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Handbook III as originally publishedin 1959. Its purpose was to provide a
standard guide t the' terminology used in property accounting for local and State
school systems.

Education as taken on a "new look" in the 17 years since Handbook III first was
published. ch traditions as the self-contained classroom, 55-minute classes, and
summer va ation are giving way to new' teinatives: year-round school', open school,
mini-cour es, modular-class scheduling, differentiated staffing, and team teaching.
New su ect matter and unique delivery systems for teaching these topics are being
developed each year, Shese developments have brought with them new uses for
exist g space and equipment as well as tequireinents for new kinds of facilities.

oncurrent with new deVelopments ,in education concepts and iechnology, the
cesses of planning, management "and evaluation within education have become far

ore complex. Budgeting methods are becoming more sophisticated as traditional
line-item budgets have given way to program-oriented budgets. Similar trends toward
sophistication have appeared in the area of accounting and

budgets_.
management

where decisionmaking tools that long have aided the private business sector, such as
deprepation accounting arid capital budgeting, are being employed: These new
approaches require new kinds of informationin mote'detail and at a-greater level of e3

accuracy than ever before.
.0

The past decade has seen the public bring intense pressure to bear on the education
community for more accountability and greatewoductivity. In responding to these
pressures, educators have developed new teclAues for measuring.and analyzing their
products and processes, thus generating new kinds of data that can be reported to the
public.

In recent years, the education community has recognized he need to update and
extend Handbook III to accommodate additional inTrmation about the new kinds
and uses of buildings, sites, and equipment that have been developed in the last 17
years. Education managers also saw the opportunity toOevelop a revised handbook
that would be more compatible with the new handbooks and handbook revisions
published since 1959. ,

This revised edition of Handbook III provides propettArmipology, definitions,
concepts, and a classification structure 'for property information that are intended to
assist in planning and decisionmaking and to help ensure compatilalb and comparable
recording and reporting of data on education property. The `development of this \'
handbook was based upon the premise that a project of this. qatute must involve a
broad base of participation. The acknowledgments section, atimdix D, indicates the
nine professional organizations and the many individuals vhO ma,de significant
contributions to the development of the final document. , ,4"

Mary A: Golladay, Deputy Director
Division of Statistical Services

III

v
° Ivan II....Seibert, ACting Chief

Federal-State CoOrdination Branch
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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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Chapter 1

INTRODUCTION

THE PURPOSE OF HANDBOOK IIIR'
.

The purposes of this handbook are (1) to pro-
vide a commehensive guide to standard terminol-
ogy- relating to property (sites, buildings, and
equipment) used in education,2 (2) to provide a list
of suggested data items useful in describing prop-
erty, and (3) to provide general-guidelines that, can
assist the reader in understand % and developing
property information systems.

\ It must be emphasized that the handbook pro-
N, vides only an overview of' the procedures for
Vrcreating and operating a property accounting sys-

tem, while concentrating primarily ot the issues of
',defining and selecting items of information for an
LEA's property files.

11.
I ,

'\THE NEELY FOR PROPERTY
INFORMATION FOR PLANNING
AND DECISIONMAKING
IN EDUCATION

Allocating, operating,-and accounting for the
physical assets of a school system are among the
least publicized but most important responsibilities
of education managers. Propertywrelated costs
(such as the costs of acquiring sites; ebnstructing,
renovating,' and operating facilities; and purchas--

IIIR is the third in a series, as denoted by the
Roman numeral III. The "R" following the Roman numeral
denotes that this Is a revised version of the original handbook.
Full bibliographic references to all handbooks in this series are
presented in appendix E.

?This handbook addresses paperty used in elementary,
middle, secondary, and commuiRty (adult) education, but
excludes higher education. Property used in higher education is
covered by the Higher Education Facilities Inventory and
Classification Manual. (see appendix E for full bibliographic
information).

ing, maintaining, and replacing equipinent) com-
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 bet,een
available funds and property needs is widening. At
the same time, for other schools, a peculiar pheno-
menon of the 1970's has arisen underutilized sites
and buildings are becoming an increasing problem.

In response 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 resources that are currently in
use. FOr school system managers to make the best
use of property resources, there must be a constant
flow of ihtelligent planning and management deci-
sions. 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:

Good information about the quantities and uses
of various kinds of pioperty 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 information to governing agen-
cies, funding sources, and the general public.
Clearly, the same systems of propirty informatioti
needed at the local level shoilli be designed to
provide the basic information. required at these
State and national organizatiOns.

To improve the ability of local school managers
tb obtain the necessary data and to,communicate
these data in.usable form to others, it has become

.1
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increasingly importaut to collect and report this
information in a*iform fashi
have identified the need for a "
regarding education property
ized property terms and defini

n. Thus, educators
ommon language"
a set.of 4andard-
ons.

a .
THE ROLE OF NCES IN THE
GATHERING-AND COMPILING
OF DATA AND INFORMATION
ABOUT EDUCATION

This handbook is one of several in the State
Educational Records and Reporis1SERR) 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 pr vide and inter-
pret comprehensive statistics about the condition
of education in the 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 techniques 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 Seriq, is prirfilrily directed toward
elementary and secondary education and has
sprung from ajong-expressed need by educators to
have statistical information available to them in
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 hand-
- books currently available in the SERR Series3 are:

Y."

3Appendix E contains full Bibliographic references to all
handb sin the SERR Series, both in and out of print,
togeth with pertinent handbooks dealing with higher educa-
tion.

9

PROPERTY ACCOUNTING
A

HB IIR. Financial Accounting. Classifications
and Standard Terminology for Local
and State School Systems; 1973.

HB IVR: Staff Accounting: Classifications and
Standard Terminology for Local and
State. School Sys temi, 1974.

HB4VR: Student! Pupil Accounting: Standard
Terminology&4-Guide for Manag-
ing Student Data in.Elementary and
Secondary Sc)17718;--- Community!
Junior College , and Adult- Educa-
tion, 1974.

HB VI:' Standard Terminology for Curricu-
lum and Instruction in Lieat and

r -State School Systems,

HB VII: The State Education Agency: A
Handbook of Standard Terminology
and a Guide for Recording and Re-
porting .Information About State Ed-
ucatio'n Agencies, 1971.

HB X: Educational Technology: A Hand-
book of Standard Terminology pnd a
Guide` for Recording and Reporting
InformatiCn About Educational
Technology, 1975.

Adoption of the SERR Series (or the "hand-
book -series,',.-as-it is-most-often called)-is-not
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 adininis-
trators have begun to realize the value of having
well-organized, Stagdare 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 of the
Nation's sch-Ool systems. At some time, many
Federal and State reports uti,hze 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 Council
of Chief State SChool Officers;
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THEREFORE, BE IT RESPECTFULLY
RESOLVED THAT:

RESOLUTION ON DATA STANDARDS

June 14, 1973

RESOLUTION TO THE COUNCIL OF
CHIEF STATE HOOL OFFICERS
FROM ITS COMIYMTEE ON EVALUA-
TION AND INFORMATION SYSTEMS:

WHEREAS,,state education agencies are
legally constituted and have the responsibil-
ity for education within its boundaries, and

WHEREAS, state education agencies de-
'sire to assist and support local education
agencies to-establish an educational manage-.
merit information system, and

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

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

The Council of Chief State School Pfeil-
cers recommends that each chief state
school officer seek to establish -standard,
termiliology-andtdata 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

Hant-dbook IIIR is offtred as a resource for
local, intermediate, State, and Federal education
officials ,to assist in- the identification, organization,
and definition, of data and' information about
education property. It seeks to establish an orderly'
array of pertineht and useful property terms
definitions, and measures to` provide a valid bass -
for reporting and decisionn'aking in --1nageme L
and planning.

,Handbook IIIR- offers education' officials a
common language with which to communicate
abotit property matters.

,

1©
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HOW TO USE HANDBOOK

Handboole Ill it: can he useful to people in many
different types of agencies and positions of respon-
sibility, including:

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

. intermediate education agencies;

Stite and Federal program managers inter-
ested in ,monitoring funding programs or
collecting property,infOrmation;

researchers;

State and Federal legislative bodies;

ederal professional education organizations*

I cal boards of education and State education
commiisions;

independent auditors; and

the general.public.

'The ways in which each reader may wish to use
the terminology, definitions, and guidelines in this

Tha-ndbook will vary with the liroperty,accounting
needs of his or her organization. Generally, how-
ever, the three most likely uset are:'

Developing new property accounting systems
and strengthening existing pLofierty acavt-
ing systems;

Improving communications among individu-" -

als, and. organizations interested in property
information; and

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

\

MAJOR TOPICS COVERED
IN THE HANDBOOK

-,"

Just as the uses 41...t.he handbook will vary
interestamong readers, the scope of readet Interest will

Nary. Some handbook users, -partiCulhrly those
unfamiliar with property recordkeeping anc re-
porting, may wish to explore most or alrdkthe
'handbook content. Others may seek info `,cma on
on topics of special interest. For those readers s
interested in rapid access, to the major topics
discussed in Handbook IIIR, the following list,
together_ with the Contents and Index, should be\.
helpful.

TOPIC AND LOCATION

Capitalization: 'Appendix B, p. 107, contains a.
brief discussion of gapitalization.

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
dita-eritry codes to be, used in recording prop-

,erty information.

Collectinj and using property information: A
general discussion of several concepts related to

keeping property records and making reports
about property is contained in chapter 3, pp. 1,1-
1B .

Data items, pillenty: (See List of suggested prop-
erty data items, below,)

Definitions: Definitidns are Provided for twokinds
of terms (1) terms that describe property charac-
teristics, such as "cat of construction" or "area
of site," and (2) terms that relate t6 the concepts
and processes of property accounting, such as

A

1.1
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TOPIC AND LOCATIONCon.

"equipment" or `:capitalization." Definitions of
the first type are found in chapter 5, pp. 41-85,
with additional' information provided and cross-
referenced in chapter 6, p. 8'7 . Property-related 0

terms of the second type are interspersed.
. throughout other sections of the handbook,
eluding the appendixes. The Index is the be t
source for locating these terms quickly,

e

-t

PROPERTY ACCOUNTING

area measurements. The information provided in
this chapter supplements the definitions pro-..
vided in chapter 6":'

Depreciation: APpendixC, p. 109, contain' s a brief
discussion of depreciation.

.Developing a property accounting system: The
handbook can ,assist only in parts of thii task,
since it is not intended to serve as a methods and
procedures manual. Chapter 3, ppl. 11-19, pro-
vides some general videlines and criteria for es-
tablishing and operating a property accounting
systeni. The list of management functiorisl re-
quiring property information on page 12 can tie
used to generate more ideas for-potential uses of
property information.The definitions in chapter
5 and the measures in chapter 6 can be used in

-communicaling: the exact 4ta requirements to,.
those responsible for colleting, processing, and
interpreting the data..

Equipment vs. Supplies: Cha\ptex 7, pp, 97 -101,
ns a full discussion of how tb distinguish

supplies and equignent.,Also, chapter
5, 7546, briefly addresses equipfnent and
suggests Norge basic data items that Maybe useful
in keeping equipment records.

Equipment, built-in vs. Movable: Pap 99.0
chapter 7 provide, criteria for distiriguis
between built-in and movable equipment.

Inventories: Pages .99-100. of chapter 7 contain a
general disCussion of the topic, although no
procedures are discussed, 'The Index identifies

- other references to the topic:,,

. List of suggested property data items: Suggested
Yroperty data items are listed in chapter 4, pp. 23-
39, without definitions, and in chapter 5, pp. 42t
85 , with definitions.

Meastirses of education property: Chapter 6, p. 87,
deals with terms that provide measures of educa-
tion property, typically involvMg cost, value, or

Terms and definitions.: (See Defipitions, above.)

Uses of prOperty information: Chapter 3, p.
.provides a list of management activities that
.utilize property information (often in combina-
tion with other types of information). .

-

KEN TERMS RELATING TO
EDUCATION PROPERTY

' Educators throughout the Nation usea variety of
terms when referring to the kinds off' property used
in their Schools. Some talk about "facilities," others
refer to "capital assets,4 and still others use the term 4,
"property." To put all readers of this handbook on

,common ground and reduce the risk of misinterpre- 7'
tation, it is impoitant to poiit otlt how Ha'ndbobk
IHR uses these terms. ;

In general, this handbook defines property as
sites, buildings, and both built-in and movable
equipment. A site includes land and all improve-
inv.& to that land, other than buildings. BuildIngs2
include the original structure and all improvements
or additions to the structure. eqiiipment3 is
usually considered an integral pIrt of a,building, but
there is provision for keepin sgparate built-in
eiquipmeca. records, ik desired, Property includes
movable equipment, but not supplies. How to
(differentiate between supplies ancr,equipment is
discussed in chapter 7, pp. 97.99,,

Handbook IIIR treats the terms property, facili-
ties, fixed assets, and capital assets as equivalents:-
However, to avoid the distraction of using.four
terms, interchangeably thrOughout the document,
the term property is useclppreference to the others.

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

'See data itoilli29, p 46, for the definition of "site 'improve.
ment ,

: . .

2See p. 48 for the definition of "butlding."
2See p\ 99 for the definition of the terms "built -in equip-

ment".and "movable equipment." ".

12.



HOW TO USE THIS HANDBOOK 7

TYPES OF EDUCATION
AGENCIES -

Ways of using this handbook by .eatrcation
agencies will vary from local-to State and Federal
levels.

To keep the references to the different levels of
education agencies simple and concise, the hand-
book .uses the following terminolog

Local Education Agency, or LEA, as used in
this handbook, includes public and, private
schools, school districts; and school systems;
parochial schools, schooltdistricts, and school
systems; local basic administrative units; re-
gional education centers, such as area voca-
tional centers; adult/ community/ continuing
education agencies; and specidl educatift
cooperatives.

. Intermediate Education Agencies are referred
to in Handbook IIIRas LEA'salso. This is not
to suggest that Handbook IIIR defines Inter-
mediate Education Agencies and Local
Education 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.
similar entities.

State Education Agency, or .5EA.,-As used in
this handbbok, typically includes State depart-
ments of education, State boar& of education,
State, education commissions, and State edu-
cation authorities.

'Those SEA's tliaroperateschools, edUcatio
programs, or other education institutions wi
find the statements and concepts directed
toward LEA's most applicable to their prop-
erty accounting needs.

FederalEducationAgency, orFEA, as used in
this handbook, refers to any Federal agency or
subdivision having responsibilities for sup-
porting or delivering edjication services. It
particularly refers-to the U.S. Office of Fduca-
tion (USOE), the National Center for Educa-
tion Statistics (NCES), and the National Insti-
tute of Education (NIE).

Those FEA's that operate schools, educitiotial.
programs, or other education institutions will
find Ulf statements and. concepts' directed
toward LEA's most applicable to their prop- '
eity accounting needs,

How this handbook can serve agencies at each of
these flute levels is-discussed in chapter

SELECTING DATA ITEMS FOR A
PROPERTY ACCOUNTING SYSTEM

Chapter 4 pAsents a list of items of information
that can 'be useful in various types of property
hccounting systems. However, since the %pes of
information needed by an LEA vary according to its
size and the ways it wishes to control its property;
any givenij.EA will find only a portion of the list
useful. or example, the property information
required for an LEA to calculate the .full cast of
educational programs may be of little value to ao
LEA that does not calculate program costs. 1,Wt's
with very basic property information systems niay
use only five or ten data items from any given data-
item series (100 Series: Sites; 200 Series: Buildings,
etc.) while LEA's with ophisticatpeprokerty infor-
mation systems will use many mfore. It is probable
that few,.if any, LEA's can effectively use all of the
data items listed in chapter 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 tile risk of wasting
time and money collecting unheeded data,.

A good rule of thumb to follow in identifyingtht
kinds of data to collect is to include only data 'that
meet any one of the following criteria;

The data are needed for observance of sound
accounting prinCiPles.

The data are needed for planning, manage:
ment, or other decisionmaking activities itt the
LEA.

State law, Federal law, or administrative pol-
icy requires that the data be reported or made.
available to others.

The data, are needed to secure or maintain
grants or other finding programs.

The discussions following the terms LEA, SEA, and FeA
are not legal definitions. They are, instead, explanations of how
the terms are used in this handbook.

13
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The data are requested periodically by the
local Board of Education.

No specific data should be collected solely bn the,
strength of the argument that'"we may need it some
day," or "we have always collected it." If the data in
question fit none of the required criteria above, the
cost of collecting them may very well outweigh their
usefulness. Too much data of this type can over-
burden a property accounting system and'Uniit its
effectiveness.

'On theothe,r hand, LEA's may require property
data items not listed in this handbooks This should
not be interpreted as a conflict with the hand-
bookthe handbook cannot and doesnot claini to
anticipate the complete property information needs
of all LEA's, SEA's, and FEA's. In :such cases,
LEA's should collect whatever additional data they
require, but should make every effort to maintain
cqmpatibility 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
k- FOR SMAL1ER LEA'S

All LEA's, large and small, have need for some
type of property accounting system'. However, some
smaller LEA's may Seel that the task of property
accountinf 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 at a computer is necessary fot
processing hese da . In fact, useful inventories of
property .can be maintained.on a manual basis and
still provide valuable management information. The
best approach to developing an effective property
accounting System in a small LEA is to (1) clearly
identify thse,purposes for collecting the information; :-
and (2) avoid collecting and information that does"
not serve theSe purposes.

Chapter .3 provides some general guidelines for
developing a property informatio sy em. While
reading this material, t4riaiters from sg all LEA's
should keep in mind that a computer may not be
necessary Lit* the amount of data to be processed can
be kept at a minimum. The Section entitled "What

PROPEFS.TY ACCOUNTING

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 primry user group 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 uniformity of property
terminology in use at the local' level will make
property data avembled 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 for each SEA to' evelop its
own prope y accounting manual, based on Hand-
book II This is the same approach being used
succes ully in the area of financial accounting with
Handbook II, Revised.5 The development Of State-
prepared property accounting manuals has several
distinct advantages over the direct use of Handbook
IIIR at the local level:

Centralizing the effort and expense of prepar-
ing such a manual at the State level can mean
considerable savings for LEA's. This approach
can minimize the wastefulness of each LEA
attempting to design its own property account-
ing system without knowledge qf the expe-
rience and accomplishments of afters.

itate-prepared manuals tend to accomplish
statewide adoption Of uniform terms and
definitions more rapidly and easily,

The modification' of Handbook IIR by the
State can ensure that the resulting State-
prepared manual addresses the state's own
unique needs for specialized information.

LIMITATIONS OF
E

HANDBOOK MR

While the handbook focuses on terminology and
offers, smite general guideline§ for developing propl,
erty accountini systems, there are some important

Appendix E contains full ,bibliographic information for
Handbook BR.
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kinds orassistaiice that the handbook does not
offer. Specifically, Handbook MR does not pro-
vide:

methods and p ocedures for handling and
controlling prope yitems (such as receiving,
storing, and dish rsing equipment; labeling
and /or tagging quipment; and taking prop-
erty inventories),

methods and procedures for collecting and
processing1property data (such as developing
data-c011ection forms and procedures or de:-

, signing and compiling property reports), and

methods aid procedures for using property
data (such as making re build/ replace or make /
buy decisions or evaluating the utilization of
buildings or the cost effectiveness of equipN\
ment).

