit VII - f

(Continued)

'2'1307 Update Main Transaction file with Port-A-Pun-Oh N/A

budget.
.t.

'Update the Open Order file with a nefa-orderrehtered

-as Port -A-Punch encumbrances. Adjustment dards.

008 Order File Create,

"QB09:

Create the Outstanding Order file. Add, x'eplace

and delete records in the Outstanding Order file.

Delete records are flagged only, and will not be

physically deleted'except when:the file is reorganized

using 009. Print the Outstanding_prder File Report

in order number sequence.

191

7'

Liquidate Encumbrances. i
198

Liquidate encumbrances by posting payments and

completidns 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 cards for ordeks 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 retained is also considered.

Update the Vendor file for number and value of orders

made for each vendor, when an order is deleted as

complete. Print the encumbrince liquidation 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.

QB10 Update Account Master File

Update the.Account Master file with transactions.' Print.

the .transaction register. / Punch a new Port-A-Punch

Budget Master"Card file.

QB11

206

Initialize and Update Official Budgets
187

Originate a newiy-adbp/ted budget in the Account Master

file. The new budget/affects original, adjUsted, and

working b'idget fields. Adjust a previously originated

budget field only. Analyze-differences between the

current adjusted and working budgets, to determine the

amounts of adjUstments required. An output deck of punched

cards is produced. The deck may be used later after

official approvals are.Obtained, to adjust the budget.

303



Exhibit VII - F
2

(Continued)

QB12 " Automatic Budget Adjustiiients

Print automatic budget adjustments bn a "requested"
or a "triggered" -basis., Produce transactions in the
Main Transaction file, for subsequent updating of the
working budget by program QB10. Print the automatic
budget adjustment report.

QB13 Percent'Distribution - Current Year

Pa e

1208'
;

N/A

.Perform percent distributions on current yea data.
Produce transactions.in the Main Transaction file for
subsequent updating of,budgets, ledger balances, and
encumbrances in the AcCount,Master file byprogram QB10. .4

194
.Q514 Write Payment Register

.Write the payment, register to account for checks/warrants
'to be prodced later by"tfie AccduntsPayable Subsystem.
The "audie.,mode is, used prior to writing "the checks/
warrants, and the "final" mode is used subseqtently.'
Update'the Unpaid Invoice file with changes resulting'
from a review of the "audit" mode register.

, N

.196QB16; Write.Warrants/Checks

A negotiable check form is produced, with a remittance
advice'stub,it tftop. The user may adopt the check
form as. it exists in the program product, or he may
modify the program to suit another 'format. Punch a
check reconciliation card for each warrant /check printed.

QB16 Write Current year Budget Reports

. Write Budget Reports for the current year. Sequence of
the account master records may. be any'one of five pre-
defined sequences of level rearrangements, or in the

'standard sequence where the levelsare in.their Original
order.

QB17 Month -To -Month ,Transition 212

Project the current year ending budget balance. Project
the next three future year ledger balances. Print the -

budge't*comparisons 7 prior, present and future years
projections/ledger balances, May be printed in standard,
or any of the five optional predefined sequences as in
QBf6.

210

304 1
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QB18

Exhibit VII - F

A (Continued)

Create Linelltem Budget File
4, -* .

Create the Line Item Budget file. Update the Line

*tem Budgq file with additions and deletions. Print

the Line Item Budget file in`budget authorization
number sequence. 4

Pa e

N/A

QB19 Trial Balince And Year-Tobate Transition 214

Print a trial balance of the Account Master file, -/-

suppressing,any further functions if out of balance.

