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./ FOREWORD :

v . .

Handbook I1I Avas originally publishéd’in 1959. Its purpose was to provide a
standard guide t the‘ terminology used in property accounting for local and State
schodl systems./ .

° ' s Education Has taken on a “new look” in the 17 years srnce Handbook I1I first was"

' published. Sfich traditions as the self-contained classroom, 55-minute classes, and
summer vadation are giv}ng way to new alternatives: year-round school, open school,
mini-courées, modular-class scheduling, differentiated Qtafﬁng, and team teaching,

New subject matter and umique delivery systems for teaching these topics are being
developed each year. a"hese developments have brought with them new uses for
exist] g space and equipment as well as t'equrrements for new kinds of facilitiés.

. . Qoncurrent with new deVelopments in education concepts and technology, the
processes of planning, management,‘and evaluation within education have become far

_fhore complex. Budgetrng methods are becommg more sophisticated as traditional
.. /line-item budgets have given way to program-orrented budgets. Similar trends toward
, T 7 soplustrcatron have appeared in the area of accounting and financial management
where deqrsronmakrng tools that Jong have aided the private business sector, such as
depreliation accounting and capital budgeting, are being employed. These new
- approaches require new kinds of information—in mote»detarl and ata greater level of &
N accuracy than ever before. . . ‘o
.‘ The past decade has seen the public bring intense pressure to bear on the education o
\ // community for more accountability and greatergroductivity. In respondtng to these
pressures, educators ltave developed new techifques for measuringand analyzing their
products and processes, thus generating new krnds of data that can be reperted to the
public. - s
In recent years, thg education community has recogmzed ;he need to update and
. extend Handbook 11 te accommodate additional information about the new kinds
. and uses of builings, sites, and equipment that have beeh developed in the last 17
years. Education managers also saw the opportunity to gevelop a revised handbook
that would be more compatrble with the new handbooks and handbook revisions
published since 1959. .
This revised edition of Handbook I1I provides propertyf?ermmolog'y, definitions,
concepts, and a classification structure for property? mformatron that are in ended to
assist in planmng and decisionmaking and to help ensure compatrl;le and comparable !
/ recording and reporting of data on education property. The 'aevelopment of this \
handbook was based upon the premise that a project of this. natur\e must involve a

/ ' broad base of participation. The acknowledgments section, agpghdix D, indicatcs the

nine professional organizations and the many individyals vhohrpade significant .

contributions to the development of the final documen(t. ) 3""' . et . e
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This project was conceived and most of the work was done in the National Center
for Education Statistics’ former Division of Intergovernmental Statistics and its

Educational Data Standards Branch, headed by Absalom Simms and Allan R.
Lichtepberger, respectively.
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THE PURPOSE OF HANDBOOK IIIR!

' The purposes of this handbook are (1) to pro-
vide a comprehensive guide to standard terminol-
. ogy- relating to property (sites, buildings, and
) equipment) used in education,? (2) to provide a list
. of suggested data items uéeful in describing prop-

erty, and (3) to provide general-guidelines that can
" assist the reader in understandx@ and developing
. property information systems.

' It must bé emphasized that the ha.ndbook pro—
’—.\(wdes only an overview of the procedures for
' creating and operating a property accounting sys-
tem, while conceritrating primarily on the issues of
deﬁmng and selecting items of information for an
LE.A’s property files. W .

"THE NEED FOR PROPERTY

, INFORMATION FOR PLANNING
'~ AND DECISIONMAKING

IN EDUCATION

-

AlIocating, operating,-and accounting for the

N . physical assets of a school system are among the
least publicized ‘but most important responsibilities

& Oof education managers. Propertysrelated costs
(such as Yhe costs of acquiring sites; eonstructing,

Roman numeral III. The “R" following the Roman numeral

Henotes that this Is a revised version of the original handbook.

~ ¢  Full bibliographic references to all handbooks in this series are
presented in appendix E.

2This handbook addresses perty used in elementary,

middle, secondary, and commuMity (adult) education, but

excludes higher education. Property used in higher education is

covered by the Higher Education Facilities Inventory and

Classification Manual (see appcndxx E for full bibliographic

information).

. ERIC . o

Aruitoxt provided by Eic:

renovating,” and opérating facilities; and purchas- _

{Handbook IIIR is the third in a series, as denoted by the

Chapter 1 T :
. INTRODUCTION

-
«
.o ’ »

ing, maintaining, and replacing equipment) com-
w prise one of the largest segments of the total costs
of providing services. Competition from other por-
tions of the education budget, particularly salaries,
is intense. As a result, most school systems seldom
have_enotigh funds to satisfy their total property
needs, and, for many schools, the gap between
available funds and property needs is widening. At

the same time, for other schools a pequliar pheno-,

- menon of the 1970’s has arisen: underutilized sites
and bulldmgs are becoming an mcreasmg problem
' In respanse to these and other pressures, the pub-
lic, as well as State and Federal funding sources,
has begun to place increasing demands, upon
school system managers to justify their requests for

additional physical resources and to-expand the -
utilization of the regources that are currently in’

use. For school system managers to make the best
use of property resources, there must be a constant
flow of ifitelligent planning and management deci-
sionis. The principal ingredient in making good,
informed decisions about the allocation of prop-
erty resources in the local school system is relevant,
‘valid property information.”

ey
~

.

Good information about the quantities and uses

“of various kinds of property is needed for manage-
ment purposes at the State and Federal level as
‘well as at the local level. Valid and comparable
_ information at these levels can support the drafting

of legislation, policymaking, research, and the .

dissemination of mformatlon to governing agen-
cies, funding sources, and the general public.
Clearly, the same systems of prop rty mlormatloi’l
needed at the local level showid be desngned to
provide the basic information. required at these
State and national organizations. *

To improve the ability of local school managgrs
to obtain the necessary data and to,communicate
these data in.usable form to others, 'it has bécome

\

-1
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_ increasingly 1mportam to collect and report this
information in agniform fashign. Thus, educators
have 1dent1ﬁec\_,he need for a “§ommon language”

tegarding education property—fa set-of gandard-
ized property terms and definiftons.

" THE ROLE OF NCES IN THE
GATHERING-AND COMPILING
OF DATA AND INFORMATION
ABOUT EDUCATION '

This ha.;gook is otle of several in the State
Educational Records and Reporis ‘(SERR) Series,
sponsored by the National Center for Education
Statistics (NCES) in a coordinated attempt to
produce a comprehensive and compatible set of
standardized. terminology for use in education.

NCES has a responsibility to pravide and inter-
pret comprehensive statistics about the condition
of education in thg United States. In addition it has
mandates calling for conducting and publishing
specialized analyses and for providing assistance to
State and local education agencies in ‘improving
their statistical activities.

To fulfill its role, NCES sponsors a number of
programs, ranging from regular data collection to
the development of materials and techmques that
facilitate the compilation and comparison of statis-
tical information. One of these programs is the

~

development and periodic revision of manuals of ,

standardized terminology. One set of handbooks,
the SERR Series, is primarily directed toward
elementary and secondary education and” has
sprung from a,Jong-expressed need by educators to
have statistical information avqilable to them ip
more uniform and compatible formats. The first
handbook in this series dealt with a common core
of general information related to education. That
handbook, as did the handbooks that followed it,
stressed standardized terms and definitions, along
with a classification ‘scheme and coding structure
for those terms. -

In addition to Handbook IIIR, the other hapd-
books currently available in the SERR Series? are:

-

L
3Appendix E contaims full bibhographic references to all
handbgoks insthe SERR Series, both 1n and out ef prnt,
togethe with pertinent handbooks dealing with higher educa-
tion.

PROPERTY ACCOUNTING
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”

A\ ”

HB IIR. Financial ktcoun;ing Classifications
and Standard Terminology for Local
and ‘State School Systems; 1973. .

HB IVR: Staff Accounting: Classifications and

Standard Terminology for Local and
State. School Syster_ns', 1974. ’

Accounting: Standard

HB‘VR Student/ Pupil
uide for Manag-

Terminology

. ing Student Data in Elementary and

y Secondary  Schoagls;~ Community |
Junior Colleges; and Adult” Educa-

tion, 1974. A~ : E

Standard Terminology for Q_zgr?cu-
lum and Instruction-jn Le®al and
—State School Systems,\‘T‘HO

¢ HB VI:*

The State Educan'or'z Agency: A
Handbook of Standard Termjnology
and a Guide for Recording and Re-
porting Informanon About State Ed-
ucation Agencies, 1971.

HB Vil:

o

Educational Technology: A Hand-
book of Standard Terminology and a
Guide for Recording and Reporting
Informatidn  About  Educational
Technology, 1975.

HB X:

Adoption of the SERR Series (or the “hand-
book -series,-as it -ts—most-often-tatted) ismot—— "
required by Federal law. NCES does not, nor can
it, mandate the use of any handbook at either the
State, intermediate, or local level. However, more

and more State and local school system adminis-

trators have begun to realize the value of having
well-organized, stapdard™items of data at their -
disposal fQr management and reporting purposes.
As a result, many of the handbooks in the SERR
Series have come into use in a number Qf the
Nation’s school systems. At same time, many °
Federal and State reports utilize terms and defini-
tions from these handbooks.

Increasing support for the .handbook series is
perhaps best illustrated by the following “Resolu- .
tion on Data Standards,” approved by the Councxl

of Chief State S¢hool Officers:  ~ L.




INTRODUCTION.