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

SUMM'ARY: POTENTIAL
BENEFITS OF USING

. HANDBOOK IIIR

This section summarizeS the possible benefits
that can be derived from incorporating the concepts
and terminology of Handbook.IIIR into property
accounting systems of education agencies.

1. Potential benefits that Handbook IIIR offers
to LEA's include:

Exposure to the basic concepts of property
accounting can lead to a clearer overall
understanding of the value of good prop-
eity information in gyrating the LEA.

A more complete understanding of the
value of good property information can
lead to a greater commitment on the part of
LEA officiaii to developing better property
accounting systems for their LEA's.'

Proper application of the standardized set
of terms, definitions, and measures can
lessen the tithe 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, operating, evaluat-
ing,. and reporting.

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 differentiating beRveen
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 sin:kilar
benefits.

2. Potential benefits that Handbook IIIR offers
to SEA's include:

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

Statewide sponsorship of such manuals can
result in the availability of a broader.range
of more meaningful data to the State and
among LEA's in the State.

The common 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 handbook can provide a good starting
point for standardizing equipment and
supplies definitions and lists for its various
contracts and grants programs.

3. The principal benefit that Handbqok IIIR
offers to FEA's is:

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

t,



la

4

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

am.
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Better data will be available for dissemina-
tion to the public, to1EA's and SEA's, and
to State legislatures and 'the Congress as
input to legislation.

p.
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Cluipter 3

CONSIDERATIONS FOR COLLECTING
AND USING PROPERTY INFORMATION

This chapter presents a discussion of 'cfln4pts
associated with property, accounting and offers

o some general guidelines for developing or strength-
ening a property, accounting system.

WHA44S*4PROPERTY
ACCOUNTING?"

t
Property accounting is the process of identi-

fying, classifyirig, defining, collecting, recording,
analyzing, reporting, and making use of informa-
tion about education property. Its purpose is to
improve accountability by providing accurate in-

* formation for planning, managing, and evaluating
the uses of property- related education resources.

Preperty accounting is based on records and,
recordkeeping procedures. In large LEA's, rec-
ords often are'kept on each item'of property it the
school system (sites, buildings, and equipment).
Small. LEA's may maintain less formal property
records than large LEA's, but all LEA's have some
,type of property records. Such records may include
inventory lists or files, building drawings and
specifications, construction contracts, land plats
and deeds, payment records for property pur-
chases, records of sale or disposal, vehicle registra-
tions, service warranties, cost of operation, and
depreciation or use-allowance records.

. Property accounting typically includes various
methods and procedures for analyzing property
data. These analytical activities can range from
simple summajies of inventory information to,
more complicated capital budget analyses or build-
ing utilization studies,

. Property.. accounting also incorporates various
methods for reporting or Communicating property
data and information to planners and decision-
makers. Examples of this are inventory status
reports and capital funding requests.

The frequency of processing and using property
accounting records can vary widely with the size of
be LEA and the type of information. Some re- ,

cords ace used several times during the ear; such
as when inventory information is needed, whenl
repetitive purchasing decisions are .made, or when
monthly reports are compiled. Other records are
accessed less often, such as those needed to support
insurance claims or those needely to plan for
building renovations: . -

All of these kinds of property information,
together with the activities supporting their collec-
tion and use, are.a part of property accounting.

WHAT IS A PROPERTY
ACCOVNTING "'SYSTEM?"

. .

Property accounting activities can range from
simple systems to complex ones. For instance,
some very small LEA's might maintain only a
simple inventory list of major equipment items.
Other LEA's may have very complqX property
accounting systems that include detailed individual
records on all Sites, buildings, and equipthent.
Regardless bf the size or complexity of the system,,
the process of property accounting involves some
combination of people, equipment, paperwork,
and the methods and proced rest tying them to-
gether. These elements comp' e the LEA's prop-
erty accounting system. ,

The term "system as used in Handbook IIIR,
generally refers to this combi tion of people,
equipment, paperwork,' methods, d procedures,
but does not necessarily refer to mputers o5,to
the use of computer technology. A "syitem'ttnay
be based entirely on paper and pencil records, such
as typical bobkkeeping journals and ledgers. In
fact, paper and pencil' recordkeeping syStems of
one sort or another ar found in all LEA's. hen
computer -based syste s are directly ad ssed in

17
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this handbook, the word "computer" is specifically.
stated.

SPECIFIC USES OF
PROPERTY INFORMATION

rProperty information is valuable to managers of
education agencies to help them achieve the goals
and objectives of their agencies. While property
information is most typicallyscncountered 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,
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 purposes, moni-
toring utilization, and directing the activities
of the agency.

Evaluating, including analysis of operations
and repair costs, making cost/effectiveness
judgments, and making rebuild/ replace deci-
sions.

Reporting, including the compiling of data
a information for dissemination to others,
bgkh inside and outside the organization.,

" %

rpperty informdtion that does not assist man-
agers in meeting agency responsibilities 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 accounting systems
are found in LEA's, depending on the sin of the
LEA and the kinds of property it wishes 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);

s stems dealing only with buildings; these
ra ge in level of detail from systems that list a
fy general characteristics of each building,

4

PROPE

-itosystems that list detailed descriptions of all
the spaces (rooms) in e ch building; and

Systems accounting or sites and -Itildings

Y ACCOUNTING'

together. \
vat

An LEA may have /only, one of the above types
of `systemi or it mAy take a comprehensive ap-
proach. Each LEA/must select the size and extent
of ,its property accounting systems according to its
own' needs..

Below is a Ii
education ag
tion. It is s
level (for
SEA's, F
nations.
educatioA
ing syst,

the lis
possi
'plan
educ

a

t of possible ways in which various%
neies might use property informa-
arated into parts, uses at the local

A's) and uses by LEA's, as well as
A's, and other State or Federal organi-
is not intended to imply that each

agen6 should have a propel)) acccrunt-
m serving all of dat functions. Instead,
is intended to illustrate the wide-ranging ,

lities for using property information in
ng, managing, And evaluating the use of
tion resources for the continuing benefit of

educational programs .0

1. Uses of property information at the local
level (forEA's):

_Managing and controlling property
inventory management
location control
equipment selection
utilization scheduling and monitoring
maintenance management
pur-chasing control
contracts management
cctst analysis

Planning and.evaluation activities
facility planning and space needs anal-
ysis
equipment needs forecasting
equipment allocation
energy use/conservation studies
building materials selection

`capital budget preparation and man-
agement
operating' budget preparatioer- and
management
program costing
safety planning and evaluation
site selection

\*

Additional property-related activities that
cut across all activities of the LEA are:

-c
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insurance planning and claims support
cost control
cash-flow management
communicating with other LEA's
about property matters

2. Uses of pl'operty information by LEA's, as
well as SEA's, FEA's, and others:

Developing bases for legislation

, Making administrative policy

Administering grants, contracts;and other
P funded programs -

Conducting research in the areas of im-
.prpved educatipnal methods and proce-

" apres,tpast practices, and future trends/

Compiling reports for governing bodie/s or
funding sources

bmpiling, comparing, and evaluating in-
rmation for public disseminatior

I

SOME CONSIDERATIONS FOR
DEVELOPING 'OR STRENGTHENING
A PROPERTY ACCOUNTING
SYSTEM

This sectipn prese s some general guideline
that may be helpful LEA's in developing good
property information. These mments are eqdally
applicable to developing, information systems for
other areas of the LEA's operation.

The list below ris an outline of the basic steps
evolved in developing or strengthening a system of
property records and reports (in other words, a
property accounting system). This approach fo-
cuses on answering three critical questions:

What information do we need?

Where is this information available?

How do we get this information quickly and
at the least cost? I

The eleven steps putlined below can apply to
property accounting systems of all sizes, from a
basic manual recordkeeping system to a large
computerized information system!'

I. Identify the general needs f the agency for ,

I 'property information.

13

These needs should not be defined inierms
of the information people say they want,
but in terms of the ways tj\ey will use the
information. When potential users of the
information must describe specific uses for
it, the tendency to collect unnecessary infor-

4 mation just because it is "nice to have" is
minimized.

19

2. Define the type of propetty accounting
system(s) needed.

At this point, the LEA may decide , to
develop 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 fiave 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 redesign of the original records and
reports.

On the other hand, LEA's with moTe expe-
rience in using property information sys-

\ terns may wish to develop more comprehen-
sive systerri's that deal with sites, buildings,
spaces (rooms), and eqdipment together.

3. Identify specific' data needs.

Based on steps 1 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

Ac
each data item. Handbook IIIR should
provide most of the pertinent definitiOns
required.

4. ,Review all existing andvioned documents
containing property data.

Identify all property data that are currently
being collected or are on file. Determine
where the data come frooi, how often they
are collected, and how they are defined.
Examine any documents in the planning
stage, determkning the same information.
Comparis n of,these findings with the gen-
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erat data needs.determined in steps I, 2, and
3 will guide The LEA in deciding collection. -
activities.

51 Identify the sources of the required data and
confirm that the data are available in the
fora *nd quantity needed.

If certain types of data are unavailable or
impractical to collect or maintain in the
forritIquired, steps 1 through 3 should be
recycled to consider these data-availability
problems and to develop alternatives.

6.. Develop data-collection fora-. and proce-
dures.

These forms should be easy to understand,
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
runs before they are approved.

`7. 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 computer or accounting
machtes involved). In this case, the data
forms developed in step 5 may also be the
forms on which the, datk are stored and

'distributed.

Computer-based property accounting sys-
tems will typically go through a mlich more
lengthy process, including developing data
handling procedures, data-processing pro-
grams, and output programs.

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

The purpose of this step is to insure thaLall
peksonnel who acquire new responsibilities

-, related to the property accounting system
have an opportunity to _prepare for these
responsibilities. It also provides an oppor-
tunity to familiarize staff members with any
new terms or definitions adopted from the-
handbook.

PROPERTY ACCOUNTING

9. Test the new 'property accounting system.

Conduct a trial run involving all methods,
procedures,_ materials, and people in the
new systemfrom 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 items, and add missing_
data items.

'10. Implement the property accounting system.

Once tie trial run has been completed and
necess improvemdnts 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 new system is effectively installed.

11. Look continuously 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

In most LEA's, the effective development of a
property accounting system requires a certain
amount of advance planning and coordination
among those who will participate in the recording
and use of the property data. iThe steps .outliiked
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 hvw to organize the
information files that support die system. As stated
earlier in this chapter, property accounting sygems
usually focus on specific kinds of property. some

. 20
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,

deal With just bUildi gs, others with buildings and
sites .together. Som
ment, while others de
eqhipthent, such as
type of property accounting system usually re-
quires, its on inforMation file. An LEA having
several property accou ting 6stems fnay therefore

oce policieshave several property information files, each ad-' insura

dressing a different ty
have a single property
simultaneously with
(rooms), and equipmen

Property files can b
types according tothe s
purposes of this handb
"derived" files and "brig
nal document files co

.ments typically,obtaine
with the acquisition 'of
of .these are deeds, bui
lions,. and equipment
fi1ei consist of data copi
'files or data taken from
files are usually more e
since they can be designed, by the LEA to cilpture

e
.

the precise information required by users of the
file. Original document files are sometimes more
cumbersome' o store and use, but usually contain a
great deal of necessary information. 2

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

focus on all movable >equip-
' only with special groups of
udiovisual equipment. Bach

15 .

studies or surveys' of the building while in
operation

- - documents related to built-in equipment,

prints, plans, specifications, warranties
' (see items under EquipMent -below)

e of property.%Few LEA's
accounting dystent dealing
sites, buildings, spaces

further divided into two
urce of their data. For/fie
ot, they are referred to as

Al document': files. Origi-
st of papers and docti-

by the LEA in connection
property iterr Examples

ding plans and specifica-
arranties. Most derived .

d from original document ,
nventory, efforts. Derived
ficient and more flexible'

Sites:

deeds,, covenants

. surveys, plats, maps

blueprints and specifications
ments

photographs, aerial or surface

titles and abstracts

appraisals

for improve-

insurance policies on improvements

Buildings and Spaces (Rooms):

blueprints and specifications (plans)

photdgraphs, drawings, renderings .

contracts for construction, renovation

.Equipment:

bid specifications

bids

.4,

contract$ or purchase
files)

-plans & specifications
-drawings

photographs

(if not ip financial

(large equipment),

operator manuals

service (repair) manuals

parts manuals

warranties

vehicle titles, and registrations

insurance

LEA's may find it useful to gather into one
location as many of these documents as possible. A
.centrally located original document file makes the
inform:0On on these 'documents more readily
available to potential users within the agency.

. The most common derived file is one based on
an -inventory listing. hi fact, the simple inventory
list is the most common form of property file found

LEA.. The typical inventory list contains at
Minimum the following kinds of information:

This type of file may be expanded by collecting
additional information when. inventory is taken,

1

the identification number. assigned to each
item;

a brief descriptidn of each item,.

J

the original fest (actual cost, estimated cost,
or appraised valuewhichever is appropri-
ate), and

the, location of each item.
4



;

'16

Such files niay lie.maintaiipd manually (handwrit-
tO or typed documentsTht are filed manually in a
desk cabinet) or in an automated mode (oh
punched cads, computer' ape, or magnetic disk).

.The number of property items in the file and the
amotant, of data collectedforeach Ain usually
determines whether an automated system is cost

-effective. .

An inventory list 'Containink only a fewsbasic
items of data can be useful.in serving the principal
stewardship responsibilities of the LEA, i.e., know-
ing what the LEA owns ap..where it is located:
However, such a list usually contains too little
information effectively support other planning
and control nee& of the LEA. For thiAiaeason,
many. LEA's gather additional informon on
certain types of property. This additional datals
usually (1) gathered, during the inventor process,
(2) copied from the original 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 usually decide
how; much information to duplicate frO"na existing
files onto the new file: While it is inefficient to have
the same information exist in more than one file
within the LEA, it may be equally inefficient to
have to search among several files to find all the
'required information for egiveintem.br group of
property items. This is ao extremely 'important
decision, and no simple guideline for making the
decision existseach situation must be ..analyzed
on its own merits.

FO'r example, duplication of information froth
original documents to derived files may be justified
when the storage place or method of access to the
original document is not convenien-to frequent
users of its information. ConArstly, when such
dpcume are used infrequently, as are most deeds

d plats,s for example, it may be more efficient -bi)
work directly wi9h the original document and
avoid duplication. (-

GUIDELINES FOR DESIAING
AND MAINTAINING PROPERTY_
INFORMATION FILES

c

Each LEA should have properly brgariize,d
property information files, since they are the heaftk
of the property accounting system. Althoughtire
size and content of these files will vary from LEA
tcy LEA, all property files (whether manual or

PROPERTY ACCOUNTING

automated) should be designed and maintained to
conform to at leasLilicgeneral criteria listed below.
LTA's (and 'SEA's and FE0 where applicable)
should attempt, wherever possible, to further refine
or to supplement the following criteria in aecor-
dahce with their own particular needs and

-,c6nstraints.
.

'1. in designing property files., consideratiOn
should be given to developing information
Tor:

as many of the daily activities of property
management as are practical and useful.
Sucti activities can include purchasing
equipment, allocating equipment, schedul-
ing maintenance activities, planning and
managing capital budgets, and evaluating
operating costs.

the less frequent activities of property
managettent, such .e renovating build-
ings, purchasing sites, anti, reOrganizif
school:districts.

the other uses of property da& such as
summarizing and reporting data At° the
boata of education, the, SrA,, various
funding agencies, and other public bodies.

2.

-

Property Mg* should be designed to ;tore
only 'enobgh information for anticipated
operating and reporting needs.

tA common tendency is to design the files to
store an excessive amountof detailed data,
regardless of potential value and frequency
of use. Files of this nature can require more

-than a reasonable amount of effort and
expensQto maintain. Qn th other hand, the
files should, have a suffic tly broad data
bases to avoid unnecessaryand costly :last:-

-midutr effgrts.

'-some LEA's may wish to establish special
`historical files for important data that are nn
loligerrneeded in current activities.'This frees
thp current files from the clutter of old data,

4'444ile retaining these data for future refer-
e,ti ence.

;

3. Property files should be designed for easy
maintenance and updating, regardless of

2 oefrlonttnt or the media on which they are

O

sr)

40elf



CONSIDERATIONS FOR COLLECTINGAND USING PROPERTY INFORMATION

recorded (e.g., parer forms, computer cards,
computer taped).

Fbrms and records that ,permit easy deletion
ok, Outdated data and easy adefttion of new
data are preferable to forms and recordS that
must.be replaced or reorganized each time a
change in data is necessary.

4.' Specific responsibility should be assigned for
maintenance of the property files, and a
fairly rigid schedule of lite maintenance
should be established.

4

The best incentive for an organization to
Maintain its property files adequately is when
the data contained therein are essential for
successful completion of the LEA s responsi-
bilities (as descri -d in I above). Proper
design regarding th ease of updates (as
described in 3 above) 'so contributes to
good file maintenance, However, the key that
ties these incentives together is to have spe-
cific people identified as responsible for
keeping the files current and accurate. A
predetermined file maintenance schedule (pe-
riodic deadlines for adding new data and
deleting old data) is helpful in many situa- 'See appendix E for full bibliographic information on rack
tions. . handbook. -h

HANDBOOK LINKAGES:
USING DATA FROM
OTHER FILES

17

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.

Information aboutgducation can be divided
into a number of distincttategories, such as finan-
cial, property, staff, and student. The handbooks
in the. NCES handbook series (State Educational
Records dnd Reports Series) have been designed to
address such categories. For example, Handbook
IVRI addresses staff.information, Handbook VRI
covers student inforniation, Handbook VP per-
tains to curriculum and instruction, and Hand-
book XI covers educational technology. Figure 1
illthtrates how these handbooks relate to one
another. All LEA's have records that deal, with
information from one or more of these categories.

Figure 1.Interrelationships among SERRS handbooks
Handbook IVR

Stall data
Handbook RR
Financial data

Subject Property
Fund Function Object matter

area

information
No loptional),

Handbook IIIR
Property data

1
, o

Personal Function Subject. Location of
information and prograni matter

area
assigrvnent,

(

--

Property
identification

INarne and No)

Location
(site, bldg,

and/or room)

Items
describing

an LEA

Items
descrrbing
a school

Type of
property

Other property
character mhos

Subject.
matter

area 11
Learner

ha racteristice

Handbook VR Handbook VI Handbook X
Student data Curriculum data Education technology'

'One of the best ways to link financial and property files is through the property identification number. ThiS dimension (data
item) is not shown in HBI1R, but may be added when desirable.

2Handbook IC does not relate directly to an education information file as do the other handbooks shown here. It offers
terminology that is very useful in classifying data within property files.

resources
Learning

.
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The largest LEA's usually include most of ,these
categories in their information systems.

,

It has ben suggestedearlier in this chapter that
each LEA should minimize the duplication of
inforniation among files. However, to link two files
together, a certain 'amount of duplication of infor-
mation is necessary. lisuaily, one or two key -data
items are involved. Such data items are usually
identified during the file desigty process, and the
choice depends entirely on the calculations and
data comparis6ns in which the two files are to be
used. For example, in 0 property file containing
information on an LEA's buildings, one of the
probable data items Would be floor area, in square
feet (square meters). To calculate the current
square-feet-per-student ratio for any building,
some measure of current enrollment or attendance
in that building is needed. Good practice would
suggest that enrollment/ attendance information
should not be collected as part of the property
accounting systemsince-it is probably available in
other portions of the LEA's information
filesusually 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 files.

