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PREFACE

These 1977 amendments to the California School Accounting Manual, I97:, edition. were
developed by the members of the Accounting and Budgeting Research committees of the
California Association of School Business Officials in cooper ition with California State
Department of Education staff. Upon recommendation of the Educational Management and
Evaluation Commission, the California State Board of Education approved the amendments
in accordance with Education Code Section 41010.

The amendments do the following

1. Clarify the definitions and improve the methods of distributing direct costs and direct
support cost., to programs.

2. Stress the importance of distributing direct support costs, and specify that indirect
costs shall be allocated to all programs

3. Require the submission of a comprehensive supplemental annual financial report
(Form J-4IA) which will display the distribution of costs to all programs at the same
time. This report will replace several separate reports now required

These amendments are effective for the 1978-79 fiscal year, and an annual financial
report for all programs will be due September 1, 1979, ha'ed on thes provisions.

The 1977 amendments include a comprehensive rewrite of pages 1-8 through 1-18 and
pages 111-12 through 111-20 (Section B) of the 1976 edition of_ the Guilin-Ala Schou/-
Accounting Manual. The amendments are printed and the pages are numbered to orrespond
with the pages they supersede in the 1976 edition, so that those pages may be removed and

the new pages substituted

WILLIAM I). WIIITLNI
Deputy Suponnt-ndent
for AdnninvtratIon

JACOLJE T ROSS
.Irsoc late .Cupertntendent and ('line/
i.hriston Uf Adnumstrain r Sent, es
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'300 InterfJpd ransfers (Continued)
7330 To the Public School Building Furl(' or to the

State School Building Fund from all other
funds of the district, any monies of the
district which are required to be expended
for the project for which such apportion-
ment was made

7340 From the Bond Interest and Redemption funds,
after all principal and interest payments have
been made, to the General Fund . .....

7390 Other authorized interfund transfers
7400 Other Transfers

7410 Transfers frtm funds of lapsed or reorganized
school districts to another school district . .

7420 Transfers to the County School Service Fund
for the education of mentally retarded
minors

7430 Transfers to the County School
Service Fund for special education students ..

7900 Appropriation for Contingencies .
Subtotal

TOTAL EXPENDITURES, OTHER OUTGO, AND
APPROPRIATION FOR CONTINGENCIES .

ENDING BALANCE, JUNE 30
1. Cash in County Treasury ..
2. Cash in Bank (s) .. ...
3. Revolving Cash Fund .. .. . .

4. Cash Collections Awaiting Deposit
5. Investments (at cost)
6. Accounts Receivable
7. Stores
8. Prepaid Expense .
9. Other Current Assets ... .

10. General Reserve, June 30 .

TOTAL CURRENT ASSETS . ....

Exhibit I-B (Continued)

Last
Preceding completed Ensuing
fiscal year fiscal year fiscal year
(Actual) (Actual) (Budget)

Col 1 Col. 2 Col 3

XXXX XXXX

XXXX XXXX

Less Current Liabilities (reported on Form J-43) _

NET ENDING BALANCE

TOTAL EXPENDITURES, OTHER OUTGO, AND
APPROPRIATION FOR C .TINGENCIES PLUS
NET ENDING BALANCE ....
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Exhibit I-C Expenditures by Program

ANNUAL FINANCIAL AND BUDGET REPORT

INSTRUCTIONAL PROGRAMS
General Education:

Preformal
Elementary
Secondary ..................... .... .

Regional Occupat.onal Centers or Programs
Adult

Total General Education . ... .....
Total Special Education ... ... ....... ....

TOTAL INSTRUCTIONAL PROGRAMS

SUPPORT SERVICE PROGRAMS (DISTRICT TOTALS)

Special Projects (Federal and State Categorical Aid
Programs)

Instructional Support
Instructional Adminictration
Instructional Media
School Administration

Total Instructional Support
Pupil Services

General Support:
District and County Superintendents Administration
Maintenance

Operations
Transportation .....
Total General Support ..

TOTAL SUPPORT SERVICE PROGRAMS

AUXILIARY PROGRAMS
Community Services .

Food Services

Facility Acquisition and Construction

TOTAL AUXILIARY PROGRAMS

TOTAL INSTRUCTIONAL PROGRAMS, SUPPOR r
SERVICE PROGRAMS, AND AUXILIARY
PROGRAMS .. .....

1-8

Last
Preceding completed Ensuing
fiscal year fiscal year fiscal year
(Actual) (Actual) (Budget)

Col. 1 Col. 2 Col. 3

1.0
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OTHER OUTGO
Tuition
All Other Outgo

TOTAL OTHER OUTGO

Appropriation For Contingencies

Net Ending Balances ..

GRAND TOTAL, EXPENDITURES FOR INSTRUCTIONAL
PROGRAMS, SUPPORT SERVICE PROGRAMS,
AUXILIARY PROGRAMS, OTHER OUTGO, AND NET
ENDING BALANCES . . . .

11
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Last
Preceding completed Ensuing
fiscal year fiscal year fiscal year
(Actual) (Actual) (Budget)

Col. 1 Col. 2 Col. 3

XXXX XXXX
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Exhibit 1-1)

PROGRAM CLASSIFICATION DEFINITIONS

The following definitions are applicable to the
program categories shown in Exhibit I-C:

in;tructionag ?rograms

General Education. The general education in-
structional programs include preformal, elemen-
tary, secondary, regional occupational centers or
programs, and adult education.

General education instructional programs are
instructional activities designed primarily to pre-
pare pupils for the common activities as citizens,
including-occupational preparation. Direct instruc-
tional program charge; include salaries of teachers,
including amounts paid for chairing an academic
department; aides' salaries; employee benefits;
textbooks; instructio-il supplies, equipment
replacement on a piece-to niece oasis; and new
equipment.

Examples of services excluded as direct charges
to instructional programs are maintenance of
equipment Ito be charged to the maintenance
p.ogram); field tripS Ito be charged to the trans-
portation program); and custodial services, utilities,
and so forth Ito be charged to the operations
program).

For exceptions to these examples, see the
discussion under Special Projects in this section.

Special Education. Special education instruc-
tional progratns are direct instructional activities
designed primarily to deal with special pupil
characteristics of an exceptional nature. The activ-
ities are the same as for general education.

Transportation of special education pupils is to
be a direct charge to the transportation program
and subsequently transferred to the appropriate
special education program as a direct support cost.

Life or Grade Span

Preformal means those ,ffograms and services
provided by the district for children of prekinder-
garten age.

Elementary means those programs and services
provided for pupils enrolled 1,-) kindergarten
through grade six or kindergarten through grade
eight in unified districts, and kindergarten through
grade eight in elementary districts.

1-10

Secondary means those programs and services
provided for pupils in grades seven through twelve
or nine throligihwelve in unified districts, grades
nine through twelve in high school districts, or
grades seven through twelve in high school districts
maintaining junior high schools.

Regional occupational centers or programs
(ROC/ROP) means those vocational or technical
training programs and services provided as defined
in Education Code sections 52300-52330 and
California Administrative Code, Title 5, Education,
sections 11500-1' 508.

Adult means those programs and services pro-
vided for adults, as defined in Education Code
Section 52610 and California Administrative Code,
Title 5, Education, sections 10500-10591.

Support Service Programs

Special Projects

Special projects are projects ,..nd programs that
may have their own project directors; are approved
and funded by state, federal, cr private agencies
and require special project budgets and audits; and
may require financial reports. They usually are
entirely in support of an instruction,. )rogram or
another support program. Direct charges shall be
made to a special project when the expenditure
classification has been expressly funded by the
donor.

The charging of donor-authorized costs directly
to special projects means that the district may
never have available the total expenditures made
from all funds for various support items such as
administration, pupil services, operation, main-
tenance, transportation, and so forth. Although it
is not required for state reporting, the district
should display at the end of the fiscal year the
total expenditures in each of these support
categories 1..,y summarizing the expenditures made
from general support and categorical aid support;
this activity would be most helpful for local
management purposes.

Special projects include, but are not limited to,
the following programs

1. Early Childhood Education

12 Revised I I /71



2.

3.

4.
5.
6.
7.

American Ind n Early Childhood Edu-

cation
Educationally Disadvantaged Youth Pro-

grams
Miller-Unruh Basic Reading Act
Bilingual-Bicultural Education
Vocational Education Act
Elementary and Secondary Education Act,

Title I (Regular; Neglected and Delin-
quent)

Elementary and
Title I V-B

Elementary and
Title IVC

Elementary and
Title VI

Comprehensive Employment
Act

8. Secondary

9. Secondary

10. Secondary

11.