RESOLUTION ON DATA STANDARDS

B

- June 14,1973  °

" RESOLUTION TO THE COUNCIL QF

.« CHIEF STATE

. FROM ITS COM EE ON EVALUA-
N TION AND INFORMATION SYSTEMS:

~ WHEREAS,,state educatlon agencies are

legally constltuted and have the responsibil-
ity for educanon within its boundanes and

WHEREAS state education agencies de-
“sire to assist and support local education
agencies to-establish an ducational manage-.
ment information system, and

WHEREAS state education agencies de-
sire to coordinate the collection and use of
information between local, state, and federal
agencjes, and

WHEREAS, the Council of +Chief State
School Officers established the Committee
on Evaluation a.nd Information.Systems to
provide the chief state school officers with a
single coordihated effort for compatible data
with standard terminology and data defini-
tions,

.
-

HOOL OFFICERS '

THEREFORE, BE IT RESPECTFULLY )
" RESOLVED THAT: :

" The Council of Chief State School Offi-
cers recommends that each chief state
school officer seek to establish standard
termu{ology and:data item definitions by’\
adopting and implementing, to the.extent
possible under existing regulation, the
revised NCES Handbook series as rapidly

. as resources permit.“ . . \

-SUMMARY OF PURPOSE

Handbook IIIR is offEred as a resource for
local, intermediate, State, and Federa] educanon
officials o assist in the identitication, organization,
and definition. of data and’information about
educaan property. It seeks to establish an orderly-
array’ of pertinént and useful property terms o
definitions, and ‘measures to provide a valjd bas= \
for reportmg and decisionnfaking in ~4nageme .
and planning.

_Handbook IIIR- offers education’ ‘officials a
common language with which to communicate

about property matters. - ‘
? . ~ '
I
.
-~ : .
. * '
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! k Y Chapter 2 . ' :
o 4 HOW TO USE HANDBOOK IIIR

L : .
Handbook lllR can be useful to people in many-
" different types of agencies and positions of respon--
sibility, including: ¢ .

® local school managers, from the superintend-
ent to those specifically responsible fot pur-
chasing, maintaining, or accounting for prop- .
erty; '

@ intermediate education agencies;

~

o State and Federal program managers inter-
-ested in monitoring funding programs or
collecting property information;

® researchers,

® State and Federal legislative bodies;

-~

! ' {edera‘l professional education organizations"

. e local boards of education and State education
commissions; N ‘

® independent auditars; and .

® the general public.
. ‘ ’ X )
¥The ways in which each reader may wish-to use
the terminology, deﬁnitions and guidelines in this
“handbook will vary with the property.accounting
. needs of his or her organization. Generally, how-
. ever, the three most likely use® are:

) L Developing new property accournting sys?ems
and strengthening existing p;operty acchnt-

ing systems;

-

Improving communications among individu-*
als, and. organizations interested in property
! 1nformation and

Desrgning reports, research programs, fund—
ing applications and progress reports, statisti-
cal summaries, and similar documents.

¢

1z

) Capitalization: Appendix' B, p.

MAJOR TOPICS COVERED .
IN THE HANDBOOK ’

N

Just as the uses Q‘ﬁ‘\ihe handbook Will vary
among readers, the scope of readet interest will
vary. Some handbook users, particularly those
unfamihar with property recordkeeping and re-
. porting, may wish to explore most or all"of%the
‘handbook content. Others may seek info,rmak‘on
on topic$ “of special interest. For those readers
interested in rapid access to the major topics
discussed in Handbook 11IR, the following list,
together. with the Contents and Index, should b
helpful.

. ‘

TOPIC AND LOCATION

s

107, contains a.
- brief discussion of capitalization. . -

Classification system fqr property information: *

< Chapter 4, pp. 21-39, outlines the recommended
classification system, divided into.four sections:
sites, buildings, spaces, ‘and equipment.’ This
~ chapter also suggests uniform data entries and ’

““datd-eritry codes to be, used in recording prop-
certy information. /

'Collecting( and using property - information: A

~general discussion of several concepts related to
* keeping property records and making reports
about property is contained in chapter3 pp ll
18.

Data items, p'roper'ty: (See List of suggested p'rop-
erly data items, below.)*

Definitions: Definitions are provided for twokinds
of terms (1) terms that describe property charac-
teristics, such as “cost of construction” or “area
of site,” and (2) terms that relate to the concepts
and processes of property accounting, such as

l ;

’

e\‘t R

9
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TOPIC AND LOCATION—Con.
equlpment or “capitalization Deﬁ/nitions of
the first type are found in chapter S, pp. 4185,
with additiohal inf ormatron provided and cross-
referenced in chapter 6, p. 87 . Property-related «
terms of the second type are mterspersed
vthroughout other sections of the hangbook
cluding the appendixes. The Index is the beSt

source for locating these terms quickly, -

Depregiation: Appendix.C., pi 109, contaigs a brief
discussion of depreciation.

Developmg a ptoperty accountlng system ‘The

- handbook can assist- only in parts of this task, -

since it is not intended to serve as a methotls and .
procedures manual. Chapter 3, pp 11-19, pro-
vides some general uidelines ahd critena for es-
tablrshmg and oper%mg a property accounnng
system. The list of management function§ re-
quiring property information on page 12 can Be
used to generate more ideas for potentidl uses of -
property information.  The definitions in chapter
5 and the measures in chapter 6 can be used in
Ny communicat‘ing' the exact dita requirements to,.
those responsrble for collecnng, processmg. and

interpreting the data. \
D)

P
’

Equipment vs. Supplies: Clla‘pt"ex 7, 'pp, 97. 101,

. ns a full discussion of how t6 drstr/ngtush ®
supplies and equiggent. Also, chapter

. 75-76, briefly addresses equ)pjnent and

- suggests sgnie basic data items that may be useful

' in keeping equipment records

l'lquipment, built-in vs. ylovable: Page 99. .9
chapter 7 provide criteria for distinguis
between built-in and movable equipment.

2 3 .

Inventories: Pages'9§-100~ of cllapter 7 contain a
general discussion of the topic, although ro
procedures are dtscussed ‘The Index identifies
other references to the topic., ¥

v P
\
.

.List of suggested property data items: Suggested
‘groperty data items are listed in chapter4, pp. 23-
39, without definitions, and in chapterS pp. 42:

- 85, with deﬁnmons '

.

\. ‘. .

-

. -

" Measur®s of education property: Chapter 6, p. 87
deals with tern’ls that provide measures of educa-
tion prOperty, typically involvjng cost, value or

.
. -
’

»

N

Nrefer to* caprtal assets,® and still otsners usetheterm 4

_ments' to thatland, other than burldmgs Buildtrigs?

N

X 12

PROPERTY Accourirmo

area measurement\s The mformatron provided in
this chapter supplements the deﬁmtnons pro-
vided in chapterﬁ' )

-

.

‘.

Terms and definitions’ (See Deﬁpmons above)

Uses of property lnformatlon Chapter 3, p. I1,.
.provides a list of management activities that
.utilize property information (often in combina-

tion with othér types of information). ot )
= N

A
v

>

KEY TERMS RELATING TO
EDUCATION PROPERTY

-

Educators throughout the Nation usea variety of ’
terms when referring to the kinds of property used .
in their schools. Some talk about “facilities,” others

.

-

“property.” To put all readers of this handbogk on
.common ground and reduce the risk of mrsmterpre-
tation, it is impogtant to porkxt olt how Handbook
1HR uses these terms. '
In general, this handbook de\ﬁnes property as
sites, bulldmgs and both built-in apd movable
equrpment . A site includes land and all improve- . .

include the original structure and allimprovements
or additions to the structyre. Built-in eqiipment? is
usually considered anintegral part of a puilding, but
there is provision for® keeping s¥parate built-in
equrpmeﬁt, records, if desired., Property includes .
movable equipment, but not supplies. How to - ,
Wdifferentiate between supplies and” equnpment is
discussed in chapter 7, pp. 9799,

Hahdboek IR treats the terms property, faah-
ties, fixed assets, and capital assets as equnvilents -
However, to avoid the distragtion of using _four
terms, interchangeably throughout the document
the term property is used in preference to the others. -

Real estate and real property are interchangeable
terms that refer to sites, improvements to sites,
buildings, and built-in equipment.-Movable equip-
ment is not normally included as real estate or real
property.

.

@

—_— »

1See dita rter’l29 p 46, for the)deﬁnmon of “site ynprove-
ment ™

2See p. 48 for the definition of #buliding.” ' ‘

,’See p\ 99 for the deﬁnmon of the terms “built-in equip-
mcnt ‘and “movable gquipment.” e

»
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HOW TO USE THlé HANDBOOK

TYPES OF EDUCATION .
AGENCIES - '

Ways of using this handbook b)./ ‘education ., °

agencies will vary from local*to State and Federal
levels. )

To keep the r /{erences to the different levels of
education agencies simple and concise, the hand-
book uses the followm.g termmolog):“hr

* @ Local Education Agency, or LEA, as used in
this handbook, includes public and. private
schools, school districts; and school systems;
‘parochial schools, school’dlstncts, and school
" systems; local basic administratiye units; re-
gional education centers, such as area voca-
tional centers; adult/community/continuing
education agencnes
cooperatives. .

. Intermediate Education Agencies are referred
toin Handbook I1IRas LEA’salso. Thisis not
to suggest that Handbook IIIR defines Inter-
mediate Education Agencies and Local
Educatfon Agencies as having the same pur-
poses or organizational characteristics, but is
meant to emphasize that they generally have
the same type of property accounting needs. In
this respect, the handbook treats them as

‘e SImllar entities. :

0 State Educatton Agency, or SEAT.as used in
this handbbok, typically includes State depart-
ments of education, State boards of education,

State education commissions, and State edu-

cation authorities.