Building numbers, site numbers, equipment tag
,umbers, and spce (room) numbers are excellent

liming data ite s from the property files. Other,
useful linksNthough not as common in property
files, are futkrion codes, program codes, and sub-

*ject-matter codes.
The task of linking 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
inability 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 information,
and

(2) a reduction in time and. money spent on
collecting and 'Storing duplicate data.

PROPERTY ACCOUNTING

PROPERTY ACCOUNTING RECORDS
AS. SUPPORT FOR FINANCIAL
A5COUNTING RECORD

Certain property information can be used to
create subsidiary Icords thatsupport 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
fixed-asset financial accounts, usually through a
simple code, such as a property identification
number. These subsidiary-r,ecords can then be used
to provide a detailed breakdown of the LEA'S
assets.

For example, assume that the Wheeler-School
District has a financial accounting system that uses
the general fixed asset accounts of Land, Build-
ings, Improvementi Other -Than Buildings, and
Equipmeit. Assume that Wheeler shoWs a
$300,000Mlance in the land account on June 30
and that the financial accounting Istem contains
no information on the individual pieces of land
comprising this total value. If, in the future, it
became necessary to describe the, kinds of land

.0 represented by the 11,300,000, someone in- 'the
. Wheeler administration would, after some search-

ing, probably locate the necessary information.
However, Ai suArequests become more Com-

mon, not only for Land account, but also for
Bilildings, Improvements, and Equipment, it might,
be justifiable to rework the property files so that
they would serve as subsidfary records 'to, the
general fixed- assets accounts. In its simplest form,
such a subsidiary record for the Land account _

might contain the following inforthtion:

Site
number

Site
name Location

Area of
site

(acres) N)alue

101 Jones School Fourth & Main Sts. 1.5 $30,000 ,
102 Smith School 5066 Maple Drive 7.0 14,006
103 Old Tailor U.S. Highway 89 20.0 16,000

Fart p

TOTALS 100.0 $ 1100

It is important that the total value shown on the
subsidiary 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,

24
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CONSIDERATIONS FOR COLLECTING AND USING PROPERTY INFOR.MATIIDN 19
- ,

ing agreement between its financial accounts a\l
their respective property records. This suggests
that the property records should -be either main-
tained or reviewed periodically by the accounting
Alepartmr nt.

mush more information may be stored in the .

property files than Ts shown here, depending on the
needs and the resources of the LEA.

To develop a useful t et of subsidiary property
records, theEA must have'a method of maintain- .

2;

41,
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Chapter 4

CLASgiFICATIQN OF PROPERTY DATA

This' chapter contains ,a classification of the
basic data items' recocamincVd for the establish-

. 'bent and maintenance of: property. accounting
systems. This classific4ion can be used by any
LEA, public or private, regardless of .ze, and
regardless of whether Pits accounting sys s are
comjter -based or manual. In addition, State,
Federal, and other ed tiO agencies can use this
classification to eiih nce heii-' data collection,
reporting,,and analysis fu tions relating to educa-
tion prorerti. Agencies s ould use this classifica-
tion as a shopping list, selecting those items essen-
tial for their property accounting, purposes (see
"Selecting D to Items for a Property Accounting
System," p. , and "Wilat Kinds of P-roperty
Infpunation Iles Should an Lpti Have?," p. 14).

,

. The property-data item- s in this chapter are
classified by the types of property t1;-which they,
apply: sitesithaildings, spaces (within buildings),
and eqttipnW. Within each type of.property, data

I....`items are grouped with other data of the same
,

general nature. Examples ofokch group's are-G -

eral Descriptive Information, Acquisition and
Information, and Repair and Maintenance Inforz
mat'ion.

.

It is mos
not hit all the

ortant to note that chapter 4 does
roperty terms, contained in this

handbook; inst .49 it lists only the terms that
represent suggested data :items (that is, items of
information) that might be used in the ,mana e-
!Tient of education property. Other property t
which do not represent suggested data s but
assist in understanding the. process of property
accountikLare either' defined in the Glossary or
are,discussed in other chapters. In addition, chap'
'ter 6 repeats thbse data items relating to pro/perty
measures (e.g., length, area, u--&t) and, 4here
Appreajate, offers further guidance or standar
izingach measures. s

. ,a(

.

CRITERIA FOR SELECTING DATA
ITEMS FOR THE HANDBOOK .

Selection of data items -for this handbook took
place inftwo stages. The first stage involved identi-
fication of potentially useful data items through
consideration of:.

whb the potential users of property informal
Lion are (see chapter 2, p. 5),

what the potential uses of propertyinforma-
tion might be (see,chapter 3; P. 12), and

how detailed the information should be for
each category of use

4

. .
,

The data items genera& by this activity were
then screened by application of the f011Owing crite-,
ria: ', 0,

if
4 need priority (the overall importancerof any
q data itentin enabling an agency-to parry out

its responsibilities);
. I

frequency of use;

261

ability to be securest, stored, updated, and
interpreted without unreasonable txpense or
effort; and

incidence of actual use in
repily operating-propert

'

sample of cur-
ounting systems.

. wa

The resulting data-item list should provide sorrig
assistance in de'veloping or improving prOperty
accountingystems. However, readers are cau-
tioned against nidiscriminite adoption of any data
item in 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
not be listed. Use of the data-item classification list

'should be supplemented in all 'cases by careful

Iv

21
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consideration of the guidelines set forth in chapters
2 and 3.

EXELANATION OF THE
DATA-ITEM CLASSIFICATION
FORMAT'

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

Data Item

e 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, location, 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 Cost 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" is the data-item ,
reference number. This number is for reference.
purposes only,. particularly for cross-referencing

Figure 2. Data-item classification format
Unspecified data entries

`104 AREA OF SITE XXX

DATA-ITEM NAME
DATA-IT EM-.-=.
DEFINITION

PAGE
DATA -ITEM NUMBER
REFERENCE
NUMBER

27

betweeti the list in chapter 4 and the definitions in
chapter 5.

Data-Item Name. This is the title giyen to mai
data item. For example, "Site Location" is the
data-itenitame for data item 104.

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

.and the kind of information 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 handbook, refers44:z..L
the actual information, either 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
"12th 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
definition. 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
,specified and given standardized names; codes, and
defin111S ince the latter situation readily lends0
itself the handbook's objective of compiling a
s,tandardized reference work for property terms,
data items for which all or most of the data entries
can be specified are treated in this manner. Figures
2 and 3 illustrate differences between these two
kinds .of data items and 'their respective data en-

' tries.. ,
LEA's should rise the specified data-entry name

and/ or codes where they apply, but may add
additional data entries where special circumstances
render the specified alternatives inapplicable. Most
data entries in the classification list that follow
have three 'components: a data-entry code, a data-I
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Figure 3. Data-item clasiification format
Specified data entries

108 PRINCIPAL 1.1SE OF SITE

1 Education

Community Services

Investment

--g-DATA-ITEM NAME

DATA-ITEM REFERENCE NUMBER.,

XXX

XXX
N

XXX

/XXX'

DATA-ENTRY
CODE

DATA-ITEM IDENTIFICATION
PAGE NUMBER

QATA -ENTRY NAME

DATA-ENTRY DEFINITION
PAGE NUMBER

entry name, and a data-entry definition. Some data
entries with obvious meanings are not defined.

Data-Entry Code. The column cif 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 sh Id not' be.
altered in any way that would prevent t e new code
from relating back to the original code as given in
this _handb o ok.

Data -Entry. Name. Following each data-entry
code is the data-entry name. 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 Definition. A definition explaining
the kind of information represented by each data
entry is giVenin chapter 5. The right-hand column
in the list, below indicates the page number on
which each definition can be found.

28

CLASSIFICATION OF
DATA ITEMS

Data items listed and classified below are
grouped according to the type of property to which
they apply:

100 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 ethics
requiring no definition. Such data entries are
indicated with "ND" (Not Defined) in the right-
hand column.

g,
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'Classification of Data hew and Entries, Including Index to Definitions

Reference Data-Item Name: Definition

number . Code-and Name page number

100 Series: SITES

SITE IDENTIFICATION

101 SITE NUMBER . 41

'102' SPITE ADDITION NUMBER . 41

0 ORIGINAL ND
1 FIRST ADDITION ND

2 SECOND ADDITION ., ND

. . -(ETC.) ND

103 SITE NAME , 41

104 SITE LOCATION 41

105

106

107

108

109 CAPACITY OF PAVED PARKING AREAS ON SITE
110 CAPACITY OF UNPAVED PARKING AREAS ON SITE
111 CAPACITY OF AVAILABLE PARKING AREAS OFF SITE
112 EASEMENTS

GENERAL DESCRIPTIVE INFORMATION

AREA OF SITE
OWNERSHIP OF SITE

42
42

1 LEA-OWNED , 42

2 MUNICIPALLY OWNED 42

3 AUTHORITY-OWNED 42

4 OTHER PUBLIC OWNEIRSHIP 42

5 NONPUBLICLY OWNED 42

6 SHARED OWNERSHIP 42

9, OTHER ND

SPECIAL DEED RESTRICTIONS 42

PRINCIPAL USE OF SITE 42

1 EDUCATION 42

'2 COMMUNITY SERVICES 42

3 INVESTMENT . 42

4 NOT.IN USE 42

9 OTHER ND

STRUCTURES AND SPECIAL AREAS ON SITE

113 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. 29

42
42
43
43

43
43
43
43
43
43
43 ,
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Reference Data-Itein Name; Definition
number Data-Entry Code and Name page number

13 TENNIS COURT
14 HANDBALL COURT
15 .M'ULTIPURPOSE COURT
21 , PAVED PLAYGROUND
22 UNPAVED PLAYGROUND
23 PRESCHOOL PLAYGROUND
31 TRACK AND FIELD AREA
32 RUNNING TRAclif
33 OVTACLE CbORSE
34 ARCHERY RANGE
35 RIFLE/SHOOTING RANGE
36 SWIMMING POOL
37 WADING POOL
38 DRIVER TRAINING RANGE
39 ICE RINK
41 OUTDOOR CLASSROOM
42 CAMPSITE
43 AGRICULTURAL AREA
44 ANIMAL HUSBANDRY AREA
45 HORTICULTURE/ARBORICULTURE AREA
99 OTHER STRUCTURE OR SPECIAL AREA

114 NUMBER OSTRUCTURES OR SPECIAL AREAS OF A GIVEN TYPE
115 PARTICIPANT'CAPAC1TY OF STRUCTURE(S) OR SPECIAL AREA(S)
116 SPECTATOR CAPACITY OF STRUCTURE(S) OR SPECIAL AREA(S)

STRUCTURES AND SPECIAL AREAS OFF SITE

43
43
43
43

44
44
44
44
44
44
44
44
44
44
44
44
44
44
44
44
'44
44'
45

'45

117 TYPE OF STRUCTURE (EXCLUDING BUILDING) OR SPECIAL
AREA OFF 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 STRUCTURES) OR SPECIAL AREA(S) 45

8

SAE ACQUISITION AND COST INFORMATION:

121 METHOD OF SITE ACQUISITION
1 PURCHASE
2 LEASE
3 LOAN
4 GIFT I .

5 PROPERTY EXCHANGE
,0 6 BOUNDARY CHANGE

9 OTHER
122 fliATE.OF SITE ACQUISITION
23 6OST OF SIT.E ACQUISITION
124. ANNUAL COST OF SITE LEASE
125 TERM OF SITE LEASE .
126 SOURCE OF FUNDS FOR SITE ACQUISITION
127 MARKET VALUE OF SITE

30

45
AS
45
45
45
46
46

ND
46
46
46
46
46
46

0
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Reference Data-Item Name; Definition

pumber Data-Entry Code and Name page number,

100 Series: SITESContinud

128 METHOD OF ESTIMATING MARKET VALUE 46

1 APPRAISAL 46

2 SALE PRICE 46

3 OFFER TO PURCHASE 46

9 OTHER ND

SITE IMPROVEMENT INFORMATION

129 NATURE OF SITE IMPROVEMENT 46

130 DATE OF SITE IMPROVEMENT 47'

131 COST OF SITE IMPROVEMENT 47

SITE MAINTENANCE INFORMATION

132 EXPLANATION OF SITE MAINTENANCE OR:OTHEFI WORK PERFORMED 47

133 DATE SITE MAINTENANCE OR OTHER WORK COMPLETED 647

134 COST OF SITE MAINTENANCE OA OTHER WORK 47

= DISPOSITION OF SITE

,k

135 AREA OF SITE DISPOSED 47

136 REASON FOR SITE DISPOSITION ° 47

1 NO LONGER USEFUL ND .
2 END OF LEASE 47

3 LOAN RECALLED 48_ ,

9 OTHER ND

137 DATE OF SITE DISPOSITION 48

J38 METHOD OF SITE DISPOSITION - '48

1 SALE =

\ 1 48

12 GIFT 48

3 RETURN TO LENDER OR LESSOR 48

9 OTHER 'ND

139 NET PROCEEDS FROMSITE DISPOSITION 48

140 RECEIVING FUND F R SITE-DISPOSITION PROCEEDS 48

200 Series: BUILDINbS

BUILDING IDENTIFICATION

20 BUILDING NUMBER
20 BUILDING ADDITION COD

9 ORIGINAL BVILDI G

1 FIRST ADDITION
2 SECOND ADDITIO

. . . ( E T C , )ti 31.
203 BUILDING,NAME
'204 SCHOOL OR OTHER OPERATIONAL UNIT NAME

49
49

ND
ND
ND
ND
49

49
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Reference Data-Item Name; Definition
number Data-Entrytode an Name page number

205 SCHOOL OR OTHER 0 RATIONAL-UNIT NUMBER
206 BUILDING LOCATION

GENERAL DESCRIPTIVE INFORMATION
,

207 TYPE OPBUILDING 'DESIGN

49
49

49
01 GENERAL EDUCATION BUILDING 49

02 INSTRUCTION BUILDING 50
03 ADMINISTRATION BUILDING 50
04 LEARNING RESOURCES BUILDING
05 ATHLETIC BUILDING 50
06' AUDITORIUM BUILDING 50
07 FOOD SERVICE BUILDING 50
11 , MECHANICAL SERVICES BUILDING 50
12 VEHICLE GARAGE 50

..,13 MAINTENANCE BUILDING 50
4 WAREHOUSE BUILDING . 50

15 MULTIPURPOSE SUPPORT BUILDING 150
16 DORMITORIES AND OTHER GROUP LIVKG QUARTERS /'-150

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
1 EDUCATION
2 COMMUNITY SERVICES
3 INVESTMENT
4 NOT IN USE
9, OTHER

209 AVAILABILITY OF BUILDING
1 FULLY OCCUPIED
2 PARTIALLY OCCUPIED
3 OCCUPIEDSCHEDULED FOR DISPOSAL OR RETIREMENT
4 VACANT, AVAILABLE FOR USE
5 VACANT, NOT AVAILABLE FOR USE
6 NOT A#AILABLE, LEASED OR RENTED
9 OTHER

210 GRADES'IN BUILDING
00 KINDERGARTEN
01 FIRST GRADE

A

c

5,1

51

51

51

51

ND

51

51

51

51

52
' 52

52
ND

52

ND
ND

12 SENIOR YEAR (12TH GRADE) ND
13 FRESHMAN IN COMMUNITY/JUNIOR COLLEGE

(13TH YEAR) ND
14 SOPHOMJRE IN COMMUNITY/JUNIOR COLLEGE

(14TH YEAR) ND
20 EARLY CHILDHOOD/PRESCHOOL - ND
30 ADULT/COMMUNITY/CONTINUING EDUCATION ND
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Reference bata=item Name; l'
,-. number 'Data -Entry C,Qde and Name

, . .

I

.

200 Series: BUILDINGScontinued
r

9$ UNGRADED
99 t. NOT APPLICABLE

211 STUDENT CAPACITY OF BUILDING
212 OWNERSHIP OF BUILDING

I LEA-OWNED
2 MUNICIPALLY OWNED

.1 3 AUTHORITY -OWNED ,

4 OTHER PUBLIC OWNERSHIP
5 NONPUBLICLY OWNED
6 SHARED OWNERSHIP

. 9 , OTHER
...,

01

v

PROPERPACCOUNT1No

t

,,

N
BUILDING ACQUISITION AND COST INFORMATION

213 METHOD OF BUILDING ACQUISITION .

1 CONSTRUCTION'(BY CONTRACTOR)
2 CONSTRUCTION (BY LEA PERSONNEL)
4 LEASE (RENt)
5 LOAN
6 GIFT
7 PROPERTY EXCHANGE"
8 BOUNDARY CHANGE
9 OTHER

214 ,NAME OF GENERAL CONTRACTOR
e 215 DATE CONSTRUCTION STARTED'

216 DATE CONSTRUCTION COMPLETE:
217 COST OF BUILDING ACQUISITION
218 ANNOL COST OF BUILDING LEASE
219 TERM OF BUILDING LEASE
220 DATE OF BUILDING ACQUISITION . . -
221 SOURCE OF FUNDS FOR BUILDING ACQUISITION
222 EXPECTED USEFUL LIFE OF BUILDING
223 DEPRE -G4A ION METHOD
224 BOOK VAL OF BUILDING . -
225 MARKET VALE E OF BUILDING . .

226 METHOD OF ESTIMATING MARKET VALUE
1 .APPRAISAL
2 tSALE PRICE
3 OFFER TO PURCHASE
9 OTHER

227- REPLACEMENT COST OF BUILD\ NG
228 METHOD OF ESTIMATING REP EMENT COST

I BID
2 APPRAISAL
3 ESTIMATE
9 OTHER 33 '1

.. .

\ .

I*

Definition
page number

5,2

52
52

52

52

52
52
52

52

52

ND

53.

53

53.'
53

53

53

53

53

A ND
-53
53

53

53

53

53

54
54
54
54
54

,-'54

54
54 ,

54
. 54

ND
. 54

54
54
54
54

ND,
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Reference Data-Item Name;
number Data-Entry Code and Name

229 INSURED VALUE OF BUILDING
230 INSURED VALUE OF BUILDING CONTENTS

PHYSICAL CHARACTERISTICS OF BUILDING

231

-

232

233 FIXED INTERIOR WALLS
I WOOD FRAME
2 MASONRY
3 METAL
9 OTHER

234 ROOF FRAMING
I WOOD
2 STEEL
3 CONCRETE

.9 OTHER
235 ROOF DECK.

1 WOOD
2 OTHER COMBUSTIBLE MATERIALS
3 - METAL
4 OTHER NONCOMBUSTIBLE MATERIALS

236 ROOF MEMBRANE
I TAR OR PITCH
2 'TILE
3 SLATE
4 METAL
5 gI,ASTIC
6 WOOD SHINGLES
7 ASPHALT SHINGLES
8 ASBESTOS
9 OTHER

237 TYPE OF STRUCTURAL SYSTEM ,

1 LOAD BEARING MALLS 34

29-

Definition
page number

54
54

EXTERIOR WALLS 55
I WOOD 55
2 BRICK VENEER 55
3 OTHER MASONRY 55
4 METAL 55
5 PANEL WALL 55
6 CONCRETE 55
8 NONE 55
9 OTHER' ND

FLOOR FRAMING 55
I WOOD FRAMING 55
2 CONCRETE ON GRADE 55
3 WOOD ON STEEL 55
4 CONCRETE SLAB ON STEEL FRAMING 55
5 CONCRETE SLAB ON CONCRETE FRAMING 55
6' STEEL ON STEEL 55
9 OTHER ND

C

55
ND
55

ND
ND
56

ND
ND
ND
ND
'56

ND
S6
ND .