Education Act,

Education Act,

Education Act,

and Training

Instructional Support

Certificated or classified employees assigned to
instructional support programs may not be classi-
fied as teachers or instructional aides.

Instructional Administration. Instructional ad-
ministration is the area of responsibility for the
improvement of teaching through a program of
Ieadershio, guidance, and assistance to aid teaching
staff and to improve curriculum and curriculum
materials used by teachers. It consists of super-
vising instruction, developing and improving cur-
rici.la and curriculum materials, guiding teachers in
the use of instructional materials, administering
sabbatical leave, pro,iding for inservice training,
and sp forth

Normal direct charges to this program are
director(s) or supervisor(s) of elementary and/or
secondary instruction or curriculum laboratories,
cheks, employee benefits, consultants for inservice
training, instructional supplies, office supplies,
travei and conference expenses for assigned person-
nel, equipment replacement, and new equipment.

Expenses for those activities that have as their
purpose overall general administrative responsi-
bility for the entire school district or county
superintendent's office are not charged here. These
expanses shall be charged to the district administra-
tion program.

Instructional Media. Instructional media is the
program area consisting of those activities whose

Revised 11/77
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Exhibit I-D (Continued)

purpose is to provide resources to support instruc-
tion for a school or a school district. Included in

this category are the following:

School Library and Audiovisual. A school
library and audiovisual program includes respon-
sibility for organizing and managing library
books and preparing, caring for, and making
available audiovisual equipment, materials,
scripts, and other aids to teaching and learning
that have special appeal to sight and hearing.
Activities include ordering, cataloging, process-
ing circulating books and audiovisual

and equipment; planning for the use of
, by teachers and pupils; selecting

books ana audiovisual materials; participating in
faculty planning for the use of books and
audiovisual materials; and ouiding teachers and
pupils in the use of the liorary.

Educational Television. An educational tele-
vicion program consists of such activities as
writing, programming, and directing educational
television programs as a part of the instructional
program of the school or district.

Computer
puter assistanc
school dist'

ssistance Instruction. Corn-

in instruction for a school or a
consists of such activities as

writing, .prOgramming, and directing ongoing
computer-based instructional programs and

instructional management information pro-

grams.

Direct charges to the instructional media pro-
gram shall include salaries for librarians, library
clerks, audiovisual personnel, personnel involved in
writing, programming, and directing ongoing

educational television and computer-based instruc-
tional programs; employee benefits; library books,
regardless of where they are placed in the district,
audiovisual equipment and materials; and library
equipment.

Textbooks are not charged here; they are

charged to the apps _priate instructional program.
Computer assisted instructional activities of an

experimental nature are not charged here; they are
charged to instructional administration.

School Administration. School administrat:on
constitutes those activities that haw, as their
purpose overall administrative respon' ibliity for a
single school or several schools l' not a district).



Exhibit I-D (Continued)

It consists of the activities performed by the
principal, assistant principals, and other assistants
in the general supervision of all operations of the
school; evaluation of the staff members of the
school; assignment of duties of staff members;
supervision of the records of the school; coordina-
tion of school instructional activities with instruc-
tional activities of the school district; and so forth.

Pupil Services

Attendance. Attendance includes those activities
that promote and improve school attendance of
pupils. Attendance services consist of such activ-
ities as early identification of patterns of nonatten-
dance, p.-omotion of positive pupil and parent
attitudes toward attendance, analysis of causes of
nonattendance, early action on problems of non-
attendance, and enforcement of compulsory atten-
dance laws. The mechanics of attendance recording
and reporting on a districtwide basis is charged to
the district administration program.

Welfare. Welfare include those activities that
assist in the prevention or solution of the personal,
social, and emotional problems of pupils involving
family, school, and community relationships when
such problems have a bearing upon the quality of
the schoolwork of pupils. It consists of such
profess.una! services as diagnosing the problems of
pupils arising out of the home, school, or
community; undertaking casework services for the
child or parent or both; interpreting these prob-
lems of pupils for other staff members; and
promoting modification of the circumstances
surrounding the individual pupil that are related to
his or her problem insofar as the iesources of the
family, school, and commurity can be brought to
bear on the problem. These activities are usually
assigned to such staff members as school social
workers, visiting teachers, or directors of school
social work. Programs providing wearing apparel
for children are included here.

Guidance. ,Guidance includes those activities
that help pupils assess and understand their abil-
ities, aptitudes, interests, environmental factors,
and educational needs; assist pupils in understand-
ing educational and career opportunities, and aid
pupils in making optimum use of educational and
career opportunities through the formulation of
realistic goals. Guidance includes such activities as

1-12

counseling pupils and parents, evaluating the abil-
ities of pupils, assisting pupils to make their own
educational and career plans and choices, assisting
pupils in personal and social adjustments, and
working with other staff members in planning and
conducting guidance programs. Guidance also
includes administering psychological tests and

managing and planning a program of psychological
services for the school system.

Counseling. Counseling covers those activities
that supplement the school system reservoir of
information identifying the individuality of each
pupil, his or her capacities, achievements, interests,
potentialities, and needs; study the individual pupil
experiencing acute problems of educational devel-
opment to furnish diagnostic information; and
suggest programs concerning the psychological
aspects of these problems.

Health. Health covers those activities that pro-
vide physical and mental services not directly
instructional, such as medical, dental, psychiatric,
and nursing services.

Direct charges to the pupil services program shall
include salaries of counselors, attendance officers,
psychologists, nurses, physicians, psychiatrists, and
other personnel authorized in the field of physical
and me.ital health who are employees of the
district; salaries of secretaries and clerks; employee
benefits; office, medical, dental, and first aid

supplies; travel and conference expenses for per-
sonnei employed in pupil services; contractual
services of personnel who are not on the payroll of
the district; and so forth.

General Support

Administration by the Office of the County
Superintendent and the District. Those activities
the have as their purpose overall general adminis-
trative responsibility for the entire county super-
intendent's office or school district are classed as
county/district administration. Administration
consists of the activities performed by the county
board of education, the school district governing
board, and the superintendent and his or her staff,
such as deputy, associate, area, and assistant
superintendents; business managers; personnel
directors; and directors of pupil services for the
general direction and management of all affairs of
the school district.

14
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Direct charges to this program shall also include
salaries of administrative secretaries and clerks and
accounting and purchasing personnel; employee
benefits for all employees in this program; non-
instructional data processing services; duplicating
and reproduction services; expenditures fnr all
insurance (other than insurance of a direct-cost
type for employee benefitsobject classification
3000); and new equipment. The cost of attendance
recording and reporting on a districtwide basis is
also charged to this program.

Maintenance. Maintenance includes those activ-
ities that are required to repair, restore, or renovate
school property, including grounds, buildings, and
equipment.

Included as charges to this program are salaries
and employee benefits for directors and supervisors
of maintenance, carpenters, painters, electricians,
plumbers, and the like; necessary materials and
supplies; rental and replacement of maintenance
equipment; and contracts for repair, restoration, or
renovation of the grounds, buildings, or equip-
ment, including regrading sites; repairing retaining
walls, walks, driveways, sprinkler systems, and
playground apparatus or equipment; reseeding
lawns; repainting; repairing or replacing roofs,
walls, heating and air conditioning units, and

electrical and plumbing installations; repairing
building fixtures; resurfacing and refinishing floors;
moving movable walls or partitions; and repairing
eauipmentinstructional and noninstructional.

Examples of items to be excluded are materials
which must be replaced frequently, such as light
bulbs and fluorescent tubes, fuses, and so forth.
These items must be charged to the operations
program.

Changes of partitions (nonmovable type), walls,
and roof structures should be charged to the
facilities acquisition and construction program.

Operations. Operations are those housekeeping
activities concerned with keeping the physical
plant open and ready for use. Included are cleaning
and disinfecting; heating and lighting; communica-
tion; maintenance of power; moving of furniture;
caring for grouhds; garbage and trash disposal;

Jaundry and drycleaning service, including the
rental of towels; rental of equipment such as floor
polishers; soft water service; and such other house-

Revised 11/77
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keeping activities as are repeated somewhat regu-
larly on a daily, weekly, monthly, or seasonal basis.

Salaries and the employee benefits to be charged
to this program include those for directors and
supervisors of operations, custoaians, guards,

gardeners, telephone switchboard operators, truck
drivers, operations clerks, security personnel, and
the like.

Supplies normally charged to this program
include brooms, brushes, disinfectants, fuses,

garbage cans, light bulbs and fiuorescent tubes,
mops, wax, soap, toilet paper, towels, outdoor
flags, weed killers, fertilizers, and so forth.