*Those SEA’s that operateschools educatlo
programs, or other education institutions’y Wi
find - the statements and concepts directed
toward LEA’s most apphcable to their prop-
erty accountmg needs.

’

. FederaIEducattonAgency: orFEA, asused in -

this handbook, refers to any Federal agency or
subdivision having respomsibilities for sup-
porting” or delivering ed catlon services. It
. particularly refersto the U.S. Office of Educa-
tion (USOE), the National Center for Educa-
tion Statlsncs (NCES), and the National Insti-
tute of Educatlon (NIE).

-

4The discussions followmg the terms LEA, SEA, and FEA

are not legal definitibns. They are, instead. explanations of how
the terms are used in this handbook.

and specidl educatibh ]

13 -

Those FEA’s that operate schools, educaﬁoﬁal
programs, or other education institutions will
“-find the statements and. concepts dlrected
_toward LEA’s most apphcable to their pl:op-
erty accountmg needs.,

How this handbook can serve agenciesat each of
these three levels is.discussed in chapter 3.

SELECTING DATA ITEMS FOR A

PROPERTY ACCOUNTING SYSTEM

> Chapter 4 pl%sents a list of items of information

that can *be useful in various types of property .

accounting systems. However, since the *pes of
information needed by an LEA varyaccording to its
size and the ways it wishes to control its property;
any given J.EA will find only a portion of the list
useful. For example, the property information
required for an LEA to calculate the full cost of
educational _programs may be of little value to ap
LEA that does not calculate program costs. LEA’s
with very basic property information systems nfay
use only five or ten data items from any given data-
item series (100 Series: Sites; 200 Series: Buildings,
etc.) while LEA’s with gophisticat property infor-
mation systems will use many mbre. It is probable
that few, if any, LEA’s can effectively use all of the
data items listed in chaptet 4.

Designers of property accounting systems should
guard against indiscriminate adoption of any data
item merely because it appears in this handbook.

Judicious applications of the guidelines for develop-'

ing a property accounting system (presented in

%..chapter 3, pp. 13-14) can reduce th¥ risk of wasting

time and money collecting un‘needed data, .

A'good rule of thumb to followin idetifying ﬁh%r
kmds of data to collect is to include only data ‘that
meet any one of t.he following criteria;

0 The data are needed for observance of sound
accounting prmmples

. The%%data are needed for planning, managel
ment, or other decnslonmakmg activities itt the
LEA. . , ‘

¢ State law, Federal laW, or administrative pol-

4icy requires that thé data bereported or made,

available to others.

® The data, are needed to secure or ‘maintain
grants or othyu‘nding programs. -

' - g

.

-~
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. : r . T \‘
’ ® The data are requested penodlcally by the

local Bpard of Education.- -

-

" No specific data should be collected solely onthe
strength of the argument that “we may need it some
ddy,” or “we have always collected it.” If the datain
question fit none of the required criteria above, the
cost of collecting them may very well outweigh their
usefulness. Joo much data of this type can over-

burden a praperty accountmg system and’lmnt its

effectlveness . SR

* "On the-other hand, LEA’s may require property
data items not listed in this handbook. This should
not be interpreted as a conflict with the hand-

book—the handbook cannot and does not claini to ‘

anticipate the complete property ipformation needs
of all LEA’s, SEA’s, and FEA’s. In:such cases,
LEA’s should collect whatever additional data they
require, but should mal(e every effort to maintain
compatibility between the added terms and'defini-
tions and the ones in the handbook. ¢

No statement or suggested data item in this
handbook is intended to take precedence in any
situation where certain data are either required or
prohibited by law. . ¢

PROPERTY ACCOUNTING SYSTEMS _

~ FOR SMALLER.LEA'S .

All LEAs, large and small, have need for sofne

type of property accounting system. However, some
smaller LEA’s may .feel that the task of property
accountin; is too cpmplex or time-consuming for
the resources they have available. This attitude

" often stems from the misconception that great

amounts of data are necessary to do property
accounting)and that a computer is necessary fot
processing these data, In fact, useful inventories of
property can be maintainedon a manual basis and

still provide valuable managementinformation. The

best approach to developing an effective property

.. accounting System in a 'small LEA is to (1) clearly
identify the purposes for collecting the mformatlon, e
and (2) avold collecting any information that does* '

not serve these purposes.

Chapter 3 prevides some general guidelines for
developing a property mfonnatm/sﬁr;m While
readmg this material, m ers from I all LEA’s
should keep in mind that a computer may not be
necessary jf thé amount of data to be processed can

]: KC be kept ata mmxmum The gection entltled “What

-

2

R " PROPERTY ACCOUNTING

v

Kinds of Property Information Files Should An

- LEA Have?,” beginning on p. 14, shquld be of

particular interest to small LEA’s in this regard.

THE VALUE OF PREPARING STATE-
LEVEL PROPERTY ACCOUNTING
MANUALS -

LEA’s are the primary user gx:oup for which this
handbook is designed. However, FEA’s and SEA’s
derive direct benefits as acceptance and use of the
material in Handbook IIIR spreads among LEA’s.
The resulting increased umformlty of property
termmology in use at the local level will make
property data as,sembled at the State and Federal

levels more comparable and meaningful. One of the .

most efficient methods for bringing about accep-
tance at the local level is foreach SEA to develop its
own property aocountmg manual based on Hand-
book IIYR. This is the same approach being used
succes ully in the area of financial actounting with
Handbook II, Revised.’ The development of State-
prepared property accounting manuals has Several
distinct advantages over the direct use of Handbook
ITIR at the local level:

»
.

L Centralizing the effort and éxpense of prepar-
ing such a manual at the State level can mean
considerable savmgs for LEA’s. This approach
can minimize the wastefulness of each LEA
attempting to design its own property account-
mg system without knowledge of the expe-
rience and accomphshments of ofhers

tate-prepared manuals tend to accomplish
statewnde adoption Of uniform terms and
definitions more rapidly and easily.

® The modification’ of Handbook IIIR by the
. N o

State can ensure that thé resulting State-

prepared manual addresses the State’s own

. unique needs for specialized information. ’

LIMITATIONS OF . -

HANDBOOK IIIR

While the handbook focuses on ter{mnology and
offers some general guidelines for developing prop-,
erty accountm§ systems, there are some important

[y

sAppendix E contains {ull bxbllographlc mformatnon for
Handbook llR

14: 5 R .
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‘_~HOW TO USE THIS HANDBOOK
Kinds of ‘assistarice \,that the handbook does not
offer. Specifically, Handbook IIIR does not pro-

— _vide: . . .

.

. ® methods and procedures for handling and
¢ controlling propeny-items (such as recejvirig,
storing, ane disbprsing equipment; labeling
and/or tagging €quipment; and taking prop-

erty in‘ventorigs),

® methods and procedures for collecting and
processing‘properly data (such as developing
data-collection forms and procedures or de-
. signing and compiling property reports), and

) m;thods apd procedures for using property
" data(such as making rebuild/ replace or make/
buy decisions or evaluating the utilization of
buildings or the cost effectiveness of equip\
ment). s « )

To the extent that the handbodk does comment
briefly in these areas, it is only to provide the reader
with enough background information.to seek assis-
tance from other sources.

s

SUMMARY: POTENTIAL
> BENEFITS OF USING
. ,;”HANDBOOK ITIIR
- This section summarizes the i)pssible' benefits
that can be derived fromincorporating the concepts
and terminology of Handbook. IIIR into property
. accounting systems of education agencies.
ST 1. Potential benefits that Handbook IIIR offers
to LEA’s incluge:

® Exposure to the basic concepts of proﬁerty
accounting® can lead to a clearer overall
understanding of the value of good prop-
ety information in operating the LEA.

. ® A more complete understanding of: the
value of good property information can
lead to a greater commitmgent on the part of
LEA officials to developing better property

S accounting systems for their LEA’s.

® Proper application of the standardized set
- of terms, definitions, and measures can
Q * lessen the tifne and effort it might otherwise

15
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®

take in developing new property account-
ing systems or strengthening existing ones.

® More relevant and accurate data can be
available for-planning, opérating, evaluat-
ing,.and reporting.

s

® Time savings may result as LEA’s that have
adopted the handbook find that their files
now contain much of the property informa-
tion required .on various SEA and FEA
forms and reports. '

® The guidelines on diffetentiating betiveen
supplies and equipment should provide a
more rational basis for setting purchasing
standards, defining which items are fi-
nanced from capital funds, making capitali-
zation decisions, and setting inventory
guidelines; the methodology for differen-
tiating between . built-in equipment and
movable equipment should provide simjlar
benefits. |

-

. Potential benefits tiiat Handbook IIIR offers

to SEA’s intlude:

® The handbook’s model for standardizing
property information may ehable SEA's to
save time and effort in producing State-
oriented property accounting manuals,

® Statewide sponsorship of such manualscan
result in the availability of a broader.range
of more meaningful data to the State and
among LEA’s in the State.

® The commoi language of standardized
terminology can improve property infor-
mation communications between the State
and its LEA’s, and between the State and
FEA's.

® The handboc{k can,pkide a good starting
point for standardizing equipmemt and
supplies definitions and lists for its various
contracts and grants programs.

. The principal benefit that Handbook IIIR

offers to FEA’s is:

® Over time, more meaningful and com-
parable property inférmation will be de-
veloped on a nationwide scale- As a result,

o
. <

o
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more useful research statistical summaries,
"and reports will be available at the nafional
“level. Communications among FEA's and
with other organizations will be enhanced.

.