56
56

ND
ND
'ND
ND
ND
ND
ND
ND
ND

56
56

,
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Reference Data-Item Name;
number Data-Entry Code and Name

.200 Series: BUILDING Continued,

I 0

PROPERTY ACCOUNTING

Definit-i9n
page number

2 INFLATABLE 56,- I
. 9 OTHER ND

23$ . MATERIALS IN STRUCTURAL SYSTEM * ,
1 STEEL
2 4 CONCRETE
3 LIGHT WOOD
4 HEAVY WOOD

c -,'
9 OTHER

.) P. ',
',.

56
56
56
57
57,

ND
239 OBILITY 9f BUILDING *

PERMANENT (IMMOBILE) BUILDING
57

57

2 RELOCATABLE WADING' 57.

240 GROSS FLOOR AREA OF BUILDING 57

241 TOTALASSIGNABLE FLOOR AREA OF BUILDING 57

242 TOTAL FLOOR AREA OF REGULAR INSTOCTIONAL SPACE 57

243 TOTAL FLOOR AREA OF SPECIAL INSTRUCTIONAL SPACE. .. 58

244 TOTAL FLOOR AREA OF LEARNING RESOURCES SPACE -58

245 TOTAL FLOOR AREA OF MULTIPLE PURPOSE SPACE, SUPPORT
SPACE, AND:OTHER ASSIGNABLE SPACE 58

246 NUMBER OF STORIES (FLOORS) 58-

247 AREA 'OF DISASTER SHELTER . -
e.

58

248' AVAILABILITY OF BUILDING ENTRANCES FOR THE HANDICAPPED 58 -

249 ACCESSIBILITY OF INSTRUCTION LOCATIONS TO THE'
HANDICAPPED/ , . . 58

250 AVAILABILITY OF TOILET FACILITIES FQR THE HANDICAPPED . 58

251 AVAILABILITY OF 32--INCH DOORS .2
.,

59

MECHANICAL, ELECTRICAL, ENVIRONMENTAL, AND
LIFE SAFETY SYSTEMS IN BUILDING

. ,

252 LOCATION.OF HEATING SOURCE 59
. 591 . CENTRAL. ,-/

2 LOCAL ZONE e 59

4 i INDIVIDUAL (ROOM) HEATERS , 59 /

4 COMBINATION : i 59

9., OTHER
1

- a ND

253 TYPE OF HEATING SYSTEM Y 59

t 1. RADIATORS AND CONVEC ORS ..._.., 59I''
2 UNIT
3 GRAVITY:WA AIR FUR ACE

*

59
59

-4 FAN BLAST OR FORCED .A R ' 59

5 RADIANT PANEL 59
___./ 6 SPLIT SYSTEM

I
59.

7 ROOM HEATERS 59

8 INTEGRATED HETING, ENTILATION AND AIR-
CONDITIONING (HVAC) ELIVERVSYSTEM , 59

9 OTHER f ND

3.5
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Reference Data-Item Name;
number Date =Entry Code and Name

254 ,PRIMARY ENERGY SOURCE FOR-
1 WOOD
2 - COAL
3 NATURAL GAS 4
4 LP GAS .
5 OIL
6 ELECTRICITY-
7 SOLAR
9 OTHER

255 HEATING MEDIUM
1 WATER ,

2 AIR
3 ALCOHOL-BASE
4 NOT APPLICABLE
9 QTHER

256 CAPACITY OF HEATING SYSTEM
257 TYPE 'OF STANDBY HEATING SYSTEM
258 LOCATION OF COOLING SOURCE

1 CENTRAL
2 LOCAL ZONE
3 INDIVIDUAL (ROOM) UNITS
4 COMBINATION
9 OTHER

-Yr

259 PRIMARY ENERGY SOURCE FOR COOLINGf NATURAL:GAS
2 LP GAS .
3 OIL ,

4 ELECtIlleITY
5 SOLAR
9 OTHER

31

Definition
page number

60
ND

ND
ND
ND
ND
ND
ND

60`

60

2

.60

.60
ND

60

60
60
60

' 60
60

ND
60

ND
ND
ND
ND
ND
ND

260
261

CAPACITY OF COOLING SYSTEM
TYPE OF VENTILATIO

61

61
1 WINDOW V TILATION 61

2 GRAVITY y TILATION 61

3 MECHANIC L EXHAUST 61

4 MECHANICAL SUPPLY > 61

5 BOTH MECHANICe?-EXHAUSPAND SUPPLY 61

9 - OTHER ND
262 COMBINED HVAC SYSTEM 61

263 SOURCE OF WATER FOR BUILDING 61

1 LEA-OWNED 61

2 OTHER PUBLIC tlf" 61

3 OTHER ND
264 SOURCE OF SEWAGE TREATMENT/DISPOSAL SERVICE

FOR BUlkDING 61,
I LEA-OWNED 61

2 'OTHER PUBLIC 61

3 , PRIVATE Erl

9 OTHER ND

4.1
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32

Reference Data-Item Name;
number Data-Entry Code and Name.

200 Series: BUILDINGS Contt d

PROPERTY ACCOUNTING

Definition
page number

265 SOORCg OF ELECTRIC SUPPLY FOR BUlkDING 61
i,

1 LEA-OWNED - 61
2 OTHER PUBLIC 61

3 PRIVATE' 61
9 OTHER , ND

266 TYPE OF EMERGENCY ELECTRICAL SUPPLY 62
: 1 NONE . ND

2 'GENERATOR , i ND
3 BATTERY , . ND
9 OTHER ND

267

268 COVERAGE OF COMMUNICATION SYSTEMS 62

4 \

1 SIMULTANEOUS CALL, COMPLETE COVERAGE

3 INDIVIDUAL CALL, COMPLETE COVERAGE 62

4 INDIVIDUAL CALL, PARTIAL COVERAGE
5 TWO-WAY COMMUNICATION, COMPLETEOVERAGE

J
6f

2 SIMULTANEOUS CALL, PARTIAL COVERAGE 62/

62

COMPLETE'COVERAGE
6 TWO-WAY COMMUNICATION, PARTIAL COVERAGE 62

7 ROOM-TO-ROOM COMMUNICATION, COMPLETE
COVERAS4E ..- ' 63

8 ROOM-TO-ROOM COMMUNICATION, PARTIAL COVERAGE 63

9 OTHER . .1 ND
269 SAFETY AND SECURITY SYSTEMS ,63

1 FIRE ALARMS 63*
2 HEAT/SMOKE DETECTORS . 63

3 AUTOMATIC SPRINKLERS 63

4 FIRE HOSE CABINETS 63

5 , FIRE PROTECTION WATER SUPPLY 63

6 FIRE EXTINGUISHERS . 63
,7 POLICE OR FIRE CALL BOX(ES) / '63
8 BURGLAR (INTRUSION) ALARM(S) 63

9 OTHER
.

ND
270 AVAILABILITY OF SIMULTANEOUS VISUAL AND AUISIB E

WARNING SIGNALS FOR USE INCASE OF FIRE 63

PIPE OF COMMUNICATION SYSTEMS 62
1 TELEPHONE ..--- 62
2 OTHER 'AUDIO SYSTEMS 62

3 TELEVISION 62
4 COMPUTER TERMINAL 62.

9 OTHER ND

1' BUILDING REPAIR AND MAINTENANCE INFORMATIO

271 EXPLANATION OF BUILDING REPAIR OR\MAINTENANCE
WORK PERFORMED 64

272 DATE BUILDING REPAIR OR MAINTENANCE WORK COMPLETED 64
273 COST OF BUILDING REPAIR pR MAINTENANCE WORK ,64

t 37
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CLASSIFICATION OF PROPERTY DATA 33

Reference Data-Item Name; Definition
number Data-Entry Code and Name page number

274
275
276
277

278

279
280

281 NET PROCEEDS FROM BUILDING DISPOSITION . 65
282 RECEIVING FUND FOR BUILDING DISPOSITION PR EDS 65

. ALTERATION, RENOVATION, ANN REMODELING

EXPLANATION OF BUILDING MODIFICATION 64
DATE OF BUILDING MODIFICATION 64
COST OF BUILDING MODIFICATION 64
SOURCE OF FUNDS FOR BUILDING MODIFICATION 64

DISPOSITION OF BUILDING

REASON FOR BUILDING DISPOSITION 64
I TECHNICAL OBSOLESCENCE 64
2 NO LONGER SERVICEABLE 64
3 NOT COST EFFECTIVE , 64
4 END OF LEASE 64
5 LOAN RECALLED 64
6 CASUALTY LOSS 65

7 NO LONGER NEEDED BY LEA ND
9 OTHER ND

DATE OF BUILDING DISPOSITION . 65
METHOD OF BUILDING DISPOSITION 65

I SALE 65
2 GIFT 65

3 RETURN TO LENDER OR/L'ESSOR 65

4 DEMOLITION 65

9 OTHER , ND

300 Series: SPACES (within buildings)

SPACE IDENTIFIC ION

301 SPA NUMBER '

DESIGN CHARACTERISTICS

302, FLOOR AREA OF A SPACE
303 SPA 'CE DIMENSIONS
304 , TYPE OF SPACE

4 A

67

67

67

67
1000 ASSIGNABLE SPACE 67

1100 Regular Instructional Space 67

1200 Special Instructional Space 67

1201 Athletic/Physical Education 68
Space 68

1202 Business Education Space 68

1203 . Family and Consumer Education
(Home Economics) Space , 68

1204 Industrial Arts Space 68
r

38
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34 PROPERTY ACCOUNTING.

Reference Data-1$em Name; Definition-,

number Data-Entry Code and Name Page member

300 Series: SPACES (within buil ings)Continued

1205 Kindergarten Space ,

1206 Mathimatics Laboratory
1207 Media-Based Instructional Laboratory
1208 Music Space .:

1209 Planetarium A

1210 Science Laboratory r

1211 Special Instructional Space for
Exceptional Children

68
0
68
68
68
69

69"
.

1212 Computer/Data-Processing Space 4,

e (Instructional) 4 69
1213 Darkroom ( Instructional)Darkroom_ 69
1214 Motion Studio (Instructional) ,' 69
1215 Radio Station (Instructional)
1216 Sound Studio (Instructional)

.
69
'69, A

1217 Tel ision Studio (Instructional) 69
--) 1299 Ot er Special Instructional Space 69

.. 1300 Learning Resources Space
_

69
, 1400 Multiple-Purpose Space 69

..,--
1410 / Auditorium
1420 . Cafeteria

69
70

1430 Cafetorium 70
1440 Gymnatorium 70

1490 Other Multiple-Purpose Space 70
1500 Support Space 70

1501 Computer/Data-Processing Space 70
1502 Conferenees-Room 70
1503 Darkroom 70

.- 1504 Equipment RQ0111
1505 Health-Care Space

70
70

.).

1506 Maintenance and Repair Shur; % 70

1507 Motion Picture Studio 70
1508 Office 70

4 1509 Projection Room -71
1510 Radio Studio / .71
1511 Residential Silse 71

1512 *Sound Stall) 71

,1513 Atorage Space 71

151'4 Television Studio 71

1515 Vehicle-Storage Space 71.

1580 General Support Space 71

1590 OtheiSupport Space . 71

1900 Other Assignable Space 71

2000 NONASSIGNABLE SPACE 71

2100 Circulation Space 71

2200 Custodial Space 71

2300 Mechanical Space 71

2400 Structural Space 39 71

2900 Other Nonassignable Space 72



,
CLASSIFICATION OF PROPERTY DATA

Reference Data-Item Name;
number Data-Entry Code and Name

4

305 STUDENT CAPACITY OF A SPACE
306 NUMBER OF FIXED STUDENT STATIONS
307 WALL FLEXIBILITY

35

Definition
page number

72. 72
_ 72

1 PERMANENT, LOAD-BEARING
2 PERMANENT, NONBEARING

72
72 J

3 DEMOUNTABLE WALL 72

4 OPERABLE WALL
5 CURTAIN OR DRAPE 72

6 OTHER PHYSICAL BOUNDARY 72

7 "IMAGINARY BOUNDARY 72

308 TYPE OF WALL FINISH 73

01 r,. PLASTER
02 CONCRETE BLOCK
03 BRICK,
04 CERAMIC TILE
05 WOOD
06 METAL
07 FIBER BOARD
OS PLASTIC
09 CHALK BOARD
10 GYP BOARD, PAINTED
11 GYP BOARD, VINYL COATED
12 CLASS

e CORK
99 OTHER

309 FLOOR FINISH
rl CONCRETE

2 WOOD
3 RESILIENT TILE
44 CERAMIC441LE
5 TERRAZZO"'
6 CARPET
7 LINOLEUM .

8 "I MARBLE
9 OTHER

310 CEILING FINISH
. I PLASTER .

2 ACOMICAL PLASTER 2

3 . ACOUSTICAL TILE 011.-P-A-NELS
4 MASONRY
5 WOOD
6 METAL
7 FIBER BOARD
8 PLASTIC
9 OTHER

311 - TYPE OF LIGHTING ,

1 INCANDESCENT
2 FLUORESCENT
3 MERCURy
9 OTHFfit

(

ND. ND.
ND
ND
ND

ND
ND
ND

F '1
.

NQ
. ND.

ND
ND
ND

73
ND'
ND

73

NiS)

ND.4p.

NDF"

ND .
ND
ND

73
ND
ND
ND
ND

4Ihr ND
ND
ND
ND
ND
73

ND
ND
ND

*ND

a
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Reference Data-Item Name;
number Data-Entry-Code and Name

, .

300 Series: SPACES (within buildings)-:-Continued

INFORM/AZ ON ADJUNCTS

312 TYPE OF ADJUNCT
I STORAGE ROOM.
2 PRIVATE TOILET/BATHROOM
3 SUPPORT'ROOM
4 GENERAL PURPOSE ADJUNCT
9 OTHER ADJUNCT, .-

313 FLOOR, AREA OF ADJUNCT

400 Series: EQUIPMENT

EOUIPMENT IDENTIFICATION%

PROPERTY ACCOUNTING

Definition
page number

74
74
74 .
74
74

ND
74

401 EQUIPMENT-TAG NUMBER 76

402 EQUIPMENT INVENTORY NUMBER 76

GENERAL DESCRIPTIVE INFORMATION

403 EQUIPMENT TYPE . 76

1000 INSTRUCTIONAL EQUIPMENT 77

1100 Instructional Device 77

1110 Audio Device
1120 Computer Device

'1130 Graphics and Graphics Repioduction Device

77
77

ND
1140 Electronic Display Device 77

1150 Photographic Device 77

1.160 Projected and Magnified Display Device 77

1170 Physical Display Device 77;

1180 Subjfct-Matter-Related Device 78
1181 Art Equipment 78

1182 Business Equipment 78
1183 Driver Education Equipment 78

1184 Homemaking Equipment 78

1185 Industrial Arts Equipment 78
'1186 Music Equipment 78

1187 Physical Education Equiprgent
1188 Scientific Laboratory .cki.iipment

1189 Other Subject-Matter-Related Device 78

1190 Other Instructional Device 78

1200- Recorded Instructional Materials , 78

1210 Audiorecording Materials o 78
r 1220 Computer Materials 79_,)

1230 Electronic Display Materials 79

1240 ' Projected and Magnified Materials 79'
1250 Printed/Pictorial Materials 79



CLWIFICAT1ON OF PROPERTY DATA

Reference ,Data-Item Name;
number Data-Entry Code and Name

J
37

Definition
page number

1260 Three-Dimensional Materials
1270 Multimedia 'Kits t

1290 Other Recorded Instructional Materials
1900 Other Instructional Equipment

2000 r OTHER EQUIPMENT

79
79
79
79
79

2100 Furniture 79

2200 Machinery and Apparatus 79

2210 Hand Tools 80

2220 Bench, Desk, or Floor Machinery (Office) 80

2230 Bench, Desk, or Floor Machinery (Nonoffice) 80
2240 Heavy Construction Ma-chinery 80

2300 Vehicles 80
2900 Other; ND

404 DESCRIPTION OF EQUIPMENT
405 EQUIPMENT MOBILITY

1 BUILT-IN EQUIPMENT (BUILDING)
2 BUILT-IN EQUIPMENT (SITE)
3 MOVABLE EQUIPMENT

406 SERIAL NUMBER
407 VENDOR NAME OR NUMBER
408 MANUFACTURER NAME OR NUMBER
409 MAKE OR BRAND
410 MODEL NUMBER
411 OWNERSHIP OF EQUIPMENT

1 LEA-OWNED
2 MUNICIPALLY OWNED
3 AUTHORITY-OWNED
4 OTHER PUBLIC OWNERSHIP
5 NONPUBLICLY OWNED
6 SHARED OWNERSHIP
9 OTHER

412' PHYSICAL LOCATION OF EQUIPMENT
413 ORGANIZATIONAL RESPONSIBILITY FOR EQUIPMENT

",414 RESPONSIBLE INDIVIDUAL

EQUIPMENT ACQUISITION AND COST INFORMATION

415 NEW OR USED AT TIME OF ACQUISITION
1 NEW
2 USED, SURPLUS
3 USED, NONSCRPLUS

416 METHOD QF EQUIPMENT ACQUISITION
1 PURCHASE
2 LEASE (RENT)
3 LOAN
4 GIFT
5 EXCHANGE
6 BOUNDARY CHANGE 42

A

80
81

81
81

81
81

81

81

81

81

81

81

81

81

81

81

ND
81

81

82

ND
82
82
82
82
82
82
82
82
82

4
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Reference Data-Item Name;
number Data-Entry Code and Name

400 Series: EQUIPMENT Contimied

7 CONSTRUCTION BY LEA PERSONNEL
9 OTHER

417 DATE OF EQUIPMENT ACQUISITION
418 COST OF EQUIPMENT AC ISITION
419 ANNUAL COST OF EQUI NT LEASE
420 TERM OF EQUIPMEN ASE
421. SOURCE OF FUNDS FOR EQUIPMENT ACQUISITION
422 .NUMBER OF UNITS (EQUIPMENT UNDER GROUP CONTROL) . 83
423 UNIT OF MEASURE (EQUIPMENT UNDER GROUP CONTROL) 83

1 SINGLE ITEM
2 PAIRS
3 SETS
4 KITS

424 AVERAGE UNIT COST (EQUIPMENT UNDERGROUP CONTROL)
425 EXPECTED USEFUL LIFE OF.EQUIPMENT
426 DEPRECIATION METHOD
427 BOOK VALUE OF EQUIPMENT
428 MARKET VALUE OF EQUIPMENT
439 METHOD OF ESTIMATING MARKET VALUE

1 APPRAISAL
2 SALE PRICE
3 OFFER TO PUR
9 OTHER

430 REPLACEMENT LOST OF EQUIPMENT
431 METHOD OF ESTIMATING REPLACEMENT COST

1 BID OR QUOTE
9 OTHER

432 INSURED VALUE OF EQUIPMENT

PROPERTY, ACCOUNTING
0

Definitiob
page number

82
ND
82'

82
)32

83

ASE

433

EQUIPMENT REPAIR AND MAINTENANCE INFORMATION --

CONDITION OF EQUIPMENT
434 MAINTENANCE SCHEDULE

1 ANNUALLY
2 QUARTERLY
3 MONTHLY
4 WEEKLY .

5 AFTER EACH USE
9 OTHER

435 EXPLANATION OF EQUIPMENT REPAIR OR MAINTENANCE
WORK PERFORMED

1 REPAIR
2 REBUILD
3 MODIFICATION
4 MAINTENANCE

. 9 'OTHER
.436 DATE EQUIPMENT REPAIR OR MAINTENANCE WORK COMPLETED

4 3

ND'
ND
ND
ND

83
83
83,
83
83,
83 .