Transportatior Transportation means the con-
veying of pupils to and from school activities,
either between home and school or on trips to
school activities.

Direct charges to the pupil services program shall
include salaries and the respective employee bene-
fits for directors and supervisors, bus drivers,
clerks, and mechanics; gas, oil, tires, and supplies
for the repair and maintenance of the buses;
contracts for outside repair; contracts with individ-
uals, other districts, or firms fog transporting
pupils; rental of buses; replacement of buses; and
the purchase of new equipment, including buses.

ilepair and maintenance of other district-owned
vehicles shall be a direct charge to the maintenance
program.

Auxiliary Programs

Community Services. Community services are
those activities that have as their purpose
community and sci.00l recreation and other activ-
ities authorized by the Civic Center Act (Education
Code Section 40040 et seq.), the Community
Recreation Act (Education Code Section 10900 et
seq.), and Duty-free Lui ch Periods for Teachers
(Education Code sections 44813 and 44814).

Salaries and employee benefits for playground
directors, noon supervisors, clerks, and other
instructional or recreational personnel and the
necessary expenditures to conduct activities under
these acts are recorded as direct charges to this
program.

Food Services. Food services includes manage-
ment of the food services program of the school or
school district, including the preparation and serv-
iry of regular and incidental meals, lunches, or
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Exhibit I-D k :: ' itinued)

snacks in connection with school activities and the
delivery of food.

Direct charges to this program shall include
salaries and the respective employee benefits for
directors and supervisors, managers, cooks, helpers,
bookkeepers, and clerks; food; meals for needy
pupils; operating supplies; replacement of equip-
ment; costs of vehicles used in the delivery of food
to various locations; and additional equipment
purchased for centralized services.

Facilities Acquisition and Construction. Facil-
ities acquisition and construction includes the
acquisition of land and buildings; major remodeling
of buildings; construction of buildings and addi-
tions to buildings; initial installation or extension
of service. systems and other built-in equipment;
initial improvements to sites; and books and
equipment for new buildings.

The salaries and other expenses of school district
employees assigned specifically to facilities acquisi-
tion and construction, or architects, engineers, and
contractors hired for capital improvement projects
are recorded in this program.

Expenditures for all repairs to building struc-
tures (except repairs that add to existing facilities)
are recorded in the maintenance program.

As a general guide concerning repairs to building
structures, if changes of partitions (nonmovabie
type), the roof structure, or wails are not involved,
the expenditures are recorded in the maintenance
program; if such changes are involved, the expendi-
tures are recorded in the facilities acquisition and
construction program. Expenditures for the initial
installation and extension of service systems and
other built-in fixtures in existing buildings are
recorded in the facilities acquisition and construc-
tion program, and expenditures for repairs and
replacements of service systems and other built-

in fixtures ai-e recorded in the maintenance pro-
gram.

Expenditures for nonccnsumable articles gener-
ally classified as supplies, but necessary to start or
materially expand the equipping of a school, class-
room, a specified area other than a classroom, or
another facility shall be charged as equipment to
the facilities acquisition and construction program.
Examples are small tools, dishes, utensils, pencil
sharpeners, staplers, and library books.

Other Outgo

Debt Service. Debt service consists of expendi-
tures for the retirement of debt and for interest on
debt, except principal and interest on current loans
(money borrowed and repaid during the same
year).

Outgoing Tuition. Outgoing tuition is tuition for
junior high school, tuition for instruction under
interdistrict attendance agreements, tuition for
regional occupational centers and programs, and
other tuition.

Interfund Transfers. Interfund transfers consist
of various transfers from the General Fund to
various other funds and from the various hinds to
the General Fund.

Appropriation for Contingencies. Appropriation
for contingencies is that portion of the current
fiscal year's appropriation that is not designated
for any specific purpose but is held subject to
intrabudget transfers.

Site or Operational Unit

Instructional and support programs may be
identified by school site, location, or operational
unit in Order to provide additional management
information relative to the total operation of a
district.
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Object by program

Instructional
programs
(General

and
special

education)

Support service programs

Instructional support

Special
projects

Pupil services

Instructional
administration

Instructional
media

School
administration

Attendance/
welfare

Guidance/
counseling Health

4000 Books, Supplies, and Equipment
Replacement

4100 Textbooks . . .. X X X
4200 Other Books ... X X X
4300 Instructional Supplies . .. .. X X X X
4410 Instructional Media Materials X X
4420 Instructional Media Supplies . X X
4500 Other Supplies X X X X X X X
4600 Pupil Transportation Supplies . X
4710 Food ServicesFood . . . , . X
4720 Food ServicesMeals for Needy Pupils . . . X
4790 Other Food Services Supplies . .. X
4800 Equipment Replacement . X X X X X X X X

6000 Contracted Services and Other
Operating Expense

5100 Personal ServicesConsultants, Lecturers,
and Others .... .. ... . . X X X X X

5200 Travel and Conference Expense .. X X X X X X X X
5300 Dues and Memberships . ...
5410 InsuranceAll; Including Pupil Insurance . .

5500 Utilities and Housekeeping Services X
5600 Contracts, Rents, and Leases . .. . X X X
5700 ,Legal, Election, and Audit Expense . .

5800 Other Services and ExpensesAdministrative

8060 Sites, Buildings, Books and Media,
and New Equipment

6100 New Sites and Improvement of Sites .

6200 New Buildings and Improvement of Buildings . .

6310 Books for New or Expanded Libraries . . X X i'
6320 Media for New or Expanded Libraries . . . X X
6410 Audiovisual Equipment X X
6420 Library Equipment . X X
6430 Food Service Equipment
6440 Pupil Transportation Equipment .

8490 All Other Equipment X X X X X X X X

17 1



NORMAL OBJECT CLASSIFICATION OF EXPENDITURES BY MAJOR PROGRAM FUNCTIONS

Object by program

Instructional
programs
(General

and
special

education)

Support service programs

Special
projects

Instructional support Pupil services

Instructional
administration

Instructional
media

School
administration

Attendance/
welfare

Guidance/
counseling Health

1000 Certificated Personnel Salaries

1100 Teachers' Salaries ... . .

.1200 School Administrators' S ries .

1300 Supervisors' Salaries . . . . ..
1400 Librarians' Salaries ..... .. .. . .

1500 Guidance, Welfare, and Attendance Personnel
Salaries

1600 Physical and Mental Health Personnel Salaries . .

1700 Superintendents' Salaries
1800 Other Certificated SalariesAdministrative

Office Personnel
1900 Other Certificated Personnel Salarie.Var.ous

runctions ... . .. . . .

2000 Classified Personnel Salaries

2100 Instructional Aoes . . . ..

2200 Classified SalariesCc unty Superintendents'
Offices and District Administrative Person ,el

2300 Clerical and Othe- Otfice Personnel Salaries .... .

2400 Maintenance and Operations Personnel Salaries
2500 Food Service Personnel Salaries . ...
2600 lranspartation Personnel Salaries .
2900 Classified Personnel SalariesOther

3000 Emp !bye,' Benefits

3100 State Tea; ars' Retirement System Fund
3200 Public Employees' Retirement Sistem F.:rid
3300 O.A.S.D H.I .. . . ..
3410 Health and Welfare BenefitsTeachers and Aides .
3420 Health and Welfare Benefit,All Other Employees .

3510 Unemployment InsuranceTeachers and A lies . .

3520 Unemployment Insurance - -All °toe. Employees
3600 Workers' Compensation Insurance . ... .

3900 Other Benefits
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Object by program

Instructional
programs
(General

and
special

education)

Support service programs

Special
Projects

Instructional support Pupil services

Instructional
administration

Instructional
media

School
administration

Attendance/
welfare

Guidance/
counseling Health

4000 Books, Supplies, and Equipment
Replacement

4100 Textbooks .

4200 Other Books . . .

4300 Instructional Supplies .

4410 Instructional Media Materials .. .

4420 Instructional Media Supplies . .

4500 Other Supplies
4600 Pupil Transportation Supplies . .

4710 Food ServicesFood . .

4720 Food ServicesMeals for Needy Pupils
4790 Other Food Services Supplies .
4800 Equipment Replacement

5000 Contracted Services and Other
Operating Expense

5100 Personal ServicesConsultants, Lecturers,
. .and Others .. .

5200 Travel and Conference Expense .

5300 Dues and Memberships . .

5410 InsuranceAll, Including Pupil Insurance
5E90 Utilities and Housekeeping Services
5600 Contracts, Rents, and Leases . . . .