NG

PROPERTY ACCOUNTING )

»

Better data will be available for dissemina-
tion to the public, to’LEA’s and SEA’s, and
to State legislatures and 'the Congress as
mput to legislation.
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AR CONSIDERATIONS FOR COLLECTING * . : ‘
"AND USiNG PROPERTY INFORMATION - \
. ; N : . b - . . . 3 ’ . .
Th‘lS chap}er presents a dlscusswn of cbn@pts The frequency of processing\and ueing prope_rty )

assoclated with property, accounting and offers  accounting records can vary widely with the size of
osome general guidelines for developing or strength-  the LEA and the type of information. Some re-,
!emng a property accounting system. cords are used several times during the year, , such

? ) ’ as when inventory information is needed, whenl "

i s : : repetitive purchasing decisions are. made or when
. WHA‘{;S “PROPERTY monthly reports are complled Other records are
ACCOUNTlNG?” : accessed less often, such as those needed to support
r T insurance claims or those needed to plan *for ‘
Property accountmg is the process of identi- building renoxatlons L -
fying, classnfymg, defi ining, collecting, recording, All of these kinds of property mformanon, )

dnalyzing, reporting, and making use of informa-  together with the activities supporting their collec-

tion about education property. Its purpose is to  tion and use, are.a part of property accounting. '
improve accountability by providing accurate in-

« formation for planmng, managing, and evaluating WHAT IS A PROPERTY

the uses of property-related education resources. ACCOUNTING “SYSTEM ?” ¢
Property accounting is based on records and. o : ’ o
recordkeeping procedures. In large LEA’s, rec- Property accounting activities can range from

ords often are’kept on each item'of property inthe  simple systems to complex ones. For instance,
school system (sites, buildings, and equipment).  some very small LEA’s might maintain only a %
Small* LEA’s may maintain less formal property  simple inventory list of major equipment items. ‘
records than large LEA’s, butall LEA’s have some  Other LEA’s may have very complex property

type of property records. Such records may include  accounting systems that include detailed individual
inventory lists or files, building drawings and records on all sites, buildings, and equipment.
specifications, construction cofitracts, land plats  Regardless of the size or complexity of the system,.

and deeds, payment records for property pur-  the process of property accourifing involves some
chases, records of sale or disposal, vehicle registra-  combination of people, equipment, paperwork,

tions, service warranties, cost of operation, and  and the methods and proced resjtymg them to-

depreciation or use-allowance records. gether. These elements comprie the LEA’s prop-
. Property accounting typically includes various - ; erty accounting system. .
methods and procedures for analyzing property The term “system;” as used in Handbook IIIR, .

simple summaries of inventory information to, equipment, paperwork, methods, ghd procedures,
more complicated capital budget analyses or build-  but does not necessarily refer to mputers 0L.to
ing utilization studies. - - the use of computer technology. A “system” -fnay

. Property.accounting also incorporates various  be based entirely en paper and pencil records, such
methods for reporting or communicating property  as typical bobkkeepmg journals and ledgers. In
data and information to planners and decision- fact, paper and pencil recordkeeping systems of )
makers. Examples of this are inventory status  one sort or another ar found in all LE/%/When

data. These an%lytical activities can range from  generally refers to this combin%i(‘)n of people,

reports and capital funding requests. . - . computer-based systems are directly addpessed in
“

. CoL,o0
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SPECIFIC USES OF .
PROPERTY INFORMATION -

Property information is valuable to manargers of *
education agencies to help them achieve the goals
and objectives of their agencies. While property
information is most typicallysgncountered in the
annual inventory process or in the development of

"property reports for the boards of education, it can

. be used in many additional management activities.

i ¢

AN

1

-
K

‘e

s

ERIC

Aruitoxt provided by Eic:

a

These activities usually involve some combination
of the following types of processes: )

® Planning, including identifying needs, deter-
mining objectives, selecting alternative
courses of action, and allocating resources.

® Operating and controlling, including account-

" ing for fiscal responsibility purpases, moni-
toring utilization, and directing the actlvmes
of the agency

A B
¢ Evaluating, inclilding analysis of operations
and repair costs, making cost/effectiveness

judgments and makmg rebuxld/replace decn- ¢

sions. N

%0 Reporting, mcludmg the compiling of data
angd information for disseiination to others,
bogth msxds and })utsxde the organization.

* Propérty information that does not-assist man-

agers in meeting agency responsibilifes and goals ™

is usually -unnecessary and should not be” re-
corded. It is important to have a complete under-
standing of the agency’s intended’ uses of the
property information before it is inCluded in the
property accounting system.

Several types of property accounn systems

* are found in LEA’s depending on thensélze of the

LEA and the kinds of property it wnshes to address.

The most common types of property accounting

systems are;:

® systems dealing only with equipment (some
are limited further to specific kinds of equip-
ment, such as audiovisual equipment);

® systems dealing only with buildings; these

range in level of detail from systems that list a
few general chardcteristics of each building,

¢

“"’;‘f%
o . u?‘i *%

this handbook, the word “computer” is speciﬁcally.‘ s

Yogether
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An LEA may have/only one of the above types -

of systems, or it may take a comprehenstve ap-
proach. Each LEA, 'must select the size and extent
of its property ac ountmg systems according to its
own needs.
Belowisali t of possible ways in which various’
education ag ncnes might use property informa-
tlon It is s arated into parts, uses at the local
level (for L'EA’s) and uses by LEA’s, as well as
SEA’s, FEA’s, and other State or Féderal organi-
zations. Jhis list is not intended to zmply that each
educatiof agem% should have a property account-
ing sysiem serving all of tlw Sfunctions. Instead,
the lisy is intended to 1llustrate the wide- ranglng
ibtlities for using prope(ty information in
-planning, managing, ‘and evaluating the use of "
education resources for the commumg benefit of
educational programs.®

1. Usos of property information at the local
level (for’LEA’s):

i

° Managmg and controlling property
mventory management
location control
equipment selection
utilization scheduling and monitoring
maintenance management

pur?:hasing control

contracts management

cdst analysis

F
il
A

Planning and-evaluation activities
facility planning and space needs anal-
ysis .
‘ equipment needs forecasting
\(, equipment allocation
. — energy use/conservation studies
L building materials selection
capltal budget preparanon and man-
agement
) operating = budget
“; management
| — program costing
\—- safety planning and evaluation
' 7 b siteselection

g ° Additional property-related activities that
cut across all activities of the LEA are:
b
18

-
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CONSIDERATIONS FOR COLLOECTING AND USING PROPERTY INFORMATION

— insurance planning and claims support
- — cost control
“ ' — cash-flow management
—° comgnumcatmg with other LEA’s
about® property matters

- 2. Uses of pfoperty information by LEA’s, as
" well as SEA’s, FEA’s, and others:
® Developing bases for legislation

® Making admlmstratwe policy

-

® Administering grants contracts, and other
v . * funded programs .

® Conducting research in the areas of im-
o IR ved educa H/)nal methods and proce-
" apres Wast practices, and future trends

@ Compiling reports for govermng bodte/
- funding sources . 7

) \ . ’,bmpiling, comparing, and evaluating in-
. K brmation for public disseminatio

SOME CONSIDERATIONS FOR .
DEVELOPING 'OR STRENGTHENING
A PROPERTY ACCOUNTING

. SYSTEM

that may be- helpful te LEA’s in developing good
property information. These mments are equially
applicable to developing, mformatlon systems for ~
other areas of the LEA’s operatton

The list below is an outline of the basic steps
involved in develof)ing or strengthening a system of
property records and reports (in other words, a
property accountirig system). This approach fo-
cuses on answering three critical questions: t

e What information do we need?
@ Where is this information ayailable?

® How do we get this information quickly and
at the least cost"

‘

" The eleven steps putlined below can apply fo
property accounting systems of all sizes, from a
_basic manual recordkeeping system to a large
computerized information system.
1. Identify the general needs bf the agency for
Eltc " /" “property information. .

ullText Provided by ERIC - /

'Ifhis“ sectipn pres%some general guidelings_. .
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These needs should not be defined interms
of the information people say they want,
but in terms of the ways tl\ey will use the
information. When potential users of the -
information must describe specific uses for
* it, the tendency to collect unnecessaryinfor-
mation just because it is “nice to have” is
minimized.

2. Define the type of propegty accounting

system(s) needed.

At this point, ‘the LEA may decide-to . -

de'velqp a system that, for the present,
* satisfies only a part of its total property
information needs. This approach may save
time and money in the short run,.while
offering the LEA staff a more practical goal
to accomplish. Many LEA’s begin by work-
ing exclusively with equipment, or perhaps
only buildings. Each system will have its_
own special reports and data requirements‘,
depending on the type of property with
which it deals. If planned properly, such a

system can be expanded in the future with , -

little redesxgn of te original records and
reports.

. ) N
3,\ On the other hand, LEA’s with more expe-

-,\nence in using property information sys-
\tems may wish to develop more comprehen-
‘sive systerds that deal with sites, buildings,
spaces (rooms), and equipment together.
3. Identify specific data needs.
Base}d on steps | and 2, determine the
specific items of data that should be col-.
lected. Define each)data item so that all
users will have a common understanding of
each data item. Handbook IIIR should
provide most of the pertinent definitions B
_ required.

-

"4, Review all existing and\planned documents

containing property data.

Identify all property data that are currently
being collected or are on file. Determine
where the data come frogi, how often they
are collected, and how they are defined.
Examine any (5ocuments in the planning
stage, determipiing the same information.
Comparispn of these findings with the gen-

~ A
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e{z;i data needs.determined in steps |, 2,and

" 3 will guide ‘the LEA in deciding collection

activities. ' .
Identify the sources 6f the required data and
. confirm that the data are available in the

form and quantity needed.