83
83
83

ND
.83
83
83

ND
83

84
84

ND
ND
ND
ND
ND
ND.

84
84

84
:41,?",

14

84
t1D

84



CLASSIFICATION OF PROPERTY DATA. ti

Reference Data-Item Name;
number Data-fitry Code and Name

L

39

Definition
page number .

437 COST OF EQUIPMENT REPAIR OR MAINTENANCE_ WORK 84
438 EQUIPMENT WARRANTY EXPIRATION DATE 84

DISPOSITION OF EQUIPMENT

439 REASON FOR EQUIPMENT DISPOSITION 84

1 TECHNICAL OBSOLESCENCE 84

2 NO LONGER ,SERVICEABIE 84

3 NOT COST EFFECTIVE 84'

4 THEFT OR VANDALISM 84

5 CASUALTY LOSS 84

.6 END OF LEASE 84

7 LOAN RECALLED - 85

8 NO LONGER NEEDED BY LEA ND

9 DTHER ND

440 - DATE OF EQUIPMENT DISPOSITION 85

441 METHOD OF EQUIPMENT DISPOSITION 85

1 SkLE 84

2 LOSS BY THEFT 85

3 GIFT 85

4 RETURNED TO LENDER OR LESSOR 85

5 SCRAPPED 85

6 TRADE-IN 85

9 . OTHER ND

442 NET PROCEEDS FROM EQUIPMENT DISPOSITION 85

443 RECEIVING FUND FOR EQUIPMENT DISPOSITION PROCEEDS 85

44

ql

41111
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Chapter 5

DEFINITIONS OF

. This chapter contains the definitions of the prop-
erty-data items presented in chapter 4. A descrip-
tion of the classification and numbering system for
these terms is presented in the introductory section
of chapter 4, p. 21. . ..

Some of the data items.and definitions in this
chapter are also dealt with in chapter 6, MEA-
SURES RELATING TO SCHOOL PROPERTY.
Such data items relate to units of measure, such as
cost, capacity, and floor idea. The definitions In
chapter 5 should provide a basicunderstanding of
these terms, and the additional information in
chapter 6 should aid in more precisely defining
these terms for data-collection purposes. All defini-
tions in this chapter that are supplemented in
chapter 6 are notnoted by the parentheti4l expression

OPERTY DATA

100 SERIES: SITES ,

A site is a piece of land and all improvements' to
it other than buildings.2 .

The following set of data items are designed so
that data on each site addition can be recorded
separately from data on theoriginal site and other
site additions, if so desired. Also, the following data
items will accommodate information on sites
owned, leased, controlled or otherwise used by
LEA's. \

When recording data that may change from time
to time, inclusion of the data-collection date may be
useful. Users can then determine the timeliness of
the data. (See items 108 and 127 for examples of
such data.) .1

Data item 129 on p.46Iprovides a definition of "site improve-
ments.

2Definition of a "building" is on p.48,.

..
Name and Definition of Data Items and Entry Codes

Reference
number Data-Item Name and Definition; Data-Entry Code, Name, and Definition

100 Series: SITES

A

1

-. SITE IDENTIFICATIO N

101 SITE NUMBER A humerical designation of a site.

102 SITE ADDITION NUMBER A numerical designation identifyinga site as either an origi-
nal site or an addition to a site. Site additions are numbered in the order they are acquired.
The following codes are suggested:

0 ORIGINAL
1 FIRST ADDITION
2 SECOND ADDITION
. . . (ETC.)

103 SITE NAME Name of site, if any,

.. /

t_

104 SITE LOCATION The street address of a site or the best available description of its loca-
tion.

`45 41
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PROPERTY ACCOUNTING

Reference
number Data-Item Name and Definition; Data Entry Code, Name, and Definition

.100 cties: SITES Continued

GENERAL DESCRIPTIVE INFORMATION -=

105 AREA OF SITE The total number of developed and undeveloped acres (hectares) in a
site to.the nearest tenth, including areas occupied by buildings, walks, drives, parking facili-
ties, and other improvements' to site. If a school uses more than one piece of land, the area

. . ' may be %he sum of the acres in the several pieces, or a separate record may be created for
each piece.

4106 OWNERSHIP OF SITE A deignation of the agency or other entity owning the Site. The
following codes are suggested:

1 LEA-OWNED Owned by the LEA or under its control through a contract to
purchase. "

2 'MUNICIPALLY OWNED owned by a municipal unit of government (not the
unit operating the schools) and used for LEA purposes.

3 AUTHORITY-OWNED owned by a public school housing authority, used for
LEA purposes.

4 OTHER PUBLIC OWNERSHIP -, owned by a county, State, Federal, or other
governmental agency and used for LEA purposes.

5 NONPUBLICLY OWNED other than publicly owned, and used by an LEA or
under its jurisdiction for LEA purposes.

6 SHARED OWNERSHIP owned by two or More agencies, public or private.
9 OTHER /

107 SPECIAL DEED RESTRICTIONS A brief summary of any reversion clause conditions
given in the deed, or of any other special restrictions on use of the site.

108 PRINCIPAL USE OF SITE The primary pnrpose for which a site is currently used,
whether improved or vacant. The following codes are suggested: ,

1 EDUCATION used primarily for instructional purposes, or purposes whith
a support the instruction function. '

$.
-

2 COMMUNITY SERVICES used primarily for noninstrupknal services pro-
vided by the LEA to the community, such as recreation or health services.

3 INVESTM)INT3 held yrimarily in anticipation of gain' from a future sale; or
rented or leased.

4, NOT IN USE used neither by the LEA.nor any other education agency ocom-
munity organization and not held for investment purposes (see data entry 3 above).

9 OTHER .

109 CAPACITY OF PAVED PARKI AREAS ON SITE The total number of vehicles
that can be parked on all paved parking areas on the site under normal conditions (without
crowding and allowing for normal access and egress). Capacity should be determined based
on the type,of vehicle normally parked in each paved area (auto, bus, etc.). Parking areas on
streeti should not be counted.

110 CAPACITY OF UNPAVED PARKING AREAS ON SITE The total number of vehicles
that can be parked on all unpaved parking areas on the site under normal conditions (with-

3Ownership of land for the purpOse of investment is legal in some states and not legal in others.

46
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DEF1NLT1d4S OF PROPERTY DATA 43

.. .

Reference
number Data-Item Name and Definition; Data-Entry Code, Name, and Definition'

V
)

out crowding and allowing notn(al access and egress). Capacity should be determined based
on the type TA vehicle normally parked in each unpaved area (auto, bus, etc.). Parking areas
on streets or roads should not be counted:

SI 1 1 1 CAPACITY OF AVAILABLE PARKING AREAS OFF SITE The estimated total num-
ber of vehicles (typically automobiles) that can be parked in areas not owned4eased, rented,
or otherwise controlled by the LEA, but are parked near this site and are avall'able to LEA
students or employees. Paring areas on streets should not be counted.

112 EASEMENTS A description of the type of easements that affect a site, including agree-
-A,

ments allowing other parties to use LEA sites and agreements allowing the LEA to use the
sites of others.

STRUCTURES\AND SPECIAL AREAS 011 SITE

NOTE Data items 113 through 115 apply to each separate type of structure or special area. For exam-
ple, should a site contain two baseball fields, it is possible to account for both with one set of entries: data
item 113 Would be 02 Baseball Field, data item 114 would tie 2 (for two fields), data item 115 would show
the participant capacity of the two fields, and data item 116 would show the combined seating capacity
of the two fields, if any. Ifis also possible to account for each baseball field separately by cons feting data
items 113, 115, and 116 twice, once for each field. (Data item 114 would be unnecessary in this case, since
it would always be "one.")

113 TYPE OF STRUCTURE (EXCLUDING BUILDINGS) QR SPECIAL AREA ON SITE
Any structure other than a building or part of a building (buildings are accounted for in the
200. Series); any area requiring special design, arrangements, or construction for the pur-
pose for which it is used; or, any area whose use is limited by unique features or characteris-
tics that can be used for educational, recreational, or community purposes and is located on
a site owned, leased, rented, or othelwise controlled by the LEA. The purpose of this data
item is to classify structures and areas according to design or physical characteristics, not
according to current use. Thus, an open field used for occasional football games would not
be recorded as 01 Football Field, but either as 04 Multipurpose Field or 22 Unpaved Play-
ground. Or, it might not be recorded as a special area at all if it is not used very often.

Below are listed some 'of the more common structures and special areas. The accompanying
codes are suggested: '44

01 FOOTBALL FIELD an area constructed exclusively for football.

02 BASEBALL-FIELD an area constructed exclusively for baseball.

03 SOCCER FIELD an area constructed exclusively fovaiccer.

04 MULTIPURPOSE FIELD ' an area constructed tocommodate two or more
activities, such as those in data entries 01-03.

11 BASKETBALL COURT an area-constructed exclusively for basketball.

12 VOLLEYBALL COURT an area constructed exclusively for volleyball.

13 ,TENNIS COURT an area constructed exclusively for tennis.

14 HANDBALL COURT a structure constructed exclusively for handball.

15 MULTIPURPOSE COURT a structure constructed to 'serve alternately tvip or
more activities, such as those in data entries 11-14.

21 PAVED PLAYGROUND a paved area not designed for specific court games (as,
in data entries 11-14) but meant for individual or group-play activities.

47
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44 PROPERTY ACCOUNTING

Reference
number Data-Item Name and Definition; Data-Entry Code, Name, and Definition

"I 00 Series:* SITES Continued

22 UNPAVED PLAYGROUND an unpaved area used primarily during school
hours for recess or play periods. It is usually smaller than a multipurpose field
(04), accommodating small group activities such as kickball, dodgeball, or tag,
rather than team sports requiring more space such as football or softball.

23 PRESCHOOL PWGROUND. an area constructed especially for pitschool-
aged children. Suchi areas are typically fenced and contain play eqtjipment
suitable for'preschool children. .

31 TRACK AND FIELD AREA an area constructed to accommoate most or all
of the sports activities associated pith track and field, such as foot racing, highs
jumping, pole vaulting, longjumping, and discus and javelin throwing.

32 RUNNING TRACK an area arranged or constructed to accommodate foot
racing, jogging, or other, running activities; this area is not constructed to ac-
commodate the otheuetivities associated with track and field events.

33 OBSTACLE COURSE an area, usually consisting\of several special structures,
items of uipmen t, and/or special site features (hill S, streams), constructed for
the purpose of exercisythrough a number of running, jumping, climbing, and
similar activities.

)
34 ARCHERY RANGE an area constructed for archery activities.
35 RIFLE/SHOOTING RANGE an area constructed for the firing of firearms.
36 SWIMMING POOL a structure constructed for swimming and diving

activities.

37 WADING POOL a struc re constructed for wading activities, usually for
small children.

38 DRIVER TRAINING R an area designed for driver training and /or
testing.

39 ICE RINK an area construed for ice skating.

41 OUTDOOR CLASSROOM
TT

an area or structure_ (excluding buildings) drift
can accommodate instruction activities in a classroom format; examples of such
instructional activities are art activities or nature/ecology activities.

4 CAMPSITE an area designed for camping activities.

43 AGRICULTURAL AREA a designated area for growing food or learning
'about other agicultural activities.

44 ANIMAL HUSBANDRY AREA an area containing certain structures or
-equipment pertaining to animal husbandry, including pastures, stock pens, or
other enclosures other than buildings.

45 HORTICULTURE/ARBORICULTURE AREA rea designed to grow or
display various species of plants and trees forbedlicatio I purposes.

99 OTHER STRUCTURE OR SPECIAL AREA ar y st eture or special area not
given above.

114 NUMBER OF,STRUCTURES OR SPECIAL AREAS OF A GIVEN TYPE The number
of structures or special areas of the type indicated in data item 113 and on this site. This
data item may be eliminated from the site record if each individual structure or special area
is recorded separately (see NOTE preceding data item 113 for an explanation of this).

.48
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DEFINIT1c5NS OF PROPERTY DATA

Reference
number Data-Item game and Definition; Data- ntry Code, Name, and Definition

45

I I5 PARTICIPANTCAPACITY OF STR CTURE(S), OR SPECIAL AREA(S) The num-
ber of individuals who an use this str ctiire or special area at one time, under. normal con-
ditions. Where spectators may be inv lved, espeCially in athletic events, exclude spectator
capacity and record Win data item 11

116 SPECTATOR CAPAPITY OF STR CTURE(S) OR SPECIAL AREA(S) The number
L of individuals who can be accommod ted in a normal fashion for the purpose of watching

n event or activiiy taking place withi this structure or special area. This will typically apply
to those structures, or special areas in Ived with sports.

STRUCTURES OR SP VIAL AREAS OFF SITE --

, NOTE Data items 117 through 120 apply to strluctures (excluding buildings) or special areas that are
used by the LEA for educational, recreational, or community purposes; but are on a site that is not owned,
leased, rented, or otherwise controlled by the LEA '(suoli as the tennis courts in a city-owned park or the
football field at a neighboring college). Information about such structures or special areas should be
recorded along with the information about aft site to which they are most directly associated or from
which they aretnost often used. Such .information should be recorded only once.

117 TYPE OF STRUCTURE (E CI:MING BUILDINGS) OR SECIALAREAbFF SITE
'2. Any structure otrk than a uilding or part of a building (buildings are accounted for in the

200 Series); any area requiri g special design, arrangements, or construction for the purpose
for which it is used; or, any rea which is limited in use by unique feature's or chafacteris ics,
which is not located on a site owned, leased, rented, or otherwise controlled by the A.

The purpose of this data is to classify st ctures and areas according tolesign or physical
characteristics, not according to current us Thus, an open field used fdr occasional foot-
ball games would not be recorded as 01 Riot all Field, but rather as 04 Multipurpose Field
or 22 Unpaved Playground. Or, it might not be recorded as a special area at all if it is not
used very often. ,

The same codes and definitidns presented in data item 113 may be used here.

118 NUMBER OF STRUCTURES OR, SPECIAL AREAS OF A GIVEN TYPE See the'clefi-

nition for data item 114. .

119 PARTICIPANT CAPACITY'OF STR UCTUR E(S) OR SPECIAL AREA(S) See defini-

tion for data item 115. , '
,120 SPECTATOR CAPAdITY OF STRUCTURE(S) OR SPECIAL AREAS) -;! See the defi-

' nition for data item 116-,

'SITE ACQUISITION.AND COST INFORMATION

121 METHOD OF SITE ACQUISITION The means by which a sitepr site addition was ob-
tainerd for use'by an LEA. The following codes are suggested:

I PURCHASE obtained in exchange for cash or other valuable consideration,
except property.

2 LEASE '(RENT) obtaine&from the owner for a fixed period of time in consider-
ation for periodic cash 'payments. Lease /purchase is included here until purchase
is complete.

3 LOAN obtained for temporary ,use, eithei at no cost or for a token ametnt.

4 GIFT obtained permanently without.compensat

49
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Reference
number Data-Item Name and DefiniQpn; Data -Entry. Code, Name, and Definition

100 Series: SITES Continued

Co

(
5 PROPERTY EXCHANGE t traded for another site or item of property.
6 BOUNDARY CHANGE appropriatioitof a sitithrOugh theexpansion of LEA

botindaries, including annexation/ consolidations or reorganization.

9 OTHER

122 DATEcOF SITE ACQUISITION the date a site or site addition was obtained by the LEA,
expressed in month-day-year fashion. For leased or rented property, the date is that on which
the lease or rent began.

123 COST OF SITE ACQUISITION .Tin original purchase price paid by the LEA for land
and all improvements to the land existing at the time of purcl4se-,- plus all costs related to
acquiring title to the site. (See Cost ,of Site Acquisition in,,chapter 6, p. 931)

124 ANNUAL COST OF SITE LEASE The total lease cost :or rent, in dollars, for a 12-month
period.

125 TERM OF SITE LEASE The period fbr which a lease is in force, expressed in ears,
months, or a combination of both, -

126 SOURCE OF FUNDS FOR SITE ACQUISITION The agen/cy, governmental or other- ,

wise, which appropriated the money used to acquire, lease, of rent a si e. This data4tem
should be compatible with the source of funds dimension used in the L 's financial *-
counting system. There may be more than one source of fu c1S,' for a given a

127 MARKET VALUE bF SITE The appraised ortestimated do efor whi

.- rently could be sold. A recent purchase -or sale.price. of h similar item woult, e-a good-4
approximation. ,

128 METHOD OF ESTIMATING MARKET VALUE The Means by which a chrrent mad-4t. 4
value is esablished.'The following codes are suggesied:

-`
1 APPRAISAL a judgment of value bYta person' trained or'experienced in deters

mining property values.
)

SALE PRICE the pike at which a milar site was sold
1. OFFER- TO PURCHASE a legal ument representing an offer to purchase

.; - 7
A.

i,671411' 4

$
. -- SJTE IMPROVEMENT INFORMATION

.

NOTE Data items 1, , ,1,30, an 131 apply to each separate'site improyement added to a site after the
site was acquired by the LEA. All three data items should be completed fin each such site improvement
that significantly alters thtlAite, has significant cost to the LEA, or causes any of the data in the property

, accounting system to chAnge.

This section also may be used to r dinformation on improvements present at the time the site was
acquired, and to record informatiOn LEA-financed improvements to sites not owned by the LEA (off
site imProvements).

4Y-

129 NATURE OF SITE IMPROVEMENT A description orthe type of improvemrtmadb to
a st or site-addition. It consit,of work performed upon the site and its d.
cen ways after acqp.ifiby the LEA, including grading, landscaping, seeding, aced p nt-
ing of shrubs and tiftv,(4onstruCting uew sidewalks; roadways, overpasses, retaining walls,

`- t
50 .
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Reference
number Data-Item Name and Definition; Data-Entry Code, Name, and D'efilution

47

-,-

sewers, and storm drains; installing/water mains, field hydrants and sprinkling systems,
and outdoor drinking fountains; original surfating and soil treatment of athletic fields and
tennis courts; furnishing andArnstalliuglor the first time playground or playing-field ap-
paratus built into the grouticis, flagpoles, gateways, fences, And underground storage tanks
thgkare not parts of biiilding service systems; and demolition work.//,,,/
Excavation, fill, or, ,backfill necessary for construction of building are not site improvements.
Outdoor service systems serving the site are site improvements. Outdoor or underground

I

parts of building service systems, such as tanks, water mains, sewer mains, and electrical
pales and lines, are not recorded as site improvements, but rather as part of the building.
Off site improvements necessitated by improvements made on the site, such as installing

,sewer lines and building roads, should be recorded as pite improvements.
, All structures and many of the special areas classified in data item 113 fall within the defini- .

tion of a site improvement. As each such structure or special area is added t,o a site, it should
be recorded in data items 113 through 11:6, and the relevant cost data should be recorded in
4 5 items 129 through 131.

130 DATE OF SITE IMPROVEMENT, The date, in month-day-year form, on which an im-
provement to a site was completed or work was permanent) discontinued.