Zeio out ''thercurrent.year original, adjusted and. $

working budgets. When coding so indicates, replace

cUrrentalyear amounts with the next year .budget*amourirs.

deyelopild through the line item budget procedures.
Shift the monthly- hiVtory fields -over one. month, moving

the current month-tO,aate.-field to the first prior month-

iof history. Then zero out the.curreht mbnth-to,-date

field. Shift theyearly:history fields over one year, '

moving the current. year -to -date field to the'firstpricir

year of history'. Offset each expenditure and revenue

ledger.balance to the appropriate offset account in the

fund balance area-cf phe, acCoupt .code structure. Zero-out

all expenditure and revenue accounts in the ledger balanCe ,

fields as they,are offset. Zero out'the outstanding en-

cumbrance fields. Move the "ce%t year" account codes to-

the "current year"'fieldsdoing the sane for the sequence

.pointers. Perform the "next years' percent distribution

operations-, prorating all historY,data among groupimembers

which wille.ontinue in existence in the, next year. Print .

the-Percent-Distribution Report. All accounts which have.

a zero ,percent .for the new year will be tagged for

deletion.' All "next year" percent distributidn.group data

be eliminated frOm the record.

9E20 Print 7!.cOUnt Code Book 184

° Print the Acdount Code' Book. ''his. book contains:an'entry

for each account in'the Account Master file., It maybe

produced in any of the six sequences found in the'tudget

Report program, 9E16, or in a seventh seggence which is

611 account I.D. sequence number. $rom 1 to 99 copies'may

be prOuced in a :Angle run of the program. Either the

"current year" or the "next year"-codes may be used.

30'5
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Exhibit VII F
(Continued)

. Page

028 Line Item Budget, In, codes Sequence N/A

Produce a Line Item Budget Report in accofnt code
sequence. Accolint codes may be sequenced in any
of the six sequences'fourid in the Budget:Report
program, QB16. EActi accoun code is, followed by a
listing of all the line item budgetsin the file fof
that account.

QB37 ' Detailed His ory Report 210

Print the prior-months and.pHor -years history data as
... found in the_ACcdunt-Master file. Included are: 35
prior months of story- data .the current month-to-date,
the three prior ars pf hiSt ry data, current year-to

-date, and the pr ected cUrre t year ending-balance.

r

34_



CHAPTER VIII.

DATA SYSTEMS INTERFACE

The purpose of thip,chapter is to briefly describe

the interrelationships which exists between the,, revised account-

ing system and other District data systems. As discUssed,else-

where in this documentation, we save automated the majority of

'our administrative systems, with the exception of the property.

control system,_and these systems are processed on the -COD

ti

computer system.-

PAYROLL/PERSONNEL

Included in, Chapter VII is the interface which has been

developed between the budgetary accounting.and, payroll processes.

Essentially, t1is is the payroll and employee benefit distribution.

STUDENT
ACCOUNTING

Our student data system has been developed to acComodate-
. 4

the counseling,, scheduling, grade reporting requirements of our

District. Additionally, we have established an interface between

this data system and the budgetary accounting *system, specifically

the vendor sub-system,to handle ,check writing requirements for

refunds; special payments, etc.

. PROPERTY
ACCOUNTING

As we discussed in Chapter II, our'property control system

is not maintained in the Distriet. We have contracted with an

outside service bureau to do the followingY

' 1. Establish the base property inventory at each

seperate location.

3071316



PROPERTY
ACCOUNTING

At we diicussed, in,Chapter II, our property control system
cs%

is not maintained in the District. We have contracted with an

outside service bureau to do the following:

1. Establish the base property inventory at each
seperate location.

0

2. Provide annual inventory data sheets for physical
inventoring.

3. Update the inventory with changes.

4. Esiablish new.evaluation for District.

The District then incorporates the new inventory valua-

tion'into the year end formal statements.

We have no present plans to develop a property system

within the District. However, at such time that we move into

4the analysis of space utilization, unit cost studies, etc., we

will develop an in-house capability to support these typei of

analyses.

308 31 7



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

to improve our ability to manage. .Needless to say, in any project

of this magnitude, problems-will be encountered.'
---

We feel that we have dealt with each in an'effective

manner. Because of ample efforts inearly planning, we were- able

.

to anticipate many of the problems and therefore facilitate logital

solutions.