5700 Legal, Election, and Audit Expense
5800 Other Services and Expenses -Administrative

6000 Sites, Buildings, Books and Media,
and New Equipment

6100 New Sites and Improvement of Sites
6200 New Buildings and Improvement of Buildings
6310 Books for New or Expanded Libraries
6320 Media for New or Expanded Libraries .

6410 Audiovisual Equipment
6420 Library Equipment
6430 Food Service Equipment
6440 Pupil Transportation Equipment
6490 All Other Equipment
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NORMAL OBJECT CLASSIFICATION OF EXPENDITURES BY MAJOR PROGRAM FUNCTIONS

Object by program

LSupport service programs

Auxii, try programs

Other
outgo

General support

D'strict/
county

superintendents
administration

Mainte-
nance Operations

Trans-
portation

Community
services

Food
services

Facilities
acquisition

and
construction

1000 Certificated Personnel Salaries
\ ..

1100 Teachers' Salaries . .

1200 School Administrators' Salaries .

1300 Supervisors' Salaries ... .... X

1400 Librarians' Salaries ... ... .. .

1500 Guidance, Welfare, and Attendance Personnel
Salaries .... .. .. . . .. .. ..... . . .

1600 Physical and Mental Health Personnel Salaries
1700 Superintendents' Salaries . . . . X

1800 Other Certificated Salaries-Administrative
Office Personnel . ...... . . .. X X

1900 Other Certificated Personnel Salaries-Various
Functions ... .

2000 Classified Personnel Salaries

2100 Instructional Aides . . . . .

2200 Classified Salarics-County Superintendents'
Offices and District Administrative Personnel X X X X X'

2300 Clerical and Other Office Personnel Salaries . X X X X X X

2400 Maintenance and Operations Personnel Salaries X X X .

2500 Food Service Personnel Salaries . . . X

2600 Transportation Personnel Salaries X

2900 Classified Personnel Salaries -Other X X X X X X

3000 Employee Benefits

3100 State Teachers' Retirement System Fund X X X

3200 Public Employees' Retirement System Fund ,

3300 OASDHI. . . . .

X
X

X

X

X

X

X

X
X
X

X X

X

3410 Health and Welfare Benefits-Teachers and Aides
3420 Health and Welfare Benefits-All Other Employees X X X X X X X

3510 Unemployment Insurance-Instructional Aides
3520 Unemployment Insurance -All Other Employees X X X X X X X

3600 Workers' Compensation Insurance . X X X X X X X

3900 Other Benefits X X X X X X X
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Object by program

Support service programs

Auxiliary programs

Other
outgo

General support

District/
county

superintendents
administration

Mainte-
nance Operations

Trans-
portation

Community
services

Food
service

Facility
acquisition

and
construction

4000

4100
4200
4300
4410
4420
4500
4600
4710
4720
4790
4800

5000

5100

5200
5300
5410
5500
5600
5700
5800

6000

6100
6200
6310
6320
6410
6420
6430
6440
6490

7000

7100
7200
7300
7400
7900

Books, Supplies, and Equipment
Replacement

Textbooks . . .

Other Books
.Instructional Supplies .

Instructional Media Materials .. .

Instructional Media Supplies
Other Supplies
Pupil Transportation Supplies .

Food ServicesFood .

Food ServicesMeals for Needy Pupils . . ..
Other Food Service Supplies ..
Equipment Replacement . . .

Contracted Services and Other .

Operating Expense

Personal ServicesConsultants, Lecturers,
and Others . .... ..

Travel, Conference, and Other Expense
Dues and Memberships
InsuranceAll, Including Pupil Insurance .

Utilities and Housekeeping Services . .

Contracts, Rents, and Leases .. .

Legal, Election, and Audit Expense .

Other Services and ExpensesAdministrative

Sites, Buildings, Books and Media,
and New Equipment

New Sites and Improvement of Sites .

New Buildings and Improvement of Buildings
Books for New or Expanded Libraries
Media for New or Expanded Libraries
Audiovisual Equipment
Library Equipment
Food Service Equipment . .

Pupil Transportation Equipment
All Other Equipment

Other Outgo

Debt Service
Outgoing Tuition
Interf und Transfers
Other Transfers
Appropriation for Contingencies
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Exhibit I-E

Califoinia SIJIt. [1.1).11[Meri.
[0 Filth Wit In
8,°+dt., d 'If [[,,1
an I Repot' t,
V i No J 41 A

Supplemental Apival Financial Report, 19_49_
Part IGeneral Fund

School Jobe

low

(

_1

Program
costs before

Direct Total direct distribution
support and direct Indirect of special

costs support cost, costs protect costs
Direct Out I I (Col I Out I I ICC 3+
costs In 01 Col 2) In 01 Col 4)

Type of program 1

INSTRUCTIONAL PROGRAMS

Genital Education
Preformal
Elementary
Secondary
Regional Occupational Center or Program
Adult
Total, Cneral Education_

2 4 5

Capital outlay

Capital
outlay

Allowed
capital

outlay for
included in cost to income

program costs comparison

6 7

4--

Spacial Education:
Physically handicapped

Special day classes I--
Regular day classes

Remedial physical education
Other remedial instruct,on, speech
Individual instruction, home and riosnital
Special speech instruction, aides
Special blind allowance

Educable mentally retarded
Special class

Regular class, by aides

Trainable mentalls, retarded
Special class

Transportation
PH/TMR/autistic
To state school or other distict

Educationally handicapped
Spec-al day classes 'PH plus autistic)
Learning disability group
Home and hospital r
Regular class, instructional aide
Special consultation allowance

Mentally gifted minors
Special day classes and other programs
Identification allowance

PH in ROC I ,t concurrently enrolled)
Visi,ally handicapped persons
Dear persons
Orthopedically hanaicapped persons

Master Plan for Special Education
Special class

Resource specialist

Designated instruction and services
Nonpublic schools

Total, special Education

F
TOTAL, INSTRUCTIONAL PROGRAMS L

I
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Direct
costs

Exhibit I-E (Continued)
Program

costs be4ore

Direct Total direct distribution
support and direct Indirect of special
Costs support costs costs protect costs

Out 1 I (Col 1+ Out 1 I (Col 3+
In (+I Col 21 In 1+1 Col 41

Type of program 2 3 4 5

Capita outlay

, Allowed
Capital capital
outlay outlay for

included in cost to income
program costs comparison

6 7

SUPPORT SERVICES PROGRAMS

Special Proisets
Early childhood education
American Indian ECE .

Educationally Disadvantaged
Youth Program

Miller-Unruh Basle Reading Act
Bilingual bicultural education
Vocational Education Act
ESEA, Title I

Regular
Neglected and delinquent

ESEA, Title IV13 .

ESEA, Title IV-C (Innovative projects)

ESEA, Title VII
Comprehensive Employment

and Training Act

Total, Special Projects

Instructional Support
Instructiondministration
Instructional Media
School Administration
Total, Instructional Support

Pupil Services

rtri

b

leneral Support
District Administration
Maintenance
Operations
Transportation
Total, General Support
TOTAL, SUPPORT SERVICES
PROGRAMS (without Special Projects)

AUXILIARY PROGRAMS
Community Services
Food Services
Facilities Acquisition and Construction

r.

4-

L.

Wiff IPARIA
MAWR, if A if

IMF SWAY NI

d

4
TO TAL, AUXILIARY PROGRAMS ____ c

TOTAL EXPENDITURES. INSTRUC-
TIONAL, SUPPORT SERVICES,
AND AUXILIARY PROGRAMS

OTHER OUTGO
Tuition
All Other Outgo

TOTAL, OTHER OUTGO

0

7

TOTAL EXPENDITURES AND
OTHER OUTGO _

0

//

/

Ar /
if AWAY

I AI ArINISMINif /
NAPANSESN',0

iF AV% IIIANWAW /

-0-

pal#1111111
,/

-0

The formula for determining the indirect cost rate is

Col 3 1d)
.direct cos: rate=

Revised 1107
Col 3 Ia + b +

WilAW 4FISINCIf

VIINOWOM'filiantWI

Thr special protects listed are not all inclusive, but ,nly some
examples of current protects Tole list will be revised each year for
data collection purposes

2S
1.21



7230 Tuition for Instruction Provided in a
Tuberculosis or Polio Ward

Record tuition for education provided in a
tuberculosis or poll') ward, hospital, or
sanatorium maintained by a Lounty or
group of counties (Education Code sec-
tions 6851 -6855) [56750 56752]

7240 Tuition and Transportation of Chil-
dren Attending Classes for Handi-
capped

Record tuition and transportation costs of
children attending classes for physically
handicapped (Education Code sections 894

and 6806 [1850 and 56709] , educational-
ly handicapper (Education Code Section
6751) [`6602], multiply handicapped
(Education Code Section 6871) [56031] ,
and mentally retarded (Education Code
sections 895, 6904, and 6910) [1880,
56519, and 56529] maintained by a county
superintendent of schools or by other
school districts

7250 Tuition for Regional Occupational
Centers or Programs (Current
Expense)

Record tuition paid (for current expense
only) to those regional occupational ci.n-
ters or programs operated under a joint
powers agreement. (See object classifica-

tion 7290, Other Tuition, for regional

occupational canters or programs operated

by other school districts )

'260 Tuition for Regional Occupational
Centers or Programs (Capital Outlay)

Record tuition paid (tor capital outlay
expense only) to regional occupational

centers or programs operated by other
school districts or county superintendents
of schools; and regional occupational cen-
ters operated under a joint powers agree-
ment.