131 COST OF SITE IMPROVEMENT The cost, in dollars, o an improvementmade to a site.
Assessments for site improvements made by other governmental units are included. (See
Cost of Site ImproveMent in chapter 6, p. 93.) .

The cost of off site improvements necessitated by improvements made on the site, such as
installing sewer lines and building roads, can be recorded here. They should be identified as
off site improvements in data item 129 Nature of Site Improvement.

SITE MAINTENANCE INFORMATA ;

NOTE In addition to recording maintenance information, the following three data items may also be
used to record information on such activities as soil samples, topographic surveys, and boundary surveys,
whenever such activities are not directly associated with the design and construction of a building.

132 EXPLANATION OF SITE MAINTENANCE OR OTHER WORK PERFORMED The
type of work performed on a site, other than site improvements or work done on a building.

133 DATE SITE MAINTENANCE OR OTHER WORK COMPLETED The date on which
site maintenance work was'completed, in month-day-year form.

134 COST OF SITE MAINTENANCE OR OTHER WORK The cost of site maintenance or
other work performed, expresited i,-dollars.

,

DISPOSITION OF SITE

NOTE Disposition data are typically not part of active site files, but should be made part of historical
site files.

4 135 AREA OF SITE DISPOSED The area of a site that has been disposed of by an LEA,
. _ usually expressed in acres (hectares) to the nearest tenth or hundredth.

136 REASON FOR SITE DISPOSITION An explanatiOn for the disposition ofsite. The
following codes are suggested:

N- e
1 NO LONGER USEFUL.
2 END or LEASE -1, termination of lease agreement

%.."- Os

t



48 PROPERTY A
4.

Reference
number Data-Item Name and Definition; Data-Entry Code, Name, and Definition

100 Series: SITES Continued ".

t.

137

138

3 LOAN RECALLED temporary'
9 OTHER

DATE OF SITE DISPOSITION The date
(expressed in month-day-year form.

METHOD OF SITE DISPOSITION The
ing codes are suggested:

1 SALE released for cash or other valuable consideration.

use of site terminated

on which the disposal of a site was completed,

means by which a site is disposed. The follow-

2 GIFT released without receiving payment or other consideration.

3 RETURN TO LENDEA OR LESSOR released to the entity that on
donated, leased, or rented the site to the LEA.

9 OTHEit

0,

inally

139 NET PROCEEDS FROM SITE DISPOSITION The dollar value received from the dis-
posal of a site or part of a site.

140 RECEIVING FUND FOR SITE DISPOSITION PROCEEDS The fund into which
''proceeds from disposal of a site are deposited. This data item should be compatible with tht

source of funds dimension used in the LEA's financial accounting system. There may be
,more than one,receiving fund for a given disposal transaction.

Other Potentially Useful.Site-Rend Data Items

The following list has been included as a source of ideas for develop ing additional data items for a site
information file. This list is not exhaustive; other possibilities exist.

GRANTOR (former owner.of site)
TYPE OF DEED
DATE OF DEED
DATE DEED RECORDED
AGENCY WITH WHICH DEED IS RECORDED.
DEED BOOK INFORMATION (book no., page no., entry no., etc.)
BOARD LEGISLATION RESOLUTION NUMBER (approving the acquisition)
DATE'OF BOARD RESOLUTION (approving the acquisition)
ZONING INFORMATION
ENVIRONMENTAL IMPACT STATEMENT

200 SERIES: BUILDINGS

A building is one continuous enclosed structure
that may or may not be connected with other
structures by passageways. It includes the struc-
ture itself, together with all plumbing, sanitary,
heating, ventilating, mechanical, and electrical
systems in the structure, and all built-in equip-

` ment.4

'Built-in equipment is defined in chapter 7, p. 99.
:

a

a.

Structures connected by passageways .may be
counted as one building or more than one build-
ing, at the discretion of the LEA, except where law
or regulations set forth a specific requirement re-
garding the treatment of connected structures.

It is important to note that t123,45ms building
and school are not interchangeable as defined in
this handbook: a building is a structure, while a
school is an organizational concept. A school
is a division of the LEA consisting of students
comprising one or more grade groups or other



DEFINITIONS OFFROPERTY DATA i \
identifiable groupV, organized for the purpose of
learning. A school may be housed in one or more
buildings; conversely, a building may house one
or more schools.

The following set of data items can be used to
record information on both existing buildings and
buildings under construction. Information on
building additions 'can be recorded separately.

. t

49
44

from information on the main building, if so de-
sired. Also, the following data items will accom-
modate information on buildings owned, leased,
controlled, or otherwise used by the LEA's.

When recording data that may chatwe from
time to time, it may be useful to also record the
date on which the data wire collected. Users can
then determine how timely the data are.

--/-
,

Reference
number Data-Item Name and. Definition; Data-Entry Code, Name, and Definition

200 Series: BUILDINGS

BUILDING IDENTIFICATION
.0

201 BUILDING NUMBER A numerical designation of a building.

202 BUILDING ADDITION CODE A numerical designation identifying a building as either
an original' building oryi-addition to a building. Building additions are numbered in the
Ordei they are constructed. The" following codes are suggested:

0 ORIGINAL BUILDING
1 FIRST ADDITION

*2 SECOND ADDITION, etc.
--- .. ""-(ETC.)

203 BUILD1111G NAME Name of building, if any.

204 SCHOOL OR OTHER OPERATIONAL UNIT NAME The name of the school or other
operationer unit within the LEA to which the building belongs or is assigned. An "operational
unit" is a division, depaitment, or other subdivision of the LEA organization, such as the
Data-Processing Department or Maintenance Department. This applies not only to build-
ings owned by the LEA, but also to buildings leased, rented, or otherwise controlled by the
LEA. If a building is assigned to two or more schools or to two or more operational units
within a school, so indicate.

MS SCHOOL OR OTHER OPERATIONAL UNIT NUMBER A numerical designation of
the school or other operational unit within the LEA to which the building belongs' or is as-
signed.signed. See the discussion in data item 204.

206 BUILDING 'LOCATION The street address of the building or best available description
' of its location. . II

4

..

''1,

...-..
207

GENERAL DESCRIPTIVE INFORMATION

TYPE OF BUILDING DESIGN The primary purpose or use for which a building is
currently designed or physically arranged, as determinted by the size and configuration of
rooms or spaces within the building, types of mechanical and electrical systems, and types
of built-in equipment, regardless of the current use of the building.

sca

NOTE' For more detailed information on the design features of a building, information about spaces
(rooms)' maybe used. See the 300 Series, p. 6 6 .

i

The following codes are suggested:

01 GENERAL EDUCATION BUILDING can accommodate instruction, instruc-
tion- support, and administration functions at the same time. Accommodations

. -. ,
I

v(1
453' .\
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Reference
number pata-ltem Name and Definition; Data-Entry Code_Name, and-Definition

J

200 Series: BUILDINGS Continued '

for libraries, cafeterias, auditoriums,sgymnasiums, and other such service areas
may or may:not be availahle. Grade lev,elsay be shown in data item 210.

02 INSTRUCTION BUILDING can primanlrlaommodate instruction/ learning'
itctfvities of any types. InstructiOn-suppori functidhs may or may not be accom-
modated. Buildings that are designeclizr both instruction and administration
should be coded 01. Grade levels may beihOwn in data item 210.

03 ADMINPSTRAIION BUILDING can priMarily accommodate administrative
activities. Rooms are typically of officgiie, shape:and arraiigemellik

04 LEARNING RESOURCES'BUILDING can -primarily accommodate learn-
ing resource services, having such features as space for the display and storage
of books, flints, records, etc., and areas for reading; viewing, listening, and/or
study.

05 ATHI.E.TIC BaILDI\ING can primara ac,commbdate athletic activities, in-
cluding sty* structures as free-stinding gymnasiums, field housesestadiums (the
roofed and enclosed portions only), and enclosed tennis colirts.

06 AUDITORIUM BUILDING arranged ,in-a theater-like fashion, witI astage
or podium area as a focal point and seats, benches, or other fixed seating ac-
commodations radiating outward toward the walls,of the building.,

10 FOOD SERVICE BUILDING == can primarily accommodate.food service ac-
tivitics, including at least food preparation ar f or storage. Accommodations
for eating purposes may or may not be avails e.

11' r MECHANICALSERVICES BUILDINg can primarily accommodate mechani-
cal services, such as heating,- ooling, or,water treatment.

12 VEHICLE GARAGE can primarily accommodate the storage of vehicles and/ or
vehicle repair functions. . ,,, 1.,

.

13 / MAINTENANCE
-

BIALIAN4 can primarily accommodate mAiMenance serv-
ices other than to vehicles. This includes both movable and built-iit equipment as
well as electrical, mectilkirical, life safety, and environmental systems that are part

. of this or other buildings. .

14 WAREHOUSE BUILDING is arranged to serve primarily as a storage-building
,

for any type of material or equipment except vehicles. For vehicle storage, use data
entry 12 VehiCle Garage. t.

. _

15 MULTIPURPOSE SUPPORT' BUILDING, can accommodate some Combina-
tion of services or functions, excluding instruction.

.. 16 DORMITORIES AND OTHER GROUP LIVING QUARTERS 'scan be used
primarily as living quarters by a number of people, such as dormitories, apartment
houses, and duplex houses.

174 SINGLE FAMILY DETACHED LIVING QUARTERS can ge used primarily
for living quarters by no more than one family or a limited number of roommates.

:(--/
This includes houses owned, leasecOrented, or otherwise controlled by the LEA.
Condominium units and apartments are accounted for in data entry. 18 below.
Du" exes,,are accounted Or injata entry -16 above.

18 SINGL RTMENTS AgD CONDOMINIUMS can be primarily used for
living quarters by no more than one family or a limited nuinbere roommates, but ''' 1

54
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Reference
number Data-Item Name and Definition; Data-Entry Code; Nan le, and Definition

A

is part of a larger building that is not entirely owned,.leased, or rented or other-
wise controlled by the LEA.

In this,special case, the living quarters should be treated as a building. Enter all
pertinent data in all appropriate data items in the 200 Series. The use of data entry
18 in this data item will tell the user of the property accounting information that
this apartnient 9r condominium is part of a larger building trordiider the control
of the LEA.

98 SHELL BUILDING a building with few or no interior walls or partitions, largely
unfinished on the interior, on which construction has been stopped, and for which

*a
particular interior design or plan has not been developed. Buildings under con-

struction should be accounted for according to their design use.
99 OTHER

208 PRINCIPAL USE OF BUILDING The primary purpose for which a building is currently
used, regardless of the design or physical arrangement of the building.

.

NOTE LEA's and SEA's that have an interest in categorizing building use (as opposed to buildingIdesign) s d develop categories that suit their needs. Some LEA's and SEA's are interested in very gen-
eral info tion on building use (education, community use, investment, not in use), while others use
information on space (room) usage to arrive at building use. 'For some agencies, an indication of grade
levels is the building is sufficient (see data item 210), while, for ()filth, a detailed breakdown similar to the
design categories:in data item207 is useful. ,

..._

This handbook'sets forth a very general approach for categorizing building use. For additional ideas, some
LEA's and SEA's may wish to refer tdthe classification of Functions in Handbook IIR (see appendix E for
full bibliographic information). '

The following codes are suggested:

1 EDUCATION used primarily for instructional purposes, or purposes supporting
the instruction function.

2 COMMUNITY SERVICES used primarily for noninsjructional services the LEA
provides to the community, such as recreation or health services.

3 INVESTMENTS held primarily in anticipation of gain frOm a future sale; or
rented or leased.

4 NOT IN USE used neither by the LEA nor any other education agency or com-
munity organization and not held for investment .purposes.

9 OTHER

209 AVAILABILITY OF BUILDING The extent to which a building is available for use. The
following codes are suggested:

1 FULLY OCCUPIED occupied ,by the LEA; little or no space available.

2 PARTIALLY OCCUINED occupied by the LEA, but additional space is avail-
able for use.

3 OCCUPIED -- SCHEDULED FOR DISPOSAL OR HETIREMENT= partially
t4 or fully'occupied by the LEA, but scheduled fdr disposal, permanent retirement, or

.an extended period, out of sfrvice within the coming year.

Ownership of buildings for investment purposes is legal in some States and not legal in others.

4
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number Data -Item -Name and Definition; Data-Entry Code, Name, and Definition

200' Series: BUILDINGS Continued

4 VACANT, AVAILABLE FOR USE unoccupied but available for use by the
ILEA.

5 'VACANT, NOT AVAILAIBLE FOR USE - permanently retired, planned for dis-
posal, condemned, or otherwise not available for use.

6 NOT AVAILABLE, LEASED OR RENTED leased or rented to another party.

9 OTHER

210 GRADES IN BUILDING A designation of the lowest and highest grades oire'red in build-
ing. A suggested method for representing grades K through 6 would be to record 00-06. Any
LEA, which desires more precise information on the grades offered in a building, may want t
list each grade housed. In any case, the following codes are suggested:

00 KINDERGARTEN
01 FIRST GRADE

12 SENIOR YEAR (12TH GRADE)
13 FRESHMAN IN COMMUNITY/JUNIOR COLLEGE (13TH YEAR)
14 SOPHOMORE IN COMMUNITY/JUNIOR COLLEGE (14TH YEAR)
20 EARLY CHILDHOOD/PRESCHOOL
30 ADULT/COMMUNITY/CONTINUING EDUCATION
98 GRADED no distinction is made regarding grade level.
99 4/1VOT APPLICABLE building not used for instruction.

211 STUDENT CAPACITY OF BUILDING' The number of students that can be accommb-
dated in the building for the school day according to existing State-approved standards, exclu-
dive of multiple sessions. Student capacity of a given building is dependent upon existing
standardi or policies governing the yperation of the school in question with respect to three
major elements: student/ teacher ratios, organization of the school, and educational pi.ogram
Of the school. Once established, this figure' should be changed only when the standards or
policies regulating the three elements are definitely changed or when there is a change affect-,
ing student capacity as a result of additions to, or remodeling of, a building.

212 OWNERSIIP OF BUILDING A designation of the agency or other entity owning the
building. The following codes are suggested: .

1 LEA-OWNED owned by the LEA or under its control throtlgh a contract to pur-
chase.

2 MUNICIPALLY OWNED owned by a municipal unit of government (not the
unit operating the schopls) and used for LEA purposes.

3 AUTHORITY-OWNED owned by a public school housing authority, used for
LEA purposes.

4 OTHER PUBLIC OWNERSHIP owned by A country, State, Federal, or other
governmental agency and used for LEA purposes.

5 KONPUBLICLY OWNED'`other than publicly owned, and used by an .,EA or
under its jurisdiction for LEA purpOses.

6 SHARED OWNERSHIP 'owned, by two or more,agencies, public or prii,ate.

9 OTHER
w
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Reference
number Data-Item Name and Definition; Data-Entry Code, Name, and Definition

BUILDING ACQUISITION AND COST INFORMATION

213 METHOD OF BUILDING ACQUISITION The means by which a building was obtained
for,use by an LEA. The following codes are suggested:

CONSTRUCTION (BY CONTRACTOR) all or the greatest portion of the
building constructed by an outside contractor or contractors.

2 CONSTRUCTION (BY LEA PERSONNEL) all or the greatest portioh of the
building constructed by LEA personnel.

3 PURCHASE acquisition of an existing building in exchange for cash or other
valuable consideration, except property.

4 LEASE (RENT) obtained from the owner for a fixed period of time in considera-
tion for periodic cash payments. Lease/ purchase is included here until purchase is
complete.

5 LOAN obtained for temporary use, either at no cost or for a token amount.

6 GIFT obtained permanently without consideration.

7 PROPEkTY.EXCHANGE obtained in exchange for another building or item
of property.

8 BOUNDARY CHANGE appropriation of a building through expansion of LEA
boundaries, including annexation, consolidation, or reorganization.

9 OTHER

214 NAME OF GENERAL CONTRACTOR The name of the igeneral contracting firm that
built the building, if a general contractor was involved.

215 DATE CONSTRUCTION STARTED The date on which, construction of the building was
started, expressed in month-year form.
For older buildings and buildings acquired by the LEA after they were completed, this date is
unimportant.

216 DATE CONSTRUCTION COMPLETED The date on which the construction of the build-
ing was completed and/ or ready for occupancy, expressed in month-year form. Fbr older
buildings or buildings acquired by the LEA after they were completed and/ or ready for occu-
pancy, an estimate will suffice.

217 COST OF BUILDING ACQUISITION The total cost to the LEA for acquiring a building,
whether by construction, purchase,, or other means. This includes cost of construction, cost
for architectural and engineering services, cost for legal services, cost for educational con-

.
.sultative services, and certain miscellaneous building costs. ,

If desired, Cost of Building Acquisition can be separated into its cost components for record-
ing purposes. See chapter 6 for the following measures of cost: Cost of Building Acquisition,
p. 91; Construction Cost of a Building, p. 90; Contract Cost of a Building, p. 90; Cost of
Architectural and Engineering Services; p. "90; Cost of Educational Consultative Services,
p. 92 ;Cost of Legal Services, p. 92; Cost of Building, Miscellaneous, p. 91.

218 ANNUAL COST OF BUILDING LEASE = The total lease cost or rent, in dollars, for a 12-
month period.

219 TERM OF BUILDING LEASE The period for which a lease is in force, expressed in years
months, or a combination of both,

0
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Reference .

number Data-Item );lame and Definition; Data-Entry Code, Name, and Definition

200 Series: BUILDINGS Continued

220

221

222

223.

224

e

e

225

226

.

227

228

229

230

,

DATE OF BUILDING ACQUISITION The date on which building was obtained for use
by the LEA, expressed in month-day-year form. for leased or re ed buildings, this is Ole date
on which tht.lease or rent began. .

.

SOURCE OF. FUNDS FOR BUILDING ACQUISJTION The agency, governmental or
otherwise, which appropriated the money used to acquire a building (construct, lease, rent,
etc.). This data item should be compatible with the source of funds dimension used in the
LEA's financial accounting system. There may be more than one source of funds for a given.
acquisition. i ,

EXPECTED USEFUL LIFE OF BUILDING Thnumber of years a btf ir,IcIiii;e7qected
to fulfill its intended function. Useful life begins on the date of atqltisitio (data item 220),
and is often used as the period over which depreciation is calculated.

DEPRECIArTION METHOD The method or formula for calculating ...e an 1 deprecia-
tion amount of a fixed asset. Straight-line is a common migitbd in education act tinting (cost
less estimated salvage value, divided by useful life, equals annual deprec , ion) although
other methods may be justified, depending on the circumstances.

BOOK VALUE OF BUILDING The value of he buildilig'as shown on th owning agency's
books. This is usually original cost less'depreciation when depreciation be determined.

MARKET VALUE OF BUILDING The appraised or estimated dollar value for which the
building currently could be sold. This primarily applies to telocatable buildings. A recent
purchase or sale price of a similar item would be a good approximation. . ,

METHOD OF ESTIMATING MARKET VALUE t The means by which Current Market
Value is determined. The following codes are suggested:

1 APPRAISAL a judgment of value by a person trained or experienced in deter-
mining property values.

2 SALE PRICE the price at which a similar building was sold. .a

3 OFFER TO PURCHASE a legal document representing an offer to purchase the
building.

, 9 OTHER

REPLACEMENT1ST OF BUILDING The cost, at current prices, to replace a building,
including its built-in quipment with material and equipment of like kind and quality. (See
Cost of Replacement, Buildings in chapter 6, p. 92 )

METHOD OF ESTIMATING REPLACEMENT COST The means by which replacement
cost is determined. The following codes are suggested:

I BID bona fide quotation by a contractor.