If certain types of data are unavailable or
impractical to collect or maintain in the
formi~sequired, steps 1 through 3 should be

. recycled to consider these data-availability

8.

problems and to develop alternatives.

. Develop data-collection forﬂ&.and proce-

ures.

These forms should be easy to ur}derstand,
easy to fill in, and easy to process. If these
forms will also be used to Store the data,

they should be easy to maintain and update..

These forms should be tested in several trial
_funs before they are approved.

Develop the procedures for handling,
processing, and distributing the data.

This activity may be .minimal for those
LEA’s having a manual property account-
ing system (no computers or accounting
machgnes involved). In this case, the data
forms developed in step 5 may also be the
"forms on which the date are stored and
«distributed. g

Computer-based property accounting sys-
tems will typically go through a much more
lengthy process, including developing data
handling procedures, data-processing pro-

" grams, and output programs.

Train all individuals responsible for supply-
ing data, analyzing data, or compiling re-

ports.

The purpose of this step is to insure that.all
pétsonnel who acquire new responsibilities
« related to the property accounting system
have an opportunity fo prepare for these
responsxbnhtxes It also provides an oppor-
tunity to familiarize staff members with any

new terms or definitions adopted from the-

handbooli. .

PROPERTY ACCOUNTING

~

+ 9. Test the new property accounting system.

Conduct a trial run involving all methods,

procedures,. materials, and people in the’

new system—from collecting the data
{dummy data can be used) to compiling and
interpreting reports. This is an opportunity
to identify and correct problems, remove
unnecessary data 1tems and add missing _
data items.

. Implement the property accounting system.

Once the trial run has been completed and
necess improvements in the system
made, the system is now ready for full
operation. Make the transfer from the old
system (if any) to the new in a deliberate
‘and careful manner. If appropriate, utilize
the old and new systems concurrently until
the REW system is effectiygly installed.

. Loak contmuously for ways to improve the
system. . '

Keep records up to date at all times. Be

prompt in forwarding requested informa-

tion to others. Encourage all who operate or

are served by the inforrhation system to

evaluate its performance continuously. In

this way, it can be improved from time to
. mme

In most LEA’s, the effective development of a

- properjy accounting system requires a certain

amount of advance planning and coordination

among thase who will participate in the recording

and use of the property data. y['he steps outlined

above should serve to help LEA officials organize
their ideas and begin the planning process.

]

WHAT KINDS OF PROPERTY
INFORMATION FILES SHOULD
AN LEA HAVE?

As an LEA begins to develop or improve a
property accounting system, one of the principal
considerations is deciding hpw to organize the
information files that support the system. As stated
earlier in this chapter, property accounting sygems
usually focus on specific kinds of property ome

.
20 R ‘ay - AR
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(CONSIDERATIONS FOR COLLECTING AND-USING PROPERTY INFORMATION T

* eqliipment, such as

)

Q

RIC
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sites together. Some, focus on all movable -equip-

deal with just bpildi\ggs, others with b}lildihgs and ‘

| only with special groups of
udiovisual equipment. Ed¢h
ounting system usually re-

ment, while others d

type of, property ac
quires, its own infor
several property accou“ ting systems fay therefore
have several property {information files, each ad-"
dressing a dlffere‘nt type of property«Few LEA’
have a single property accountmg stem deahng
s1multaneoust withlsites, bulldmgs spaces
(rooms), and equipment.

Property files can bg further divided mto two
types according to the spurce of their data. Forthe
purposes of this handbdo®: they are referred to as

““derived” files and “original document” files. Origi-

nal document files corsist of papers and docu-

Qents typically obtained by the LEA in connection

with the acquisition of g property item® Examples
of these are deeds, building plans and specifica-
tions, and equlpment arranties. Most derived .
ﬁles consxst of data copitd from original document , "
files or data taken from jnventory efforts. Derived
files are usually more efficient and more flexible”
since they can be designed by the LEA to eﬁpture
the precise information required by users of the’
file. Original document files are sometlmes more
cumbersome to store and use, but usually contain a
great deal of necessary information. [ .-

The list below gives examples of original docu-
ments usually available in the LEA, although thdy
may be filed in several dlffe.rent locations.

Sites: L

® deeds, covenants™ RN

‘o surveys, plats, maps

. ® blueprints and speCnﬁcatlons for lmprove-
ments

¢

N

photographs, aetial or surface -

»

titles and abstracts

appraisals :
insurance /policies on improvements
-

——

* Buildings and Spaces (Rooms):
e blueprints and specifications (plans)
® photographs, drawings, renderings -

® contracts for construction, renovation

tion file. An LEA having

15

. studies or syrveys of the-building while in~
operatlon R

L v .

- - ® documents related to built-in equipment

~ N

“»

— prints, plans, specifications, watranties
—’ (seg items under Equipment below)

® insuragce policies , . .

. -Equ‘l_gment:
-® bid specifications

L] bldS

«

® contract$ for purchase (if not ip ,fmancnal
files) N

® plans & spec:ﬁcatlons (large equipment),
-drawmgsc

photographs st

® operator manuals

service (fepair) manuals
parts manuals

® warranties

® vehicle titles, and registrations

<

® insurance pglicies : ) C

LEA’s may find it useful to gither into one

location as many of tlrese documents as possible. A

.centrally located original document file makes the

informagion on these ‘documents more readily
available to potential users within the agency.

. The most common derived file is one based on

- an-inventory listing. In fact, the simple inventory

’

list is the most common form of property file found
in®any LEA. The typical inventory list contains at
minimum the following kinds of information:

-

., ® the identification number. assigned to each
item; - a

. ®3 bnef descnptlo’n of each iterp,

® the ongmal fost (actual cost, estimated cost, -
. or appraised value—whichever is appropri-
ate), and

® :the location of each’item. e .
[Z o ' ’

This type of file may be e;(panded by collecting

2 1additional information when inventory is taken:

.



.on its own merits.

- INFORMATION FILES .
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Such files may bé.maintaiged manually (handwrrt-
ten of typed documentsthat are filed manually ina
desk dr cabinet) or in an automated mode (o‘n
punched ﬁdfs computer tape, or magnetic disk).

.The number of property items in the file and the

amomnt  of data collected—for\g_ch iftm usually
determines whether an automated system is cost

-effective. : g . Lo
An inventory list ‘Containing only a few:,basrc v,

itéms of data can be useful.in serving the principal
stewardship responsibilities of the LEA i.e.,, know- .
ing what the LEA owns and where it is located"
However, such a list usuall,y contains “too little
information {6 effectrvely support othér planning
and control needs of the LEA.-For this«geason,
many. LEA’s gather additional information on
certain types of propefty. This additional data™is
usually (1) gathered during the inventory process,
(2) copred from the originai property-related docu-

.ments already on file (see the examples above),.or

(3) collected during special studies and/or data-

_collection efforts,. When gathering more> informa- :*
tion for a derived file, the LEA must usuelly decide .

how, much information to duplrcate frdrg existing *
files onto the new file. While it is inefficient to have
the same information eXjst in more than one file
within the LEA, it may be equally | }nefﬁcrent to .
have to search among several files to ﬁnd all the

‘required inforfation for a‘gLven item or group of

property items. This is an eéxtremely "important
decision, and no simple guideline for making the .’
‘decision exists—each situation must be .analyzed
. S, &

For example, duplication of information from -
original documents to derived files may bé justified
when the storage place ar method of access to the -
original document is not convenien.to frequent
users of its information. Converstly, when such .
dpcuments are used infrequently, as are most deeds

d plaJs, for example, it may be more efﬁcient#p 3.
work drrectly wrﬁh the orrgrnal document and
avoid duplrcatron 7,/

GUIDELINES FOR DESIG ING“ ~
AND MAINTAINING PROPERTY-

.
oy

3

$

{ ’e

o . " * PROPERTY ACCOUNTING

automated) should be designed and maintained to
conform toat IeasLihegeneral criteria listed below.
LEA’s (and 'SEA’s and FEW’s where applicable)
should attempt, wheraver possiblg, to further refine
of to supplement the following criteria in aecor-
d#nce with their own parucular needs and
cé‘nsuamts L <
. /] @ P . ]
. In designing property files, consideration
should be given to -developing information
" Yor: v

-
>

® as many of the daily activities of property

manage nt as are practical and useful.

Such ang\'rtres can include purchasrng

equipment, allocating equipment, schedul-

ing maintenance activities, planning and

o managing capital budgets, and evaluating
operating costs.

.® the less fréquent activities of property
managemeng, such.a5 renovating build-
rngs purchasing s;tes ang, reorgamzugg
schook: distrrcts ‘

® the other uses of property data such as
- summafrzrng and reporting datasto the
" bodtd of education, the, SEA, various

. funding agenci'es and other public bodies.

»
-
-

'onlyw enotigh ' information for antrclpated
opérating and reportmg needs. :

A common tendency is to design the files to

store an excéssrve amount.of detailed data, N

regardless of potent1al value and frequency

of use. Files of this nature can require more
.~than a reasonable amount of effort and

expense_to maintain. Qn the other hang, the,

files should: have a sufficigptly broad glata

* basérto avoid unnecessary and costly “last
, “mirfutd” data-collectron effci‘ts

Y.

“*2Some LEA’s may wish to establish specral

‘historical files for important data that are no
* » lopgefneeded in current activities.. This frees
. the current files from the clutter of old data,

‘d"“‘“w ile retaining these data for future refer-

Each LEA should thave properly "orgamzed £ 35 ', ence. . v )

property- information files, since they are the heart ‘o

of the property accounting system. Althougf) tTle o

size and content of these files will vary frem LEA

" inaintenance and updating,
to*LEA, all property files (whether manual orrpy 2

e

3. Property files ‘should be designed for easy

regardless of
their Zontent or the media on which they are

A N k4

[ o -
® . .
- . . '

2. Property file¥ should be desigrfe: to ‘store'

.