We conducted weekly progr.ess meetings with the College

of Du Page (COD)-which were very effective in reconciling most

probleMs which.developed. Robert Davis Associates (RDA) particpated

in several of these meetings and we feel that their presence helped

COD to maintain schedule commitments, and other computer related

problems from becoming major obstacles.

We did miss our original implementation date in that

the complete syste\:-.4 was not operational on July 1, 1973. But the

system was sufficiently"-.'mplementefi. t6 'allow normal accounts

payable and payroll processing to be handled during July. The.
f

!

reporting and closing sub-systems were not compfeted until early

September. While this was perhaps disheartening, it was not

critical.

309 4?



'PROBLEMS
ENCOUNTERED

Perhaps the greatest problem, we encountered centered

around our desire to gain the most impact from the revision of
r

our accounting system. In our particular case there were three

major areas, all inter-connected, which together made this project

much more difficult. Try included:

1
1, Changes in policy procedure and practices

which were i-ntroduced.

2. Conversion of all business systems from-
accounting machine level (i.e., IBM 402) to
totally computerized (IBM 370-135).

3.- Conversion of a basic fund, function, ohjedt
oriented accounting system-to a program
oriented system.

In the following-we will highlight certain, of these.
.- .

problems as well as some additional ones.

(A) Computer
Services

- -

a
Our decision,to use the COD facility was based upon a

sound judgment; that is District 138" was'not'staffed or equipped

to -establish its owli capability. We feel there is a fundamental
.

.
,

problem
%

with any service bureau arrangement, 'especially . if the
Il

useru has no'say in the priorities that exist in the computer center.

Certainly, during this project we did encotlter significant problems

in getting our systems programmed and tested.

Without an in-house computer capability, a very close

working relationship'With any service bureau becomes _critical.

(b) Conversion.

District 88 has operated ip a unit,record environment

historically, except for payroll processing. Naturally, the con-
,

310
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DISTRICT 88

HANDBOOK II IMPLEMENTATION

PROJECT COSTS

Salaries

Original
Budget
Estimate

Actual
Project
Costs

District, 88 $36,200.00 $33',900.0
College of DuPage 17,500.00 17,870. Q

Data Processing Support 7,500.00 . 11,400..00'

O

Supplies &.Expense 1,050.00
Report Preparation 2,000:00 2,500.00

Travel 200. :00 315:00

$65,450.00 $67,935.00`

MAN MONTHS EXPENDED,

) District .8 '

College of Dupage
TOTAL

33.1. 8#Z-.)-0

22 . 1

13.8
35.9



44ersionto completely computerized4systems was traumatic. We did

= have difficulties in source data conversion and data scheduling

as well as the removal of hard-copy ledgers from the business office.

(c) EPIC
Software

In'the main the EPIC software was a very good.prograMmng'

package. However, it does not include an interface between the

payroll and general ledger sub-systems. In Chapters IV and VII
. 44

,

we have outlined the mechanisms we had to design to handle this

problem.

(d) Handbook II

in the main, Handbook II and th:o Illinois Financial

Manual (HB-1.).are quite similar. Our problems with the expendi-

ture code structures involved such things as:

1. Source of funds interpretation and usage.
, .

2. Treatment of such things as internal services,
audiovisual, `data processing, and library as ,

support, service functions and not object ex-
penditures in the instruction function.

While these problems were not.insurmountable,they did

rAquire additional changes in operating policy in the District.

IMPLEMENTATION
COSTS

On the facing page we have included the actual costs of

implementation. (The figures have been rounded.)

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.

312



2. The original estimate was exceeded by approxi- .

mately $2500.00

Additionally, we have included the estimated man-months

of effort which was required durihg thisfProject.

While these cost`s may seem to be 'substantial; the readers

must realize that they repres nt the implementation of a large-zscale

sophisticated system, the costs of which caii be amortized over

several years.

f

F
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