2 APPRAISAL a judgment by a person trained or experienced in determining
construction costs.

9 OTHER

INSURED VALUE OF BUILDING The dollar amount for which thebuilding andbuilt-in
equipment are insured.

.

INSURED VALUE OF BUILDING CONTENTS The dollar amount for which the building
,contents are insured.

58.
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Reference
number Data-Item Name and Definition; Data-Entry Code, Name, and Definition

PHYSICAL CHARACTERISTICS OF BUILDING 7.-

231 EXTERIOR WALLS Construction materials that comprise all or most of the exterior walls.
Exterior walls are nonbearing and areattached to a Ibad- bearing portion of the structural sys-
tem of the building. More than one data entry may, apply. Vie following codes are suggested:

55.

232

1 WOOD
2 BRICK VENEER building blocks or units typically made of fired clay and set in

mortar or masonry ceitent.
3 OTHER MASONRY building blocks or units of material other than brick, such

as concrete or stone, and typically set in mortar or masonry cement.
METAL

5 , PANEL WALL a nonbearing wall built between colu'mns in skeleton construc-
tion and wholly supported at each floor; also called curtain walls and usually made
of such materials as glass, gypsum, or plastics.

6 CONCRETE (POURED IN PLACE OR PRECAST) a building unit made from
poured-or *cast concrete, in the shap.ar a slab rather thana brick or block (con-
crete blocks fall under 3 Other Masonry):

8 NONE bearing walls are also exterior walls.
9, OTHER

'FLOOR FRAMING ConstruCtion materials that form the framing of all or most floors.
Mo,re than one data entry may apply. The following codes are suggested:

1 WOOD FRAMING wood joists supporting wood subfloor and a matched wood
finished floor.

.2 CONCRETE ON GRADE poured concrete,at ground level..
3, ON STEEL wood joists and subfloor supported by steel girders.
4 CONCRETE SLAB ON STEEL FRAMING poured concrete supported by

girders or framing.

5 CONCRETE SLAB ON CONCRETE FRAMING poUred concrete supportedcC .

by precast concrete girders or framing.
7\ 6 STEEL ON STEEL steel plates or sheets supporteeby steel girders or framing.

9 OTHER

e

233 FIXED INTERIOR WALLS (DIVISION WALLS) Primary hstruc on materials
used for the fixed interior walls. More than one dataenta_mayconstructapply. The following
codes are suggested:

1 a WOOD FRAME

2 . MASONRY building blocks or units of material such as brick, concrete, or stone,
and .typically set in mortar or masonry cement.

3 METAL

9 OTHER

59
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Reference
;lumber Data-Item Nal& and Definition; Data-Entry Code,.Name, and Definition l
200 Series:' BUILDINGS Continued

234 ROOF FRAMING Construction materials that are used in the framing of the roof. The fol-

lowing codes are suggested:

1- WOOD
2 STEEL
3 CONCRETE'
9 OTHER

235 , ROOF DECK =That portion of the roof construction to which the roof covering or membrane

is applied and through which the loads on the roof are transmitted to the balance of the struc-

ture. The following codes are suggested:

WOOD

2 9THER COMBAUSTIBLE MATERIALS combustible material other than wood.

3 METAL

4 OTHER NONCOMBUSTIBLE MATERIALS noncombustible materials other

than metal. '

236 ROOF MEMBRANE Materials used to cover the roof deck. The following codes,are sug-

gested:

1 TAR OR PITCH
2 TILE
3 - SLATE
4 METAL
S PLASTIC
6 WOOD SHINGLES
7 ASPHALT SHINGLES
8 -ASBESTOS
9 -OTHER

237 TYPE OF STRUCTURAL SYSTEM The type of principal structure of the building that

provides the support of the building. The following codes are suggested:

1 LOAD-BEARING WALLS comprised completely or primarily of walls that are

an integral portion of the building and without which the building Would not stand;

such walls begin at the footings and support the floor(s) and/ or roof, as well as

lateral forces.

2 INFLATABLE comprised of a flexible outer membrane supported by internal air

presSure.

er-

9 OTHER

238 MATERIALS IN STRUCTURAL SYSTEM .The primary type of materials comprisinvhe
structural _system of the building. More than one data entry may apply. The following codes

are suggested:

1 STEEL type of construction iy which the load of the building is carried on a

steel framework-.

2 CONCRETE type ofao struction in which the load of the building is carried on a,

reinforced concrete skeleto\i or framework.

60
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number Data-Item Name and Definition; Data-Entry Code, Name, and'Definition

3 LIGHT WOAD type of constructio in which the load of the building is carried
on a framework of wood whose structural members are of-small dimensiqns (e.g..,
2X4's).

4, HEAVY WOOD type of construction in which the load of the biding is carried

C. 9

on a framework of heavy wood beams, either solid Or laminated.

OTHER
..`44

239 MOBILITY Of BUILDING The foll trtg codes are suggested:

1 PERMANENT (IMMOBIL BUILpING \ a building designed for and con-
strected on a specific site and not intended 'fb be moved.

2 RELOCATABLE BUILDING building designed and constructed so that it can
be disassembled and transported to another location, or transported to another loca-
tion without disassembling (self-propelled structures such as m6ile classrooms are
not movable buildings; they are classed as Vehicles and are accounted for in the
400 Series as equipment.)

240 GROSS FLOOR AREA OF BUILDING The sum of the areas at each floor level included
within the principal outside faces of exterior walls, neglecting architectural setbacks or projec-
tions. Include all stories or areas having floor surfaces with clear standing head room (6 feet
6 inches [1.98 meters] minimum) regardless of their use. Include mezzanines, balconies, and
library stack floors only to the extent of their actual floor area; do hot include unenclosed areas
under the first floor. Where a ground level or intermediate story, or part thereof, is left unen-
closed, consider the gross area of the unenclosed story as the projected area of the story above.
Exclude all unroofed areas and unenclosed roofed -over spaces. Unenclosed roofed areas that
have been included in original cost contracts can be excluded on a computed or estimated
bigis for the development of comparative data of gross building areas and cOsts.6 (See Area oft,
Building, Gross Floor, in chapter 6, p. 87 ).

NOTV, Data items 241-245 deal with assignable spaces only. If an LEA wishesrto establish data items at
the building level for nonassignable spaces, data item 304,Type of Space provides a suggested categoriza:
tion for such space. See data item 304 (data entries 2100-2900), p, 71. .

241 TOTAL ASSIGNABLE FLOOR AREA OF BUILDING The total area in square feet
(square meters) of all space available for assignMent to, or use by, building occupants to carry
out their functions and responsibilities. Assignable space consists of regular instructional
space, special instructional space, learning resources space, multiple-purpose space, support
space, and other assignable space, See data item 304 (data entries 1000, 1100, 1200, 1300,
1400, 1500, and 1900) on p. 67 for definitions of these types of assigns paces. Circula-
tion, custodial, mechanical, and structural spaces are considered nonassigna e spaces and
are excluded. See data item 304 (data entries 2000,2100, 2200, 2300, and 2400) o p. 71 for
definitions of these types of nonassignable spaces. See also the definition of Floor Area of a
Space in data item 302, p. 67.

.
.

242 TOTAL FLOOR AREA OF REGULAR INSTRUCTIONAL SPACE The total area in
square feet (square meters) of all regular instructional space in a building, including any ad-
junct space opening into and serving regular instructional space. See`data item 304 "(data
entry 1100) on p. 67 for the definition of Regular Instructional Space. See also the definition
of Floor Area Of a Space in data item 302, p. 67.

. ""American Standaiii Methods of Determining Areas in School Buildings." American Standards Association, Inc. (now known a!
the American National Standards Institute, Inc. (ANSI)) New York, August 4, 1958, p. 5 and p. 7.
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Reference
number Data-Item Name and Definition; Data-Entry Code, game, and Definition

200 Series: BUILDINGS = Continued

243 TOTAL FLOOR AREA OF SPEr INSTRUCTIONAL SPACE The total area in
square feet (square meters) of all cial instructional space in a building, including any
adjunct space opening into and serving special instructional space. See data item 304 (data
entry 1200) on p. 67 for the definition of Special Instructional Space. See also the definition
of Floor Area of a Space'in data item 302, p.. 67.

244 TOTAL FLOOR AREA OF LEARNING RESOURCES SPACE The total area in square
feet (square meters) of all learning resources space in a building, including any adjunct space
opening into and serving learning resources .space. See data item 304 (data entry 1300) on
p. 69 for the definition of Learning Resources Space. See also the definition of Floor Area of
a Space in data item 302, p. 67.

245 TOTAL FLOOR AREA OF MULZIPLE-PURPOSE SPACE, SUPPORT SPACE, AND
OTHER ASSIGNABLE, SPACE The total area in square.feet (square meters) of all mul-
tiple-purpose space, support space, and other assignable space in a building, including any,
adjunct space opening into and serving such space. See data item 304 (data entry 1400) on
p. 69 for the definition of Multiple-Purpose Space, data item 304 (data entry 1500) on p. 70
for the definition of Support Space, and data item 304 (data entry 1900) on p. 71 for the
definitioii of Other Assignable Space. See also the definition of Floor Area of a Space in data,
item 302, p: 67.

246 NUMBER OF STORIES (FLOORS) The number of stories in a building,-A story is de-
fined as a group of rooms on the same floor or level or a floor consisting of one room, having'
clear standing head room of at least .16 feet 6,inches (1.98 meters) and whose floor is at or
above grade level along at least one entire side. "At or above grade level" means that if the
horizontal plane of the floor were to be extended on the side in question, no land within 20
feet (6.09 meters) of the building would. be-above this plane.

247 AREA OF DISASTER SHELTER The area:in squarc feet (square meters) enclosed by a
disaster protection area that meets standards of the State or Pederai agency responsible for
natural disaster protection.

24$ AVAILABILITY OF BUILDING ENTRANCES FOR THE HANDICAPPED Availability
of primary entrances that are ground level or hive raMps with hand rails (the slope of.such
ramps should not be greater than 1 foot, n height fiirevery 12 feet in length.)? The following
codes are suggested:

1 YES
2 NO

A°

249 ACCESSIBILITY OF INSTRUCTION PaCATIONS TO THE HANDICAPPED Either
the building is single story, or an elevator is provided on the entry level for,access to all other
levels in which instruction is given.? The following codes are suggested:

,
1 YES
2 NO

250 AVAILABILITY OF TOILET FACILITIES FOR THE !CAPPED Avail ility of

toilet stalls, accompanied by grab bars and can accommoda wheel chairs.? The i flowing

codes arvuggested:
1 YES
2 NO

'Data items 248 -251 are adapted from form OE/eR 102, DHEW/Vf Educatton/office of Civil Rights.

,
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251 AVAILABILITY OF 32 -INCH DOORS Availability of doors that are wide enough to allow
wheelchair passage. This requires doorways with clear openings of at least 32 inches when the
door is open.? The following codes are suggested:

fi*
1 YES
2 *

MECHANICAL,. ELECTRICAL, ENVIRONMENTAL, AND
LIFE SAFETY SYSTEMS IN BUILDING

252 LOCATION OF HEATING SOURCE An indication of whether the heat for a building is
supplied by a single (central) source or multiple sources. The following codes aresuggeste

1 CENTRAL = all heate ortions of the building are supplied by a single heating
source. The heat sourc e located inside or outside the buildilg.

2 LOCAL ZONE , heat rs supplied by two or more h ting units, each of which is
designed and installecinction independently a a central heating unit for a
portion of the building only. This part of the buildin should be at least two rooms
or more in size.

3 INDIVIDUAL (ROOM) HEATERS heat sources at heat single rooms, such
as space heater stoves, excluding radiant panels.

\.4\ COMBINATION a combination of local zone and individual heating units.

9 OTHER

253 TYPE OF HEATING SYSTEM The method by which the heating medium (see data item
255 Heating Medium).is heated and delivered th.roughout the room(s) or building. The
following codes are suggested:

1 RADIATORS AND CONVECTORS a heating delivery system that has dis-
pensing units, such as radiators, convectors, or unit heaters in the rooms to be
heated.

2 UNIT VENTILATORS a heating delivery system that rises an outside air supply
and a combined heating and ventilating unit in the form of a convector with a
motor-driven fan and with or without automatic controls.

3 GRAVITY WARM AIR FURNACE a heating delivery system in which furnace-
generated heat is absorbed by air circulating around the furnace unit and carried to
the rooms by natural convection. ,

4 FAN BLAST OR FORCED AIR a heating delivery system in which air is fan-
driven over heated surfaces and then delivered to the rooms.

RADIANT PANEL a heating delivery system that uses heating pipes, ducts, or
electric wire embedded or suspended in large sections or panels of wall, floor, or
ceiling surfaces for heating the rooms.

SPLIT SYSTEM a heating delivery system that combines a forced-air system
with in-the-room radiation.

ROOM HEATERS spaCe heaters, stoves, or similar type heaters,_ excluding
radiant panels, each self- cont lined and each heating a room or portion of a room.

8 INTEGRATED HEATING, VENTILATION AND AIR CONDITIONING
(HVAC) DELIVERY, SYSTEM

OTHER

7 Data items 63
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13.eferen4
nu er Data-Item Name and Definition; Data-Entry Code, Name, and Definition

200 Series: BUILDINGS Continued

254 PRIMARY ENERGY SOURCE FOR HEAT he principal energy souice consumed on the
LEA premises for the purpose. of supplying hell to the heating medium (see data item 255
Heating Medium). The following codes are suggested:

1 WOOD
2 COAL
3 NATURAL GAS
4 tLP GAS
5 OIL ;

6 ELECTRICITY
7 SOLAR
9 OTHER

255 -HEATING MEDIUM The physical substance that transmits heat fromthe heating source
to the area to be heated. Heating systems that produce heat directly in the a(ea to be heated,
such as radiant ,panels, space heaters, or stoves have no heating mediurkThe following
codes are suggested:

,
1 WATER includes both hot water and steal.

2 AIR include systenierwher alit is heated at,a location other than the area to be
heated and then transinitte to the destination by pipes, dticts, or other means.

ALCOHOL-BASE hny substance with an alcohol base, such as glycol.

4 NOT APPLICABLE applies to heafing'sjaems that produce heat at the room
: or area to be heated,,such as radiant' panels, space heaters, or stoves.

9 OTHER

256 CAPACITY OF HEATING SYSTEM The current output or the rated output of a heating
system, usually measured in British. Thermal Units (BTU's).

2e7 TYPE OF STANDBY HEATING SYSTEM A brief description of the type of standby
heating system, if any. If mine, record "none available."

258 LOCATION OF COOLING.SOURCE An indicatioitof whether the'cooling for the bUild-
ing is provided by a single (central) source or multiple sources. The following codes are sug-,
Bested:,

I CENTRAL all cooled portions of the building are supplied by a single cooling
source. The cooling source may be located inside or outside the building.

2 LOCAL ZONE cooling,is aovided by two or more cooling units, each of
is designed and installed to function independently of the other units as a central
cooling unit for a given part of the building; this part of the buildint should be at
least two, rooms or more in size.'

3 INDIVIDUAL (ROOK ).UNITS Cooling sources thkt cool single roomsor por-
tions of rooms, such as window air-conditioners.

4 COMBINATION a combination of local zone and individual cooling units.

9 OTHER `.,

259 ' PRIMARYINERGY SOURCE FOR COOLING The principal Lergy source constitia----.
at the school plant for the purpose of cooling. The following codes are suggested:

, l NATURAL ,GAS .1

2 LP GAS 6 4

C:#
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3 OIL
4 ELECTRICITY
5 SOLAR
9 OTHER

61

260. CAPACITY OF COOLING SYSTEM The current output or rated output off coolingsys-
tern, usually Measured in British Thermal Units (BTU's).

261 TYPE bF VENTILATION The primary means bjwhich air is circulated into or out of the
building. The following codes are suggested:

I WINDOW VENTILATION open windows provide the only ventilation in the
,. building; no fans or blowers ars,ged.

2 GRAVITY 'c'JNTILATION nonmechaniCal duct system for intake and exhaustn'\

3 MECHANICAL EXHAUST fans or blowers pull air from building to outside.

4 MECHANICAL SUPPLY fans or blowers force outside/air into building.

5 - BOTH MECHANICAL EXHAUT AND SUPPLY .= certain fans or blowers pull

* air from building to outside while other fans or blowers' force outside air into
building.

, 9 OTHER - 4 aL

111.11 262 COMBINED HVAC SYSTEM An indication of whether the primar,hheating and cooling
. system for the building is iittegrat6d into a combined heating, ventilating, and air-condition-

ing (HVAC) system. The following codes are suggested":..
4 1 YES L

s
21, NO . 1.-

263 SOURCi OF WATER FOR BUILDING The sole or primary source from which the
. building* derives its water. The following codes are suggested: . ./.

.
I LEA-OWNED any water source owned by the LEA, usually a drilled or dug

well. - , .

. '2' OTHER PUBLIC the water source supplying the surrounding community and
not owned or controlled by the LEA. .

9 OTHER , .

.264 . SOURCE OF SE AGE TREATMENT/DISPOSAL SE,FiVICE FOR BUILDING The
sole or primary searce of sewage treatment and/or disposal services. The following "Zodes are
stiggested: ,

1 LEA-OWNED owned and 'operated by the LEA.

r /
2 OTHER PUBLIC owned and operated by a public body &her,than the LEA.

. 3 PRIVATE owned by\a nonpublic entity.
,.

9 ' OTHER'
,.._

265 SOURCE OF ELECTR,ICALSIJPPLY FOR BUILDING The primary source of electricity
)for the building. The following codes are suggested:

1 LEA-OWNED ,electrical generating equipment owned by the LEA.

.."' 2 OTHER PUBLIC electrical generatihg equipinent that provides electricity to
the building is owned by a public-agency other than the LEA.

3 PRIVATE electrical generating equipmqi't that provides electricity to the build-
ing is owned-by a private entity. ...

. *9 OTHER . 65
. e

If
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-r"Refqence ,

nt(mber Data-Item Name and Definition; Data-Entry Code, Name, and ,Definition

200 Series: BUILDINGS Continued

266 TYPE OF EMERGENCY ELECTRICAL SUPPLY The type of emergency electrical
supply that is available to the building, regardless of its location. The following codes are
suggested: ,

1 NONE.
2 GENERATOR
3 BATTERY
9 OTHER

267 'TYPE OF' COMMUNICATION SYSTEMS Built-in communication equipment used in
instructional and/or noninstructional activities. The following codes are" suggested (more
than one may apply):

1 TELEPHONE a system of telephones that Can be used for communications
within. the building.

2 OTHER AUDIO SYSTEMS any built-in equipment other than telephones that
may be used for the receptioh, recording, transmission, and/ or reproduction of
sound only.

3 TELEVISION any built-in equipment that may be used for the reception, record-
ing, transmission; and /or reproduction of television signals.. -

4 COMPUTER TERMINAL built -in computer terminals with either printed or
'cathode ray tube displays.

9 OTHER

268 COVERAGE OF COMMUNICATION SYSTEMS The extent to which a communica-
tion system.can reach spaces that house instruction or student personnel, and the manner
in which the communication is achieved. The following codes are suggested:

1 SIMULTANEOUS CALL, COMPLETE COVERAGE a call or communication
reaches all areas housing instruction and student personnel simultaneously. ,

2 SIMULTANEOUS CALL, PARTIAL COVERAGE a call Or communicatiqrr
reaches only a portion of the area Musing instruction and student personnel
simultaneously.