3
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recorded (e.g., paper‘forms, computer cards,
computer tapés). .

Fodrms dnd records that permit easy deletlon
of outdated data and easy ad®tion of new.
data are preferable to forms and records that
must-be replaced or reorgamzed each time a
change in data is nec‘essary.

. Specific responsibility should be assigned for
maintenance of the property files, and a
fairly ngld schedule of ¥e maintenance
shouldheestabhshed “ :

The best mcentlve for an organization to
mq.mtam its property files adequately is when
the data contained therein are e;entlal for
successful completion of the LEA's responsi-
bilities (as describéd in 1 above). Proper
design regarding bt%h\éﬁse of updates (as
described in 3 above)Malso contributes to
good file maintenance, However the key that
. ties these incentives together 1s to have spe-
cific people identified as responsible for~
keeping the files current aha accurate. A
predetermined file maintenance schedule (pe- -
riodic deadlines for adding new data and
deleting old data) is helpful in many situa-
tions. ‘.

(

.

.

CONSIDERATIONS FOR COLLECTING' AND USING PROPERTY INFORMATION

'HANDBOOK LINKAGES:
USING DATA FROM
OTHER FILES

2
.

-
The'act of relating information from different
files or accounting systems is referred to in the

* handbook series as “linking.” The following para-

graphs describe -some basic considerations for
designing linkages into a property accounting sys-
tem. ¥

/ Informatlon aboutgeducation can be divided
into a number of distinct-Xategories, such as finan-
cial, property, staff, and student. The handbooks
in thee NCES handbook ‘series (State Educational
Records 4nd Reports Series) have been designed to

. address such categorles For example, Handbook

IVR! addresses staff.information, Handbook VR!
covers student information, Handbook VI! per-
tains to curriculum and instruction, and Hand-
book X! covers educational technology. Figure 1
illfstrates how these handbooks relate to one
another. All LEA’s have records that deal with
inforthation from one or more of these categories.

~

«

\ b Py . )
& 'See appendix E for full bibliographic nformation on-each
handbook. - &

L3

-

Figure 1.;Interrelationships among SERRS handbooks

Handbook HR ,
Finon?ol data

~ Handbook {VR .
Staft data  ° . /7

Function

Object

matter
area

Subject- '

7

»  Property M
information

*No (optional)!

Personal
information

v ’
Function
and program

Subject-
matter

v

Location of
assignment,

-..

———

Handbook IR
Property dats
v

Property
dentification
{Name and No)

Location
{site, bldg ,
and/or room)

Other property
charadteristics

y—

Personal
dentification

/

School
information

Function
and
program

items
describing
an LEA

Items
describing
a school

Learner
haractenstics

Lesrning
rasqurces

7

* Hendbook VR

Student data

.

Handbook Vi
Curricutum data

Handbook X

Education technology?

{One of the best ways to hnk ﬂnanclal and property files 1s through the property 1dent1ﬁcatnon number. This dimensibn (data
item) is not shown in HBIIR, but may be added when desirable.

2Hamd,book‘)( does not relate directly to an education information file as do the other handbooks shown here. It offers
termmology that is vexz useful in classnfymg data within property files.

Aruitoxt provided by Eic:

r
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Aruitoxt provided by Eic:

|-

The largest LEA’s usually include most of }hese

categories in their information systems

It has begn suggested earlier in this chapter that
ea¢ch LEA should minimize the duplication of
information among files. However, to link two files
together, a certain amount of duplication of infor-
mation is necessary. Usuaily, one or two key-data

* items are involved.- Such data items are usually

identified during the file designg process, and the
choice depends entirely on the calculations and
data comparisons in which the two files are to be
used. For example, in g property file containing
information on an LEA’s buildings, one of the
probable data items would be floor area, in square
feet (squaré meters). To calculate-the current
square-feet-per-student ratio for any ‘building,
some measure of currentenrollment or attendance
in that bulldmg is needed. Good practice would
suggest that enrollment/attendance informatjon
should not be collected as part of the property
_accounting system, since.it is probably available in
other portions of the LEA’s information
files—usually in the student file or attendance file:
The enrollment/attendance information can be
retrieved from its file and related to the building
area information if both files contain a building

. identification number. This building identification

number is'the “link” between the filés.
Building numbers, site numbers, equipment tag
umbers, and space (room) numbers are excellent

linking data iteths from the property files. Other

-useful links ~though not as common in property
files, are fur%cnon codes, program codes, and sub-
ject-matter codes.

The task of lmkmg existing files is often difficult
since files and information systems are psually
developed in different departments of the LEA and
at different times. The needs for linking files
together are often not specified in advance, and the
proper data item “links” are consequently not
included. A common result can be either excessive
duplication of information among files, or the
inabily to relate the information in different files
without a great deal of extra effort. Proper plan-
ning in designing new information files or modify-
ing existing ones may provide significant benefits:

(1) greater availability of usable informatfon,

" and , )

(2) a reduction in time and. money spent on
. collecting and $toring duplicate data.

-

' " PROPERTY ACCOUNTING

PROPERTY ACCOUNTING RECORDS
AS. SUPPORT FOR FINANCIAL
AGCOUNTING RECORDS_ -

Certain property information can be used to
create subsidiary rgcords that support and explain
the dollar amounts summarized in the fixed-asset
portion of an LEA’s financial accounting records."
Information about each item of property (sites,
buildings and/or equipment) is linked back to the l
fixed-asset financial accounts, usually through a
simple code, such as a property identifjcation
number. These subsxdxary-&cords can then be used
to provide a detailed breakdown of 4he LEA’s-
assets. :

For example, assume that the Wheeler~School
Dlsmct has a financial accounting system that uses
the general fixedsasset accounts of Land, Build-
ings, Improvements Other.Than Buildings, and
Equipment. Assume that Wheeler shows a -«
$300,000balance in the fand account on. June 30
and that the financial accounting £Jstem contains
no information on the individual pieces of land
comprising this total value. If, in ‘the future, it
became necessggy to describe the kinds of land

srepresented by the- $300,000, someone in-'the
. Wheeler administration would; after some search-
ing, probably locate the necessary information.

However, a3 sugh, requests become more com-,
mon, not only for Land account, -but also for
Buildings, Improvements, and Equipment, it might.
be justifiable to rework the property files so that
they would serve as subsld_lary records “to, the
general fixet-assets accounts. In its simplest form,
such a subsidiary record for the Land account .
might contain the following informiation:

J i

N ) " .
’ Area of |
Site Site site
number, name Location (acres) \)alue
101 Jones Schoo! Fourth & MainSts. 1.5 $30,000
102 Smith School 5066 Mapje Drive 7.0 14,000
103 Old Tglor - U.S. Highway 89 20.0 16,000
** Fa . . v
o - ToTALS  T00.0 $300,000

It is 1mportant that the total value shown on the,
subsxdlary property record equals the value shown
in the Land account in the financial accounting
system. This tells the user that all.parcels of land
are listed and accurately accounted for. Of course,

N
24 2
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- ¢

b d

_mugh more information may be stored in the

property files than fs shown here, depending on the

. ing dgreement between its financial accounts ahd

their respective property records. This suggests

needs and the resources of the LEA. that the property records should be’ either main-
To develop a useful et of subsidiary property . tained or reviewed periodically by the accounting

records, the LEA must have a-method of maintain- . *qepartmént. . - -
- * . ‘ ¢
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Chapter 4 ’ ~x
o‘ < ° //‘
N CLAS§fFICATION OF PROPEI{TY DATA .
. | L,\ . // P . ' .. . ~ .. ': )
This’ chapter contains .a classification of the CRITERIA FOR SELECTING DATA
basic data items’ recommgndéd for the establish- JTEMS FOR THE HANDBOOK . . E
. thent and  maintenance of: propgrtys accounting ‘ ,
- systems. This classlfrgéron can be used by any Selection of data rtems~for this handbook took ,
LEA, QUbllc or private, regardless of \ize, and  place in 1two stages. The first stage involved identi- _
regardless of whether ‘its accounting sysiems are  fication of potentially useful data 1tems through ’
- compyter-based or manual. In addition, State, consideration of - .
Federal, and other edyftio agencies can use this Lt
classification to erihdnce Aheir’ data collection, e who the potential users of property informa! '
repomng,,and analysis functions relating to educa-~ tion are (see chapter 2, », 5)
tion property. Agencies should use thrs classifica- '
_ tion as a shopping list, selecting thoseitems essen- @ What the potential uses °f propertyinforma- .
tial for their property accounting purposes (see tion might be (see chapter 3, p- 12), and P
“Selecting Data Items for a Property Accounting ® how detadled the 1nformatlon should be for
System,” p.>, and “What Kinds of Property each cqtegory of use ) - L T e,
lnfounation iles Slfould amw Ll;,A Have?,” p. 14). ) g\ , ) v,
= The data items generatyd by this activity were v
* The preperty-data items in thw (hapter T then screened by application ofythe following crite-
w classified by the types of property to which they, rla: - . . - Y, R/
apply: sitesgbuildings, spaces (within buildings), - 4 : 3
and eq&tp . Within each type of.property, data # need priority (the overall importance ‘of any
‘items are grouped with other data of the same data itenin engbling an agencyto carry out )
general nature. Examples o h groups are-G its responsrbrlrtres) £
eral Descriptive | nfermation, Acquisition and ’ o -
Information, and Repa’ir and Marntenance Infor= frequency of use; .
manon. , - ® ability to be secured, stared, upddted, and R
R ’ . x P ipterpreted without unreasonable gxpense or
It is mostimportant to note that chapter 4 does _ effort; and . P
not list all the property terms, contained in this L. . o =
handbook; Ii\n‘:}gd, it lists only the terms that . ® incidence of‘actual use l:i) sample of cur-
represent suggested dataitems (that is, items of regtly operatlng~propertyl ounting systems.
. s o w o7 o

information) that might be used in the manage- -
ment of eduéation property. Other prope;tty?,is,

which do not represent suggested data iefns but
assist in understanding the. process of property
accountigg, are either’ defined in the Glossary or
are. drscussed‘rn offier chap\ters In addition, cha

" ter 6 repeats those data items relating to property
measires (e.g., length area, \st) and, 4vhere

N

-

The resulting data-item list should provide somg
assistance in déveloping or improviig property
accountrng stems. However, readers are cau-
tioned against nrdlscrrmmaate adoption of any data
item iri the list. Few LEA’s will be able to use all or
even most of the data given below. ‘And some
LEA's will find that certain items they require may

LR
appr%_')?ate offers further guidance for standard/kr not be listed. Use of the data-item classification list -« )
izing sich measures. T, P should be’ supplemented in all * cases by careful ‘

. 2 -« .
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consideration of the guidelines set forth in chapters
2 and 3.