7270 Tuition for Nonimmigrant Children,
Noncitizen Children, and Children
Residing in Foster Homes and C'hil-

dren's Institutions (Education Code
sections 6950 -6957) 142900
429111 .

72: J Tuition for Exceptional Children
ecord tuition paid for the education of

exceptional children for whom no appro-
priate special education facilities and ser-
vices are available or can be provided
(Education Code sections 6870 6874.6
and 7011) [56030 56038 and 56332] .

7290 Other Tuition
Record tuition paid (for current expense
only) to those regional occupational centers
or programs operated by other school dis-
tricts not under a joint powers agreement.
Also record tuition not otherwise identified.

Note

interdistrict payments for specific services provided by
one school district for another (such as health, administra
Lion, instruction, or transportation services provided the
pupils of one district by another district) should be charged
to object classification 5600, Contracts, Rents, and Leases,

and to the appropriate program for the service. When such
an interdistrict payment is received, it must be accounted
for and recorded on any financial reports of the district
receiving the payment as a reduction of the expense for
such service.

Example.

Two school districts contract with each other for
pupil transportation services The following procedure is

used in reporting such transactions

District A, which receives pupil transportation ser-
vices, charges object classification 5600, Contracts,
Rents, and Leases, and the Pupil Transportation pro-
gram.

District B, which performs the services, records

incomelreimbursement from district A) as an abatement

to the appropriate object of expenditure for such
services and thereby reduces the expenditure charged to

the Pupil Transportation program. (Objects of expendi-
ture that may be abated for such income are classifica-
Lion 2600 for salaries, appropriate subclassifications of

the 3000 series for employee benefits, classification
4600 for supplies, classification 4800 for equipment

NO 11 Education Code section numbers endosed in brackets on tins p ire and on page 111 -12 arc new numbers refleLting the reorganiied
Education Code under Chapters 10111 and 1011, Statuses of 1976 Beginning with SeLtion it on page 1.11 -12, only new I duration Code numbers
are cited.
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replacement, classification 6440 for new equipment, and
any others appropriately charged in the performance of
the service.)

If the actual expenditures for abatement purposes
cannot be identified, the total income received shall be
allocated on a reasonable basis to object classifications
2600, 3000, and subclassifications 4600, 4800, 6440, and
others; and to the appropriate program.

The gross amount expended, the amount recovered by
payments from one or more other distncts, and the net
amount of expense are desirable for local cost studies.
Costs should be available for state reports if requested.

- For accornting of interdistrict payments for cooperative
projects,see section111-C of this manual.

7300 interfund Transfers
Record the following transfers:

7310 From tne General Fund to the Child
Development Fund and the Develop-
ment Centers for Handicapped Pupils
Fund (Education Code Section
17201 [41013] and California Ad-
ministration Code, Title 5, Educa-

, tion, sections 15050-215052)

7320 Between the General Fund and the
Special Reserve Fund (Education
Code sections 21401-21404)
[42840-42843]

7330 To the Public School Building Fund
or to the State School Building Fund
from All Other Funds of the District
(Education Code sections 19447 and
19624) [15746 and 16095]
Record transfers of any monies of the
district that are required to be expended
for the project for which such apportion-
ment was made.

7340 1 rom the Bond Interest and Redemp-
tion Fund to the General Fund
Record transfers of monies from the Bond
Interest and Redemption Fund, after all
principal and interest payments have been
made, to the General Fund or to the
Special Reserve Fund (Education Code
sections 22055.22056) (15234-15235j

7390 Other Authorized Interfund
Transfers

111-12

7400 Other Transfers

7410 From Funds of a Lapsed or Reorga-
nized School District to Another
School District (Education Code Sec-
tion 2705) [35724]

7420 To the County School Service Fund
for the Education of Mentally Re-
tarded Minors
Record transfers in school districts with
less than 901 lints of average daily atten-
dance in the elementary schools of the
district (Education Code Section 895)
[1880]. The funds are raised by a special
tax and transfer', 4 by the county auditor.

7430 To the County School Service Fund
for Special Education Students (Edu-
cation Code Section 885.5) [1705]

7900 Appropriation for Contingencies (formerly
Undistributed Reserve)
Appropriation for contingencies is that portion of
the current fiscal year's appropriation that is not
designated km any specific purpose but is held
subject to the intrabudget transfer; that is, transfer
to other specific appropriations as needed during
the fiscal year. No expenditure shall ever be
recorded under this classification; It is fitepropri-
anon classification only.

SECTION B

Direct Costs, Direct Support Costs,
and Indirect Cost Distribution

The distribution of direct costs to all programs
and the subsequent distribution of direct support
and indirect costs provides the means for assessing
the fiscal impact of operating all programs. This
kind of cost identification is critical to the develop-
ment of a meaningful management information
system.

Methods of allocation of direct costs and distri-
bution of direct support charges and indirect
charges are presented herein for determination of
total program costs.

Direct Costs

Direct costs are those expenses which can be
charged directly as a part of the cost of a product
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or service, of a department or operating unit, or ot
a program. Dired costs are distinguished from
direct -Support costs, Much can be distributed
among one or more programs, and indirect costs,
which must be distributed to ail instructional
programs, special projects, ind au\' ary programs

AU direct costs charged to programs ate classi-
fied as objects of expenditure Nese objects of
expenditure are discussed in detail in Part Ill,
Section A. (See also Exhibit 1-D-1, Normal Object
Classification of Expenditures by Major Program
Functions.)

Direct costs should be charged to the program
most dearly identified with the purpose for the
cost. Examples of costs easily identified with a
particular program are teachers salaries, his
drivers' salaries. and textbooks

Other direct costs such as employ ee bend its,
substitute teachers' salaries, and ausceliaileous
instructional supplies costs that are not so easily
related to specific ::Trograms may be charged to
holding (suspense) programs for subsequent real-
location to using programs

Direct Cost Proration,

Direct l.,1t proration, may be &tined as the
assignment or distribution of costs to programs in
proportion to the benefits such e\penditures pro-
vide m accordance with a formula or other
equitable procedure I wo kinds of direct costs
requre proration those charged to a holding
program tor suo I sequent reallocation and those split
between two or more program at the time ot
initial recording of the costs

Holding Programs

The holding program h a suspense ai.Lotrilt
which holds the costs temporarily until they are
assigned to the appropriate using program Direct
costs such as employee benetits, substitute
teachers' salanesmd nusLellaneous instructional
supplies are difficult to assign directly because they
are lump sum payments l'he use ot holding
programs facilitates timeliness ot detail acLounting
processes and allows for clear determination of the
appropriate placement of charges

Substitute frac her saltines I he method of

allocating the costs its short- and lolig-term sub-
stitute teachers should be based upon the number
of Lertficated teaching personnel eligible for sub-

:31
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statues Since the salaries of substitutes may he
Lonsidered ct tringe benefit ot the teacher and a
normal cost of all programs, both long- and
shot t term substitutes' salaries may be charged to
all programs on a pro rata basis

Hie total cost of employing substitutes may he
divided by the number of eligible certificated
teaching personnel and allocated to the programs
In proportion to the number of eligible certificated
teachers in the program ( olleding these costs by
site may be preferred so that the proration is
relative to e penence at each site Ihe proration is
nude monthly trust a holding program in General
Support

tit/ph/Jet' henefirs It is recommended that the
holding program for emrloyee benefits be located
in General Support -For example, the personnel
program might be used for holding purposes Die

the
the

proper object of expenditure h used with
initial charge to the holding program, as in
tollowmg example