&
4

EXPLANATION OF THE
DATA-ITEM CLASSIFICATION
FORMAT

- The follpwing section expiains the format of the
data-item classification list presented in this chap-
tet. Figures 2 and 3 provide a graphic sumtnary of
this discussion.

Data Item \

¢ Within this handbbok, “data item’ refers to a
single unit of information that provides part of the
description of a piece of property. For example,
cost, locatlon and area of site are three data items *

* that, in part describe a site (see data items 104

Site location, 105 Area of Site, and 121 Cest of
Site). The data items in this handbook have
four components: a data-item reference number,
a data-item name, a data-item definition, and a

' data entry. '

Data-Item Reference Number. The left-most
column in the data-item list contains each data
item’s reference number. For example, in data item

104 Site Location, *“104” i§- the dataitem,
reference number. This number is for reference.
purposes only, particularly for cross-referencing

-

Figure 2. Data-item classification format
. — Unspecified data entries —

104 AREAOFSIE . XXX
poa \
DATA-ITEM NAME
DATA-ITEM—=—-
DEFINITION
N PAGE
DATA-ITEM NUMBER
——REFERENCE

NUMBER

» PROPERTY ACCOUNTING p
' v
between the list in chapter 4 and the definitions in
chapter 5. y
%ﬁ -
Data-Item Name. This is the title given to each*
data item. For example, “Site Locatlon” is the

data-iteriTffame for data ifem 104, -

Data-Item Definition. A definition explaining
the terms comprising the name of each data item

.and the kind of informatjon sought by each data

item is given in chapter 5. The right-most column
in the data-item list below indicates the page
number on which each, definition can be found.

Data Entry

“Data entry,” as used in this hahdbook, refers\uk__
the actual information, elther in numerical or
alphabetic form, which may be collected and .
recorded for a given data item. Using data item 104’
Site Location as an example, a site located at
the corner of 12th and Main Streets would have
%]2th Street and Main,” or some similar variation
(*12th and Main™), as the data entry for data item
104. For 104 Area of Site, a site of 2.5 acres would
have *“2.5” as the data entry. .

In both of the examples above, the type of data
entry is either specified or implied in the data-item
definigion. However, for many data items, a list of
several alternative data entries are offered (see, for
example, data items 106 Ownership of Site
and 108 Principal Use of Site). The difference
between these two types of data items is that

" 104 and 105 have an unlimited range of data entry

possibilities that cannot be specified in a simple
list, while data items 106 and 108 have a limited
number of data-entry alternatives that can be

\speclﬁed and given standardized names, codes, and

definigs ince the latter situation readrly lends
itself W¥ the handbook’s objective of compiling a
s)andardlzed reference work for property terms,
data items for which all or most of the data entries
can be specified are treated in this manher. Figures
2 and 3 illustrate differences between these two
kinds .of data items and ‘their respective data en-
tries. o

LEA’s should use the specified data-entry name
and/or codes where they apply, but may add
additional data entries where special circumstances
render the spec(’ fied alternatives inapplicable. Most
data entries in the classification list that follow
have three components: a data-entry code, a data-_

T . A




CLASSIFICATION OF PROPERTY DATA -
N 3 ' Sty

N

Figure 3. Data-item classn" cation format
— Specified data entries —

PRINCIPAL USE OF SITE

Education

Community Services

-

L‘-DATA-ITEM NAME

— DATA-ITEM REFERENCE NUMBER., ‘

{

DATA-ITEM IDENTIFICATION

PAGE NUMBER

.
& 3 \
I

Investment

DATA-ENTRY
CODE

'

DATA-ENTRY NAME

¢

. ) <
DATA-ENTRY DEFINITION
PAGE NUMBER

"' entry name, and a data-entry definition. Some data -
- the kind of information represented by each data ~

entries with obvious meanings are not defined.

Data-Entry Code. The column of numbers
appearing under many data-item names represent
data-entry codes.” Each code can be used for two
. purposes (a) for cross-referencing between the list
in chapter 4 and the definitions in chapter 5, and
(b) for the actual ‘coding of data on a data-
collection form Consistent” use of these suggested
data-entry codes by LEA’s can help achieve a high
degree of uniformity in their (and in the States’and
the Nation’s) property accounting information. As
. _stated above, additional codes may be ‘added to a

given data item, but existing codes sth nof be-
altered in any way that would prevent the new code
from relatmg back to the ongmal code as given in
this handbook.

Data-Entry Name. Following each data-entry
code is the data-entry mame. LEA’s operating
manual accounting systems may, in ‘many cases,
prefer to enter the data-entry name in their records
rather than the corresponding code. Some may use
both.

.

Data-Entry Definttion. A definition explaining

entry is given.in chapter 5. The right-hand column
in the lst below indicates the page number on
which each definition can be found. -

CLASSIFICATION OF
DATA ITEMS

‘Data items listed and classified below are
grouped according to the type of property to which

they apply: .

l lOO Series:
200 Series:
300 Series:
400 Series:

SITES
BUILDINGS

SPACES (within Buildings)
EQUIPMENT — .

All data items and data entries given below are
defined in chapter 5, except for those data entries
requiring no definition. Such data entries are
indicated with “ND” (Not Defined) in the right-
hand colunin. .
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.

‘Classification of ‘Data Items and Entries, Including Index to Definitions
(S "‘ ] N ,
» N -
Reference Data-Item Name: . Definition
number . Data-Entry Code-and Name . page number

100 Series: SITES

A

' — SITE IDENTIFICATION —

SITE NUMBER

#ITE ADDITION NUMBER
0 - ORIGINAL
1 FIRST ADDITION
2 SECOND ADDITION
.. ~(ETC)
SITE NAME
SITE LOCATION

- - ~

~ GENERAL DESCRIPTIVE INFORMATION —

AREA OF SITE
OWNERSHIP OF SITE
1 LEA-OWNED .
MUNICIPALLY OWNED
AUTHORITY-OWNED
OTHER PUBLIC OWNERSHIP
NONPUBLICLY OWNED
SHARED OWNERSHIP
OTHER
SPECIAL DEED RESTRICTIONS
PRINCIPAL USE OF SITE
. EDUCATION
COMMUNITY SERVICES
INVESTMENT
. NOT.IN USE
OTHER
CAPACITY OF PAVED PARKING AREAS ON SITE
CAPACITY OF UNPAVED PARKING AREAS ON SITE _
CAPACITY OF AVAILABLE PARKING AREAS OFF SITE
EASEMENTS

5

- STRUéTURES AND SPEGIAL AREAS ON SITE — -

TYPE OF STRUCTURE (EXCLUDING BUILDINGS) OR SPECIAL
AREA ON SITE

01 FOOTBALL FIELD"

02  BASEBALL FIELD

03  SOCCER FIELD

04 . MULTIPURPOSE FIELD

11 BASKETBALL COURT

12 * VOLLEYBALL COURT-

T
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Reference Data-Item Name; ) Definition .
number Data-Entry Code and Name _ . page numbeér

13 TENNIS COURT . 43

14 HANDBALL COURT ~ e ) . 43

15 . MULTIPURPOSE COURT - & 43

21 . PAVED PLAYGROUND $ ) 43

" 22 UNPAVED PLAYGROUND

23 PRESCHOOL PLAYGROUND . .
31  TRACK AND FIELD AREA ~ '

32 RUNNING TRACK -

33 OBSTACLE COURSE

34 ARCHERY RANGE .

35  RIFLE/SHOOTING RANGE )

36  SWIMMING POOL . -

37 WADING POOL - : , \

38 DRIVER TRAINING RANGE ‘ . oo

39 ICE RINK ‘ , ' »

41  OUTDOOR CLASSROOM

42 . CAMPSITE

43 AGRICULTURAL AREA

44 . ANIMAL HUSBANDRY AREA

b 45  HORTICULTURE/ARBORICULTURE AREA )

99  OQTHER STRUCTURE OR SPECIAL AREA *
114 . NUMBER OF STRUETURES OR SPECIAL AREAS OF A GIVEN TYPE
115¢" PARTICIPANT'CAPACITY OF STRUCTURE(S) OR SPECIAL AREA(S)
116 SPECTATOR CAPRACITY OF STRUCTURE(S) OR SPECIAL AREA(S)