Description

STRS Fund Ex

De,alled expense code Amount

Object
Pro-
gram Debit Credit

pense (holding) , 500 3100 XXX $20,000

Cash in County
Treasury 500 9100 XXX $20,000

Instructional Pro-
gram Employee
Benefit Expense 181 31G0 XXX 2,500

STRS Fund
Expense
(Holding) 500 3100 X XX 2,500

1,1( )1 t Ill, two er tries represent (i) the 'albal rei ferlina of a State
Tea( Helm 111. fit `-,y .!111 I II 1 ifishop,ement proper
'bp t building nograffilif f I 1 the ylly,equent prieanini of

StUP led( Heti .)V,(f.111 I wid !film the
hoicling prnivieri to do ifistrui bona! program f nr 1),1,1/_,S,"1 of
110 Ing thi,, employee benefit expense allo(atii)ri t,,r, may be
e.t,..11,11,fied in the payriill repre,,eritinii arnofinf,, per terlib

erribbiyie and anionnb, per :pit employee, re,pet tively

11/ s( elliincons Instructional supplies N1iseel-

laneous instrik trona! supplies that are not klenti-
tial)le with speL We instructional programs at the
time of purchase should he charged to a holding
program (suliclassitkaton ot object of epn(liture
1,issitiLation -1300) in the instructional adnimistra-'

lion of instructional media programs i or

Wien( (.11StrIbiltion I he IllisLdldneous supplies
should be allocated monthly to the instructional
programs honed can adual usage or on the ratio of
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each program's enrollment to the total .cumu-
lated enrollment of all instructional programs

Two or More Programs

Salaries of personnel working in two or more
programs are prorated on the basis of time spent in
each program. Equipment and services utilized by
more than one program are prorated on the basis
of equipment usage and the percent of service
provided to each program.

Direct Support

Direct support charges constitute a reallocation
of portions of the direct costs accumulated in the
various support programs. In order to comply ivith
the requirements of the Annual Financial Report
of Programs as well as requirements of certain
other programs for which these direct support
charges are required for state reporting, each
district superintendent and county superintendent
shall allocate the portions of the direct costs in the
support programs for services rendered to the
instructional programs, special projects. and auxil-
iary programs. The following criteria may b
applied to identify a charge as direct support

I. The costs of services are readily and reason-
ably identified as support to a particular
prograni.

2. The administrator of the using program
usually has sonic. control over. or respon-
sibility for, the costs ot services,

3. The costs of services in question would no
longer be necessary if the using prograniwere
discontinued.

One example of a direct support charge is the
cost for a field trip charged (debited) to an

instructional program and credited to the trans-
portation program a .erviLe that was specifically
requested for an instructional program beyond the
normal homc-to-school transportation services pro-
vided to students.

Another example Is the said! y. or prorated
portion of the salary, ot a psychologist who
provides a specific servile to a special education
instructional program.

Direct costs ot support prograIns also may he
charged to other support piograins as (hied sup-
port charges For example. the instiuLtional media
program requests maintenancen.enanLe on its equipment
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the cost of the time and material is shown initially
as a direct cost of the maintenance program but
subsequently is distributed as a direct support
charge to the instructional media program.

Auxiliary programs, such as food services, may
be subject to the distribution of direct support
charges to or from other programs. For example,
the direct costs of special preschool meals initially
are eharg0 to the food services program and
subsequently distributed as direct support charges
to the preschool program.

As another example, the direct costs of custodial
services are trtially charged to the operations
program and then distributed as dire-et support
charges to the food sL,r-vices program

If a suppoi Program's services directly benefit
other programs such as transportation services
provided to an instructional program for a Field
trip the costs should be charged to the using
instructional pr\ogram in much the same way that
an outside firm \would charge for its services. The
charge N actually a transfer of costs by the use of
an interprograhi charge and credit transfer.

Several methods may be used to accumulate and
allocate direct support charges The intent of this
section is to authorise suffi alternative
methods to meet individual n,Tds while at the
same time maintaining a system that develops
reasonable comparable data among all school dis-
tricts and tho.....ces of county superintendents of
schools One or more alternative methods shall he
available for each support and auxiliary program to
be used in determining direct support charges Hie
methods are shown for each program in Figure

Description of Methods

Some methods that may be used to allocate
direct support charges are the following,

ltme-and-mutertai% method I he costs of salaries
and benefits arc accumulated in piopoi non to the

actual time spent and the cost ot materials used or
any) on a given assIgffillent.

I rumple

Ilie s,el,uy dud i,enrlit. ul I he does I n 1)1 NI/Cl..1,11

edUldll()11 ale .1 dlICtf Lliarge tit the iihnt,t itimintstra-
tkm rrogiain the ,..ltarge. ate Imitated to each Nyte,ial
eiltkation pttigiain ha.ed (Hi the a,Iti,11 tithe .pent and

111dICILIIN Ihed
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Support ser e program

Method

Time and
materials

Rate per
mile

Work
order

Ada or
enrollment

Time-floor
area

Hour
consumption

Quantity
consumed

Instructional Adminis ration
Instructional Media

X

X x
School Administration X

Pupil Servizesa
District Administration
Maintenance . ....

X
X

X

x
x

X

Operations X x x x

Transportationa X x X b x

a These support programs will have r.o residual costs remaining to be distributed as indirect costs
b Pupils actually transported.

Figure 111-1. Methods of Allocating Direct Support Costs from Support Service Programs
to Instructional Programs, Special Projects, and Auxiliary Programs

gate per male method Under the rate per mile
method, the total costs of operating a vehicle are
divided by the number of miles driven. This
formula may be based on the prior year's costs or
on estimated costs for, the current year.

Work order method. A variation of the time and
materials method is the work order method where-
by charges for time for a specific job performed for
a program and the cost of the materials used are
a cumulated on work orders by the servicing
program. The total cost from the work order is
transferred as a direct support charge to the using
program. For example, a printing department
maintains a work order system for each job
performed for all other programs in the district.

When actual costs cannot be readily identified,
then some method of proration must be used.

Average daily attendance or enrollment method
The average daily attendance or enrollment
method is a way of prorating costs by t iking the
ratio of the pupils in an individual program to the
total pupils servec, by the support program. This is
a simple method in which the assumption is made
that all pupils are served equally.

Example
A team of psychologists serves three special education

programs. Program A. with 30 students. Program B. with
20 students: and Program C. with 2s students. A ratio is

established between the number of students in each

program and the total number in the three special
education programs served by this team. The total cost
of the psychologists' salaries and benefits is S6,700 per
month. The cost is allocated among the programs. 40
percent ($2.680) to Program A. 27 percent (SI ,809) to
Program B; and 33 percent (S2,21 I) to Program C.
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Time floor area method. The time-floor area
method is used to prorate expense to a given
program on the basis of the floor area occupied by
the program in proportion to the total floor area
and the percent of time such floor area is used.

Example

The cost of treatment for an existing plant floor area
of 60,000 square feet is $1,000 One-third of the total
area, or 20,000 square feet, is used for equal amounts of
time by classes for adults and classes for each of grades

nine through twelve. The classes for adults consume

one-fifth of the class time, therefore, the amount of
expense distributed to classes for adults is one-fifth of
one-third of $1,000, or 566.67.

Hour-consumption method Proration of an
expenditure by the hour-consumption method is
made by charging the program in proportion to the
length of time the program uses the facilities.

Example

Classes for the mentally retarded use certain school
facilities Expenditures for water, electricity, and heat
are prorated on the basis of the hours the building is used
for classes for the mentally retarded in proportion to the
amount of tune the building is used for all types of

classes.

Quantity-consumed method The quantity
consumed method is used to prorate expense to a
given program in proportion to the actual amount
Of supplies consumed.

P, A ample

Paper towels are purchased at a cost of S 1,000.
One-tenth of the towels are used by recreational groups
in the community service program len percent. Or
S 100, ,s .'proper charge to this activity
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After allocation of support program charges
has be n made, the cost of a support program will
appear as total direct costs plus direst support
costs from other programs, less direct support
charges to other programs. The cost of an Instruc-
tional program will appear as total direct costs plus
direct support charges.

Direct support program charges shall he distri-
buted, but they simuld be shown separately and as
an addition (debit) to the programs they direc tiv
support. As direct support program charges are
added to other programs, a like amount will he
subtracted from (credited to) the support pro 'rams
from which the charges were distributed.

Application of Methods

Special Projects

Special projects are unique in that they 11,1%e
their own funding and ale entirely in support of an
instructional program or another support program.
The donor-authorized support services have already
been charged as direct costs to the special projects,
so no further distribution is necessary unless the
district provides local or general state aid support
for these projects

SPI CIAL NOI I the distribution of the special pro,e,.:s to the
Instructional programs is at the disLretion ot the district and is
not required for stabt reportme ilov,eNer, the spe,.ial projects
shall not be distributed to the instrihtional proerams until atter
the indirect costs have been applied

The method of allocating district contributions
as direct support charges to special projects sluff Its,

as follows:

I. Salaries of the district director of projects,
salaries of clerks, employee benefits, supplies,
and other costs charged directly to the district
administration program time and matenals
method
Instructional media service costs and media
equipment rental tune and materials or work
order method

3. Pupil services costs, such as salaries for
psychologists and nurses, employee benefits,
special testing, and physical examinations
time and materials method

4. Custodial and other operations costs time
and materials method. time-floor area meth-
od, or quantity-consumed method
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5 Food services costs -time and materials or
quantity- consumed method

( All other charges time and materials method
Instructional Support

Costs of services that are readily and reasonably
identifiable within the Instructional administration,
instructional media, and school administration
programs, wi.ich support various Instructional and
auxiliary programs, shall be transferred to the using
program through the use of an interprogram charge
and credit transfer. Examples 'of such costs are
elementary and secondary supervisors' and clerks'
salaries and employee benefits; costs of services for
the use of instructional media and costs of media
equipment rental for a particular program; 'prin-
cipals' and clerks' salaries, employee benefits; and
supplies. All remaining costs shall he distributed as
indirect costs as shown on page 111-18.

Pupil Services

All pupil services costs snail be dipnbuted as
direct support charges through their use of an
mterprogram charge and credit transfer. No
residual costs will remain in this support service to
be distributed as indirect costs.

1 ttendance and wellare. Attendance and welfare
costs shall he distributed on an enrollment or a.d.a.
basis to all instructional programs. I xception:
costs of attendance and welfare personnel that
are assigned to a particular plant, such as a high
school, shall be direct support costs based on the
time-and-materials method.

Guidance and counseling Guidance and counsel-
ing costs that are readily and reasonably identified
shall be distributed on a time-and-nutenals basis

yample

A counselor is assigned to a given site, such as a.high
school. The salary and employee benefits of the
.ounselor dud the clerks ,Ind any materials used are
Charged to the appropriate instruatonal lyrograrns.

It a tune-;,nd-materials system is not leasihle,
then the distribution shall he on an enrollmem or
a.d.a.

/frail!, !lath cost, shall he distributed on the
basis of tune and materials. 1 xamples are salaries
and employee benefits of psychiatrists and nurses,
special testing, and physical examinations that are
distributed to the applicable instructional pro-
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grams. If the time-and-materials basis is not feasi-
ble, then the costs shall be distributed on an
enrollment or a.d.a. basis.

General Support

County .)uperintendent and district administra-
tion District and county superintendent adminis-
trative costs shall' be distributed using the time-and-
materials method for those costs that are readily
and reasonably identifiable. The work order
method shall be used for administrative services
such as noninstructional data processing, printing,
and duplicating services.

The remaining administrative costs shall be
distributed as indirect costs, as described on page
111-18.

" Maintenance services. All maintenance services
that are readily and reasonably identifiable shall be
transferred to the using program by the use of an
interprogram charge and credit transfer. The
charges shall be the actual costs of providing the
service, based on a work order system or a
time-and-materials basis of charges.

Examples of maintenance services are main-
tenance and repair of driver training vehicles and
equipment; maintenance and repair of instructional
equipment used in the classroom; and maintenance
and repair of food service equipment.

The remaining maintenance costs shall be distri-
buted as indirect costs, as described on page 111 -18.

Operations services Operations services that are
readily and reasonably identifiable shall be trans-
ferred to the using program by the use of an
interprogram charge and credit transfer. Operations
services that shall be charged as direct support to
the using program include site custodial salaries,
employee benefits, supplies, utilities, laundry and
dry cleaning, uniform repair, and other services
performed for the benefit of a particular program.
As applicable, the time and materials, time-tloor
area, quantity consumed, or the hour-consumption
method shall be used.

The remaining operations costs shall be distri-
buted as indirect costs, as described on page 111 -18.

Transportation services. Costs of transportation
services shall be transferred as direct support costs
to all the programs and projects utilizing these
services by the use of an interprogram charge and
credit transfer in the following manner:
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I. All field trips shall be charged to the using
program based on one of the following
methods:

a. Actual charges from the bus contractor
b. Fixed rate per mile based on prior year

costs or estimated costs for the current
year

c. Fixed rate per mile plus hourly rate charges
per trip

2. Transportation costs for physically handi-
capped, trainable mentally retarded, or
autistic students and costs for transportation
of any of those students to California state
schools or to school districts other than their
own shall be charged to the special education
subprogram, transportation, by one of the
following methods:

a. Actual charges from the bus contractor or
actual costs computed by the school district

b. Fixed rate per milsKThased on prior year
costs or estimated costs for the current
year, multiplied by the number of miles per
day for each program, multiplied by the
number of school days

c. Fixed rate per mile, plus hourly charges,
multiplied by the number of :ailes per day
for each program, multiplied by the
number of school days

3. Other transportation, not home-to-school,
such as transportation to athletic events,
delivery of regional occupational program
students to place of employment. and trans-
portation from school to school shall be
charged as in (2).

4. The remaining transportation charges (home-
to-school costs for the district preformal,
elementary, secondary, and regional occupa-
tional centers or programs; educable mentally
retarded students; and educationally handi-
capped students) are distributed as follows.

a. Divide the total remaining transportation
costs by the total number of students
transporteu.

b. Multiply the rate obtained in substep 4(a)
by the number of students transported in
each category.

c, Transfer these amounts as direct support
charges to the various programs involved.
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No residual costs will remain in this support
service to be distributed as indirect costs.

SPECIAL NOTE: All charges for transportation services to
organizations outside of the district, such as parent-teacher
associationsi recreation distncts, senior citizen groups, and so
forth shall,Ix abated to the transportation program by the use of
a contra account. These charges are based on the methods
indicated for field tnps in step (1).

Auxiliary Programs

Community services. Community services shall
never be distributed as direct support charges;
however, this program shall receive direct support
charges, such as custodial service, utilities, main-
tenance service, and instructional media supplies
and charges, if applicable, from the facilities
,acquisition and construction program.

Food services. Donor-authorized food services
expense shall be a direct charge to the special
project. Food services expenditures that are district
contributions for special projects shall be distrib-
uted as direct support costs to the projects. All
other expenditures shall remain in the food services
program. However, this program shall receive direct
support charges, such as custodial services, utilities,
and maintenance of equipment. ,

Facilities acquisition and construction Expen-
ditures charged to the facilities and construction
progrEni are distributed as direct support charges
only community services and adult education
programs, if applicable, or to donor-authorized site
acquisition and/or construction of a facility for a
special project.

Indirect Support

Each school district and office of the county
superintendent of schools shall allocate indirect
costs to all instructional programs, special projects,
and auxiliary programs. The following method
shall be used to allocate the indirect costs:

I. Total the remaining costs in all the support
programs except special projects and other
outgo.

2. Total the direct and direct support costs of
the instructional programs, special projects,
and auxiliary programs.

3. Divide the total determined in step ( I ) by the
total in step (2), and carry to six decimal
places.

4. Apply the rate obtained in step (3) to the
total of the direct and direct support costs of
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each instructional program, special project,
and auxiliary program.

NOTE The state reporting requirements are shown m Exhibit
I-E on pages 1-20 and 1-21 A work sheet showing sampies of the
distribution of direct support and indirect costs is shown on
pages 111-20 and 111-20A

Interprogram Charge and Credit
Transfer Process

An interprogram charge and credit transfer
process is to be used to transfer direct support
charges from the support service programs to the
instructional programs, special projects, and auxil-
iary programs. This transfer can be identified or
coded in several ways, particularly for electronic
processing. Four ways are given here which may be
used to transfer, for example,- salaries of elemen-
tary principals, vice-principals, and clerks; em-
ployee benefits; and office supplies from school
administration to direct support costs of the
general education elementary program.