SRRERRRRRRRRRERRRERE

-
S
W

— STRUCTURES AND SPECIAL AREAS OFF SITE — v
117 TYPE OF STRUCTURE (EXCLUDING BUILDING) OR SPECIAL
AREA QFF SITE 45
118 NUMBER OF STRUCTURES OR SPECIAL AREAS OF A GIVEN TYPE 45
119 PARTICIPANT CAPACITY OF STRUCTURE(S) OR SPECIAL AREA(S) 45

120 SPECTATOR CAPACITY OF STRUCTURE(S) OR SPECIAL AREA(S) 45
8
A szE ACQUISITION AND COST INFORMA nozv—',
21 ° METHOD OF SITE ACQUISITION . 45
1  PURCHASE . e . AS
2 LEASE 45 -
3. LOAN ' . 45 .
4, GIFT | - _ ., 45
X 5 PROPERTY EXCHANGE , . . . .46
” 6 BOUNDARY CHANGE . - 46 «
"{-- 9 OTHER ~ ° -y ND
T122 OATE OF SITE ACQUISITION ’ - 46
123 COST OF SITE ACQUISITION i . 46

124" ANNUAL COST OF SITE LEASE

125 TERM OF SITE LEASE

126 SOURCE OF FUNDS FOR SITE ACQUISITION
127 MARKET VALUE OF SITE

' ‘ 30
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Reference
number

“

Data-ltem Name;
. Data-Entry Code and Name

100 Serles SiTES—Contmu@d

128

129
130
131

132
133
134

135
i36

EY
138

139
140

20
20

i
203

METHOD OF ESTIMATING MARKET VALUE

[}

1 APPRAISAL

2 SALE PRICE

3 OFFER TO PURCHASE
9 OTHER -

— SITE IMPROVEMENT INFORMATION —
NATURE OF SITE IMPROVEMENT
DATE OF SITE IMPROVEMENT ' -
COST OF SITE IMPROVEMENT

»
N 1

L SITE MAIN TENANCE INFORMATION —

Ve

PROPERTY AC(/‘OUNTING

Definition
page number,

’

EXPLANATION OF SITE MAINTENANCE OR_ OTHER WORK PERFORMED a7’
DATE SITE MAINTENANCE OR OTHER WORK COMPLETED 647
COST OF SITE MAINTENANCE OR OTHER WORK . 47

— DISPOSITION OF SITE — )
- AREA OF SITE DISPOSED - 47
REASON FOR SITE DISPOSITION © 47
I NOLONGER USEFUL’ _ND .
2 END OF LEASE . 47
3 LOAN RECALLED 48_
9  OTHER ND
DATE OF SITE DISPOSITION 48
METHOD OF SITE DISPOSITION . - 48
|  SALE \\ ! 48
%2 GIFT 48
3 RETURN TO LENDER OR LESSOR 48
9 - OTHER "ND
NET PROCEEDS FROM SITE DISPOSITION 48
RECEIVING FUND FQR SITE-DISPOSITION PROCEEDS 48
200 Series: BUILDINGS
— BUILDNVG IDENTIFICATION — )
BUILDING NUMBER 29 "
BUILDING ADDITION COD > 49
9  ORIGINAL BUILDING : ND .
I FIRST ADDITION ND
2 SECOND ADDITIO ND
... (ETC) 31 , -+ ND
BUILDING .NAME 49
, 49

204

SCHOOL OR OTHER OPERATIONAL UNIT NAME
- N .

\
- .




)

CLASSIFICATION OF PROPERTY DATA 27
Reference Data-Item Name; . Definition *
number Data~Entry “Code and\Name i page number
205 SCHOOL OR OTHER OPERATIONAL-UNIT NUMBER' - 49
206 BUILDING LOCATION 49
— GENERAL DESCRIPTIVE INFORMATION — | ‘ !
» . -t . "
207 TYPE OF BUILDING DESIGN ) T 49
) 01  GENERAL EDUCATION BUILDING o, ‘ 49
‘s 02  INSTRUCTION BUILDING ' ‘ 50 ‘f
03 ADMINISTRATION BUILDING ©50
04 LEARNING RESOURCES BUILDING ‘ 50
" 05 ATHLETIC BUILDING : 50 :
06  AUDITORIUM BUILDING . - 50 . ¢
~ 07 FOOD SERVICE BUILDING 50
.11 , MECHANICAL SERVICES BUILDING , 50
12 VEHICLE GARAGE © 50
' MAINTENANCE BUILDING  _ : 50 °
14 WAREHOUSE BUILDING ) . 50
. ‘ MULTIPURPOSE SUPPORT BUILDING 2 ;)so
_ + 16  DORMITORIES AND OTHER GROUP LIVING QUARTERS /50
. . 17 SINGLE-FAMILY-DETACHED LIVING QUARTERS 50
. 18  SINGLE APARTMENTS AND CONDOMINIUMS 50 -
) 98  SHELL BUILDING . 51
99 OTHER ND
208  PRINCIPAL USE OF BUILDING o 13 51
1  EDUCATION ~ . ) B
2 COMMUNITY SERVICES : 51
3 INVESTMENT < . 51
4  NOTIN USE . ‘ 51 .
9. OTHER ' a . ND
209  AVAILABILITY OF BUILDING - ‘ b s
1- FULLY OCCUPIED : 51
-2 PARTIALLY OCCUPIED . - - : !
3 OCCUPIED—SCHEDULED FOR DISPOSAL OR RETIREMENT 51
. 4  VACANT, AVAILABLE FOR USE 52
5 _VACANT, NOT AVAILABLE FOR USE ' ' 52
' 6" NOT AVAILABLE, LEASED OR RENTED 52
. 9 OTHER R ND .
210 ~GRADES IN BUILDING : o 52
00 KINDERGARTEN ' ND .
"0l  FIRST GRADE _ , g ND ¢
) ' " 12 SENIOR YEAR (12TH GRADE) |, : ND
. @13 FRESHMAN IN COMMUNITY/JUNIOR COLLEGE ,
- (13TH YEAR) . ND
> 14  SOPHOMPRE IN COMMUNITY/JUNIOR COLLEGE .
™~ \ . (14TH YEAR) , . ND
? : 20 EARLY CHILDHOOD/PRESCHOOL - ND
' 30 ADULT/COMMUNITY/CONTINUING EDUCATION . ND
' 32 -




Reference
number

- - .

211

« o212

A

213

214
~215

216

217

218

219

220

;o 221
222

223

224

225

226

“ STUDENT CAPACITY OF BUILDING

Datalltem Name;
Data-Entry Cgpde and Name

200 SeneS’ BUILDINGS -—Contmued

98 UNGRADED
99 L NOT APPLICABLE

OWNERSHIP OF BUILDING
‘" LEA-OWNED

. MUNICIPALLY OWNED
AUTHORITY-QWNED
OTHER PUBLIC OWNERSHIP
NONPUBLICLY OWNED
SHARED OWNERSHIP

+ OTHER

\OO\MANN-—

AN

— BUILDING ACQUISITION AND GOST INFORMATION —

METHOD OF BUILDING ACQUISITION
CONSTRUCTION/(BY CONTRACTOR)
CONSTRUCTION (BY LEA PERSONNEL)
LEASE (RENT) ,

LOAN - .

GIFT 3 .
PROPERTY EXCHANGE ’
BOUNDARY CHANGE

OTHER

O 00~ NV BN -

- NAME OF GENERAL CONTRACTOR

DATE CONSTRUGTION STARTED®

DATE CONSTRUCTION COMPLETED

COST OF BUILDING ACQUISITION

ANNUAL COST OF BUILDING LEASE

TERM OF BUILDING LEASE

DATE OF BUILDING ACQUISITION

SOURCE OF FUNDS FOR BUILDING ACQUISITION
EXPECTED USEFUL LIFE OF BUILDING

DEPR ION METHOD - :
BOOK VALUE OF BUILDING . ..
MARKET VALDE OF BUILDING . .

METHOD OF ESTIMATING MARKET VALUE

1
2

- 3

- 9

227- REPLACEMENT COST OF BUILDING
228 - METHOD OF ESTIMATING REP

1

.APPRAISAL
SALE PRICE

OFFER TO PURCHASE
OTHER

EMENT COST
BID ,
APPRAISAL ‘
ESTIMATE

2

3

9  OTHER - 33"
ro : .

-~

PROPERTYPACCQUNTING

Definition
page number

+ (

52
-52
52
52
52
52
52
52
52
52
ND

53,
53
53-
53
53
53
53
53
»}ND
.53
53
53
53
53
53
54
54
54
54
54
54 ~
54
54
’ 54
54

, 54
54
54
54
54

ND



B
»

CLASSIFICATION OF PROPERTY DATA o . . 29

) Reference Data-Item Name; ) c , o Definition
number Data-Entry Code and Name ~ page number
229 INSURED VALUE OF BUILDING e .54
., 230 INSURED \ﬁ{\LUE OF BUILDING ?ONTENTS . 54

)

~ — PHYSICAL CHARACTERISTICS OF BUILDING —

L 231  EXTERIOR WALLS . . - - 55
1 wOOD ' ’ 55

3 : 2 BRICK VENEER y 55 .
3 OTHER MASONRY . - 55
4 METAL . ; 55
"5  PANEL WALL . 55
6 CONCRETE 55

- 8 NONE .o | A 55
9  OTHER® J . - ND
232  FLOOR FRAMING ‘ 55
1 WOOD FRAMING ) " - 55
. 2 CONCRETE ON GRADE 55
3 WOOD ON STEEL . , 55
. 4  CONCRETE SLAB ON