Example 1. Use object of expenditure classifi-
cation 5900, Interprogram Charges and Credits for
Direct and Indirect Support Services:

5910 General Education, Elementary (School
Administration) (debit)

5990 School Administration (General
Education, Elementary) (credit)

Example 2. Establish a direct support code
using the first two digits of the object code with 98
as the last two digits for the debit and 99 for the
credit:

1298 General Education, Elementary (School
Administration) (debit)

1299 School Administration (General
Education, Elementary) (credit)

Example 3. Establish a direct support code
using the first two digits of the object code with an
alpha notation for the last two digits, such as DD
for the debit and DC for the credit:

12DD General Education, Elementary (School
Administration) (debit)

12DC School Administration (General
Education, Elementary) (credit)

Example 4. Use a code system preceding the
object of expenditure, and assign code numbers to
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each type of support program and the respective
debit and credit codes as follows:

0100

0200

Special Projects

0110 Debit
0115 Credit

Instructional Support

0210 Instructional Administration - -Debit
0215 Instructional AdministrationCredit
0220 Instructional Media -Debit
0225 Instructional MediaCredit
0230 School Administration - -Debit
0235 School AdministrationCredit

0300 Pupil Services

0310 Attendance/WelfareDebit
0315 Attendance/WelfareCredit
0320 Guidance /Counseling- -Debit
0325 Guidance/Counsel' lgCredit
0330 Health - -Debit
0335 HealthCredit

0400 General Support

0410 District Administration- -Debit
0415 District AdministrationCredit
0420 Maintenance - -Debit
0425 MaintenanceCredit
0430 Operations -Debit
0435 Operations -- Credit
0440 Transportation - -Debit
0445 Transportation -- Credit

051;2 Auxiliary Support

0510 Community Services- -Debit
0515 Community Services Credit
0520 Food Service -Debit
0525 Food ServiceCredit ,
0530 Facility Acquisition and Construction

--Debit
0535 Facility Acquisition and Construction

--Credit
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This method will help to identify the source of
the transfer along with a brief description of the
action:

0230 General Education, Elementary (School
Administration) (debit)

0235 School Administration (General
Education, Elementary) (credit)

Indirect Costs Distribution

Only the methods illustrated in Example 1 and
Example 4 can be used to distribute the indirect
costs. In Example 1, change the description in
codes 5910 and 5990 to Indirect Costs. Example 4
requires the addition of codes 0600, Indirect Costs;
0610, Indirect CostsDebit; and 0615, Indirect
CostsCredit. In either case all the instructional
programs, special projects, and auxiliary programs
shall be debited in the manner as described for
computing the indirect costs as Illustrated on page
111-18, and each support program (instructional
support. pupil services, and general support) shall
be credited with the remaining amount after all
direct support charges have been allocated.

3/

SPECIAL NO'[ ES (1) Regardless of the examples tottowed, the
interprogram charges and credits transfer accounts are not
budgetary accounts but are transfer accounts and must always
have a debit and a credit transaction so that the account balance
As always zero, (2) Regardless of whether a hand method or a
mechanical accounting method is employed, separate totals of
debits and creiits must be maintained in each program.
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0

Direct costs

1

Direct support
costs-in

2

Direct support
costs-out

3

Total direct
and

direct suppbr:
costs

4

Indirect
support costs

0.047425

5

Program costs
before

distribution
of special

project costs

6

Special
protect

support costs

7

Total

8

INSTRUCTIONAL PROGRAMS

General Education
Preformal $ 4,050

920abcde $ 13,250 $ 628 $ 13,878 $ 36,273m $ 50,151

Elementary 3,509,000 262,500abcdfgh 3,771,500 178,863 3,950,363 55,177m 4,005540

Secondary 2,187,000 218,990abcdfhl 2,405,000 114,057 2519,057 11,000m 2 530,057

Regional Occupational Centers (ROC)
7:ir Programs (ROM 850,000 25,000abchk 875,000 41,497 916.497 1,500m 917,997

Adult 33,300
9.000acfh 42,300 2,006 44,306 1,500m 45,806

Special Education
Physically Handicapped

Spacial Day Classes 819,000
abc

2,000 821,000 38,936 059,936 4,190m 864,126

Educationally Handicapped
Special Day Classes 272,500 7,3

90abcd 279,800 13,270 293,070 3,142m 296,212

Transportation
PH/TMR/Autistic 5500d 5500 261 5,761 - 5,761

Total . 7,674,850 538,500 8,213,350 389,518 8,602,868 112,782 8,715,650

SUPPORT SE RV ICE PROGRAMS

Spacial Projects
ESE A, Title I, Preschool 25,675 25,675 1,218 26,893 126,8931m

Miller -Unruh Basic Reading Act ...... 22,000 22 .700 1,043 23,043 123,0431m

Comprehensive Employment and
Training Act (CETA) 60,000 60,000 2,846 62,846 162,8461m

Total . .
107,675 107,675 5,107 112,782 (112,782/m

Instructional Supoort
Instructional Administration 27,000 (10,000)g 17,000 (17,000)

Instructional Media .. 38.000 10.000 (5,000): 43,000 143,0001

School Administration . 75,000 175,0001'

Pupil Services
Attendance/Welfare . . 18,000 118,0001a

Guidance/Counsalirg 21,000 (21,000)"
Health 39,000 139,0001b

Xei
General Support

Administration .. ....... 200,000 200,000 (200,000)iDistrict
Maintenance 145,000 (55,000/1 90,000 190,000/

Operations 299,000 1247,0001c 52,000 (52,000)

Transportation 97,500 197,5001'

"7-3

Total 959,500 10,000 (567500) 402,000 (402,000)



Direct costs

1

Direct support
costs-n

2

Direct support
costs-out

3

AUXILIARY PROGRAMS

Community Services 30,000 10,000c
Food Services 31,500 10,000c (1,0U0/e
Facilities Acquisition and
Construction . 75,000

Total 136,500 20,000 (1,000)

District total $ 8,878,525 $ 568,500 1$ 568,500)

Proc m costs
Total direct before

and Indirect distribution Special
direct support support costs of special project

costs 0 047425 project costs support costs Total

4 5 6 7

40,000
40,500

75,000

155,500

$ 8,878,525

1,897 41,897
1,921 42,421

3,557 78,557

7,375 162,875

$ 8,878,525

41,897
42,421

78,557

162,875

$8,878,525

NOTE Column 1 shows all the direct charges by each program. The various direct
support costs are distributed by the use of interprograrn charges and credit transfers

a. Pupil services (attendance/welfare distributed by average daily attendance plus actual
cost at the secondary level) Debit preformal $700, elementary $5,000, secondary
$10,000, ROC/ROP $1,000, adult $500, special education physically handicapped
$500, )d educationally handicapped $3r0, and credit attendance/taellare $18 000

b. Pupil orvices (health distributed by a d a 1 Debit preformal $500, el" (
$23,5 , secondary $12,500, ROC/ROP $1,000, special education ,.,hysically
handicapped $r100, and educationally hand, tiarJ $1,000, and credit health
$39,000.

c. Operations (to charge custodial salaries, employee benefits, supplies, and utilities)
Debit preformal $5,000, elementary $125,000, secondary $75,000, ROC/ROP
$15,000, adult $5,000, physically handicapped $1,000, educationally handicapped
$1,000, community services $10,000, and food services 4, J,000 and credit
operations $747,000

d Transportation (distributed on ar oil ha,,isl Debit preformal $2,000,
elementary $50,000, secondary $35 d00, educationally handicapped $5,000, and
spec i.e education transpor tat ion $5,500 and r relit transoortat ion $"7,500

40

e, ' services (charges to preforrnal for meals for needy pupils) Debit preformal
$1,000 and credit food services $1,000

f. School admmistratior Debit elementary $45,000, secondary $27,000, a . adult
$3,000, and credit school aoministration $75,000.

Elementary education Debit elementary 411 0 ,0 0 0 and credit instructional ,,dministra
Iron $10,000

Pupil services (guidance/counselin distributed by actual cost) Debit elementary
$4,000, secondary $13,500, ROC/ROP $3,000, and adult $500, and credit
guidance/counseling $21,000.

Maintenance Debit instructional media $ 0,00(1 for the maintentio-e, of equipment,
debit secondary $45,000 for repairing the grandstands and the sprinkler system and
replacing a major portion of the turf at the high school athletic leld, and credit
maintenance $55,000.

Instructional media (chargs for the use of special films, filmstrips, a 10 equipment)
Debit ROC/ROP $5,000 and credit instructioeal ciedia $5,000

Distribution of the special projects Debit preforrnal $26,893 and credit (SE A
preschr...I $26,893 debit elementary $23,043 and credit Miller Unruh $ '2 04 I iehi;
preforrnal $9,380, elementary $3"),10, set 0N/try $11,000, ROC/ROP It1,5(10, 'dun
$1,500, physically hands( doped $4.190, and tales ationally hdridic appeci $3,142 and
relit CI TA $62,846

g.

k,

Figure III-2. Illustration of Direct Support Charge Allocation, Indirect Support ^ Allocation,
and Special Project Cost Allocation
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