3 INDIVIDUALCALL, COMPLETE COVERA a call or communication can
reach any one room Owing instruction or ent personnel without reaching
other rooms.

4 INDIVIDUAL CALL, PARTIAL COVERAGE a call or communication can
reach one-room housing instruction or student personnel without reaching other
rooms, but this is only possible for a'portion,of such rooms in a. building.

5 TWO - WAY -- COMMUNICATION, COMPLETE COVERAGE communica-
tion can take Ate between the communication center and pny room housing in-,
struction or student personnel.

6 TWO -WAY COMMUNICATION, PARTIAL COVERAGE communication
can take place betWeen the communication center and some of the rooms housing
instruction or student personnel.

7 (ROOM-TO-ROOM COMMUNICATION, COMPLETE COVERAGE com-
munication can take place between any two rooms that house instruction or student
personnel, and/ or the Communication center.

66
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ritimber Data-Item Name and Definition; Data -Entry Code, Name, and Definition

/ ..,

9 OTHER ,

269 SAFETY AND SECURITY, SYSTEMS Built-in equipment or systems used to detect
and /or deter the occurrence of fi rs and /or other public safety or security problems. More
than one data entry may apply iolla bhilding. The following codes are suggested:

1 % FIRE ALARMS a network of devices that can be manually triggered to emit a.

8 ROOM-TO-ROOM COMMUNICATION, PARTIAL COVERAGE communi-
cation can take place between rooms that house instruction or student personnel,
and/ or the communication center, but only for a portion of such rooms.

warning signal.

2 HEAT/SMOKE DETECTORS a network of devices that automatically emit a
warning signal when the amount of heat or smoke in the immediate vicinity rises

3 AUTOMATIC SPRINKLERS a,network of devicesusually mounted in ceil-
ings,

a predetermined level.

ings, that spray water when the amount of heat in the immediate vicinity rises past,
a predetermined level.

4 .

4 FIRE HOSE CABINETS cabinets, usually wall-mounted, containing a hose
connected to the water supply of the building or to aospecial fire protection water

Ilkl supply. .
)

.
5 FIRE PROTECTIOV WATER SUPPLY ability of sufficient amounts of

water, over and abovethatreciuired for tion of the building, to fight
fires that mayixcur in the buil g.

6 FIRE EXTINGUISHERS devices, typic rt bje, containing a liquid or dry
chemical substance under prafere to be used for fikilting fires that occur in the
building (fire hose cabinets are excluded, see data entry ).

7 POLICE OR FIRE CALL BOX(ES) a device or devi hat can N. triggered to
summon police or firemen, excluding telephones.

8 BURGLAR. (INTRUSION) ALARM(S) a device or network of devices that

emit a warning signal whii the doors, windows, or othertentrances to the building

to which /hey are attached are tempered with.

9 OTHER .

NOTE An LEA may wish to extend this suggested coding scheme to also indicate the extent to which '
existing safdty and security systems cover the building. For example, whereas the data entry 4 would
simply indicate that automatic sprinklers were present in the building, 40 could be used to indicate that
the entire building was covered, while 45 might indicate,that only a portion of the building was covered.

There are many other. options, depending on the information that the LEA wishes to record.

For each safety or security system indicated in data item 269, LEA's may wish to.include a Corresponding

date oT last inspection.
-

270 AVAILABILITY OF SIMULTANEOUS VISUAL AND AUDIBLE WARNING SIGNALS
- FOR USE IN CASE OF FIR F - Availability of separate or combined systems for warning

both sight-impaired and hearini-impaired persons of fire. A visual warningsigrial may be a

sign that flashes on and off.8 The.following codes are suggested:

1 YES
2 NO

tData item'270 is adapted from form 0E/CR 102, DHEW/ Office of tpifion/OffiCe of Civil Rights.
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number Data-Item Name and Definition; Data-Entry Code, Name, and Definition

200 Series: BUILDINGS Continu d

BUILDING REPAIR AND MAINTENANCE.INFORMATION . .
271 EXPLANATION OF BLOWING REPAIR OR MAINTENRN,e4E WORK PERFORMED_

The type of work performed, and a description of the.portion of the building on which the
wo s performed (roof, walls, float., HVAC system, electrical system,etc.).

DATE B ILDING REPAIR OR MAINTENANCEWORK CIOMPLETED.,-- The date on P
Which repair or maintenance work was completed, expressed in month-date-year fore

273 COST OF BUILDING REPAIR OR MAINTENAN E ORK The cost: expressed in
dollars, of repair or maintenance work performed on the ing. This cost figure does not,..;
include the costs of modifications (alteration, renovation, remodeling) to a building.

\
ALTERATION, RENOVATION; AND REMODELIN

NOTE DA:a items 274, 275, 276, and 277 apply to each separate alteration, renovation,nr remodeling.
job. All four data items should be completed for each such job that significantly alters the building oryat,..___,
a significant cost to the LEA. If a particular alteration, renovation, or remodeling job causes arnytdata
recorded elsewhere in the LEA's property accounting sfstem to change, these date, should be rev' ed.

S

274 EXPLANATION OF BUILDING MODIFICATION X brief description of the type of
alteration, renovation, or remodeling work done, including identification of the portion of
the building affected.

275 DATE OF BUILDING MODIFICATION The date, in month-day-year form, on which
alteration, renovation, or remodeling was !completed.

COST OF BUILDING MODIFICATION -the cost, expressed in dollars, of alteration,
renovation,..pr remodeling work performed on a btilding.,ThiS`cost figure does not include
the costs of repair and maintenance to a building.

,

277 SOURCE OF FU DS FOR BUILDING MODIFICATION The agency,'go/erninental or
otherwise, which ap o riated the money used to alter, renovate, or remodel a buddihg.
item should be compatible with the source-of-funds dimension used in the LEA's financial
accounting system. There may-be more than one source of funds for a given modification job.

r
DISPOSITION OF BUILDING

) ..

.NOTE Disposition data are typically not part of active building files, but ould be made part of his- e
Itorical building files. '. . .

%

' 278 REASON FOR BUILDING DISPOSITION An explanation for 4/te disposition of a,
building. The following sits are suggested:

1 .' TECHNICAL OBSOLESCENCE no longer useful or no longer efficient be
cause of new technical requirements for buildings.

2 NO LONGER SERVICEABLE worn out beyond serviceability or repair. f..
,

. 3 NOT COST EFFECTIVE less" costly to dispose of 4han to maintain tbr use.
1 4 END OF LEASE termination of lease agreement.

5 LOAN 1111ALLED temporary use of building terminated..

--6 8
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6 CASUALTY LOSS destroyed or rendered useless by a casualty, such as fire,
flood, or earthquake.

7 AtePtijO LONGER NEEDED) BY LEA
.,

9 OTHER "
279 DATE OF BUILDING DISPOSITION The date on which the disposal 0( a building was

completed, expressed in month-day-year form.

280 METHOD OF BUILDING DISPOSITION The means by which a building is disposed.
The following codes are suggested:

1 SALE released for cash or otherjvaluable consideration.

2 GIFT released without receiving payment or other consideration.

3 RETURN TO LENDER OR LESSOR released to the entity that originally
;$ donated, leased, or rented the building to the.LEA.

4 DEMOLITION purposeful destruction by the LErtior its contractors.

9 OTHER

281 KT PROCEEDS FROM BUILDING DISPOSITION The dollar value received from the
disposal of a building.

282 RECEIVING FUND FOR BUILDING DISPOSITION PROCEEDS The fund into which

o I thesproceeds from the disposal of a building are deposited. This data hen, should be com-
patible with. the Source of Funds dimension used in the LEA's financial accounting system.
There may be more than one receiving fund for a given disposal transaction.

OTHER POTENTIALLY USEFUL BUILDING-RELAtED DATA ITEMS

The following list has been included as a source of ideas for developing additional data items for a build-,
ing information file. This list is not exhaustive; other possibilities exist.

TELEPHONES (number of lines, sets, Jacks)

ELEVATORS (number, type)

MASTER CLOCK (yes, no)

FIRE INSURANCE RATING

ROOF AREA
ROOF WARRANTY (termination dat1).

CONDITION OF BUILDING -,

PORTION OF BUILDING HEATED/COOLED
MECHANICAL AND ELECTRICAL SYSTEMS (date of installatift, date of renovation or re-

_

placement, date of inspection) ,

.

A EMERGENCY LIFESAVING EQUIPMENT (type, location)
COMPLIANCE WITH CODES AND STANDARDS (for example, Occupational Safety and
Health Administration, U.S. DepartMent of Labor (OSHA), health departmerct,.etc.)

1 ....

The follokvihg kinds of information may be useful to LEA's that are considering collecting information
on,energy conse tion. in the list above, these are only suggestions; a number of other$ossibilities
exist. Also, da items 25 66 deal with energy-related information. . -

It should be noted that at the e of publication of the handbook, littlehas been done to standardize
energy7related terminology and tec niques for energy conservation measurement. '

69
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Reference
,

number Data -Item Name and Definition; Data-Entry Code, Name, and Definition

200 Series: BUILDINGS Continued

INSULATION IN ROOF, WALLS, FLOOR (type, amount)
EXTERIOR GLASS (fype, amount)
FUEI, STORAGE CAPACITr(type, amount)
ENERGY USE RATING OF BUILDING (no standard technique
ARE FUEL SUPPLIES INTERRUPTIBLE? (yes, no, type)
FLUE ANALYSIS (date of last analysis; results)
ENERGY AUDIT (date of last analysiS; results)

300 Series: SPACES (within buildings)

The term space is used in this handbook to
describe the areas within a bittilding. As susli, the
space concept allows for aeeparture from the more
traditional apptilfach of accounting for the area
within a building in terms of rooms.

The concepts of space and room are closely
related, but describing a building in terms of spaces
provides somewhat more flexibility. A room is
defined as a space enclosed with walls or partitions,
of fixed or movable type, that provide an accepta-.
ble soya rd barrier. A space, on the other hand, does

ve to be bounded on all sides by walls or
ons. For t e pqrposes of this handbook, a

fined s an area within a building that is
oor, a ceiling at least 6 feet 6 inches

not
parti
space is
bounded by'a
(1.98 meters) in height,9 and on the sides by vertical
planes that may be real (walls, partitions) or
imaginary (for example, pen classroom spaces,
separated by floor markings only).

In many buildings, LEA's will afind it most
*practical to follow the traditional approach and
designate each'toom as one space. In others, it may
be mere. useful to divide a room into several spaces
(for example, a very large multipurpose room
used by several groups of judents at once), In
some cases, it ight be useful to+designate a
combination wo or mare rooms as space. The
designation f spaces within a building ilmOst
appropria y performed at the level of the LEA or
individual school. The following guidelines can
assist in identifying and distinguishing between'
different spaces:,

1. Areas with reasonably different design fep-
tures, reasonably different types of builtzln
equipment, and /or reasonably different po-

9Loca1 codes forminiman ceiling height take precedence.

is agreed upon at this time)

tential uses may best be accounted for as
separate 'spaces.

2. Areas that are adjacent and have similar
design features, similar types of built-in
equipment, and/or a similar range of pote4
tial uses, may best be accounted for as one
space.

3. Areas separated by walls or partitions, re-
gardless of, their similarity, may bek be
accounted for as separate spaces.

An adjunct is a space; usually small in size,
which provides support service to a larger and,
typically, adjacent space. examples of adjuncts are
closets, storage rooms, dressing rooms, ticket
booths, and,vaults. Adjuncts are usually entered
dnly through the sp4ce or spaces they serve,' rather
than from hallways or corridors. The principal
exception is when offices or other spaces are
entered from a central reception room. Such spces
typically would not be classified as adjuncts, even
though they are entered only froin the tecepllon
room.

in accounting for spaces within a building, an
adjunct normally would be accounted for as-part of
the space it serves rather than as a separate space.
For exa(mple, assume that a particular classroom is
50() square feet in area'and has one adjoiningicloset
that is 13 square feet iiisarea, for a tot-Mc:Of 515
square feet., In this case, "515" would be entered in
data item 302 Flo& Area of Space and "15" would
be entered in data item 313, Floor Area\ of Adkunct.

While the 300 Series provides for recording
.infO ,ation about areas inside a building, the 100
Se as. can accommodate inforMationabout areas
out ide (see datariteins 1131120) . ./

edata items in the 300 Se9es can acconigio:
date ,inftrmation or all spaces within buildings
ow ed, leased, rented, or otherwise controlled by

EA's: --/7 4 4.
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Reference *-
number Data-Item Name and Definition; Data-Entry Code, Name, and efinition

300 Series: SPACES (within buildings)

SPACE IDENTIFICATION

301 SPACE NUMBER A numerical designation of a space within a building. This data item
may be renamed "ROOM NUMBER" if an LEA chooses to have its space designations cor-
respond directly to existing rooms.

- DESIGN CHARACTERISTICS

302 FLOOR AREA OF A SPACE The total area in square fe.et (square meters)easured be-
tween the principal wall faces at or near floor level, plus wall case or alcove spaces, or both,
opening into and designed to serve the activity carried on in the space. Structural space is
excluded. Adjuncts that open into and serve the space,,are includechw See data item 304 (data
entry 2400), p. 71, for the definition' of Structural Space. See data item 312, p. 74, for the
definition of Adjunct.

303 SPACE DIMENSIONS The approximate length, width, and height of a space, in feet
(meters), measured' between the principal wall faces at or near floor level, plus wall case
and/ ormalcove areas.

304 TYPE OF SPACE The primary purpose or use to which a space can be put, as deter-
mined by its design characteristics (physical layout and built-in, systems. and equipment),
regardless of its current use."

.

NOTE In some cases, .it may be difficult to decide whether to classify a space as instruction, support,
or as an adjunct (a photographic darkroom is a suitable example). Often, the difference between instruc-
tional and support spaceis the number of studerits the space will, accommodate and whether the environ-
ment (lighting, availability of necessary equipnient, etc.) is suitable for learning. An adjunct may usually
be differentiated from other spaces by its small size and the fact that many adjuncts may be entered only
through:the space they serve.

The following Codes are suggested:

1000 ASSIGNABLE SPACE a space that can be used by the building occupants
to carry out their functions and responsibilities. Circulation, custodial,
mechanical, and structural spaces are considered noaassignable spaces for
the plrposes of this handbook (see data entry 2000 below)!

1100 Regular Instructional Space a space designed primarily or exclu-
sively, for instruction but has no special built-in equipment (such as
would be found in a physics or chemistry laboratory, for exaibple) or
other specialized features that limit its usejb specific subject-matter
areas.

4 d

1200 Special Instructional Space a space.de§igned to serve specialized
learning activities through, the use of special built-in equipment (such

,

as the sinks and work benches usually found in a chemistry laboratory)

r
loAdapted from "American Standard Methods of Determining Areas in School Buildings." American Standards Associa-

tion, la. (nowlnown as the American National Standards Institute, Inc.), New York, approved August 4,1958, p. 6.
""LEA's_ wishing to collect data on current use of spaces within a building may wish to add a new data element based on the

classiftcatimi,of Functions in Handbook IIR, pp. 35-49, together with the classification of Services Supporting Instruction,
90-96, and Subject-Matter Areas, pp.153-256,. in Handbook VI. Appendix E contains full bibliographiC references for these hand.

= "books.
,
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68 0 PROPERTY ACCOUNTING

Referen5e
number Data-Item Name and Definition; Data -Entry Code, Name, and Definition

300 Series: SPACES (within buildings) Continued

or otheg_special features (such as the natural gas or LP gas hookups
usually found in a...c y laboratory or the tiered flovr arrange-
ments and accoustical desi n usually found in a band room). Instruc-
tional spaces that have n such special features or built-in equipment
shotild be acccemted for/ nder 1100 Regular Instructional Space.

1201 Athletic/Physidal Education Space a space designed, and .
provided with pecial built -in equipment for physical educa-
tion. activities or for sports and games involving athletic
competition, including indoor swimming pools. ,,

1202 Business Education Space a space design8d and/or pro;
vided with special built-in equipment or special connec-
tions for such equipment (such as typewriters, calculators,
and business machines)' for learning actiyities in such sub-
ject-matter areas' s Business of Distributive Education.

1203 Family and Consumer Education (Home Economics)
Space a space designed and] or provided with special
built-in equipment (such as stoves, refrigerators, and sinks)
for learning activities involving the varied aspects of food,
clothing, and shelter, with particular emphasis on consumer
education;management of money, time, energy, and human

,resources; and human relationships focused on child growth,
and development, family relationships, and family health.

1204 Industrial Arts Space a space designed and/or provided
with special built-ih equipment for developing manipulative
and related skills. Industrial Arts spaces include agriculture,
electrical, metal, wood, general intustrial arts, automotive,
etc.

1205 Kindergarten? Space a space designed andjor provided
with special built-in eq for use by a group or class
that is organized to rovide educational experiences..for
children for the yea or years preceding the first grade.

1206 Mathematics Laboratory a space designed and/or pro-
vided with special built-in equipment for learning activities
in the field of mathematics. . .

1207 Media-Based Instructional ]Laboratory a space designed
and/or provided with special built-in equi ment for learn:
ing actiyities dependent upon instructions media (such as
films,' printed materials, records, tapes, c mpunter-assisted
instruction for example, a language Tabora ry. .

1208 Music Spage a space deligned and/or provided with
special built-in equipment for learning activities involving
choral or instrumental music.

1209 Planetarium a space designed and/or equipped forlearn-
ing activities involving the projection of various celestial

1

0

iagh
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i

Reference ,

number Data-Item N ame hnd 'Definition; Data-Entry Code, Name, and Definition
* A r

..
t

AO,

:

. . . .

and/or terrestrial images and effects of a particular time
and place on the walls and/ or ceiling of the space.

1210 Science Laboratory a space designed and/or provided
with 'special built-in equipment for learning activities in-
volving student experimentation, observation, or pdrticipa-
tion in the sciences. Science laboratories include bilogy,
chemistry, physics,,general science, etc. .

1211 0 Special Instructional Space for Exceptional Children a
space designed and/or provided with special built-in
equipment for providing instruction to students with particu-
lar physical or mental disabilities.

1212 Computer/DataProcessing Spaie (Instructional) a,space
designed and/ or provided with special built-in equipment
for learning activities dealing with the use, operation, or
maintenance of computers and/ or peripheral devices (tape
drives, card readers, etc.).

1213 Darkroom (Instructional) an enclosed space designed
and/or provided with built-in equipment for learning activi-
ties dealing with the printing and processing of photo-
graphic films and papers.

1214 Motion Picture Studio (Instructional) -- a space designed
. and/or provided with speciObuilt-in equipment for learn- ,

ing activities dealing with the staging and filming of
motion pictures. k,...

#

1215
-

Radio Studio (Instructional) a space designed' and/ or
provided with special built-in equipment for leading activi-
ties dealing with radio broadcasting.

1216 Sound Studio (Iitructional) a space designed and/ or
provided with special built-in equipment for learning activi-
ties dealing with the recording of sound.

1,217 Television Studio (Instructional) A space designed and/ or
provided with special built-in equipment for learning activi-
ties dealing with the production of television programs.

1299 'Other Special Instructiorial Space. any special instruc-
) tional space not given above.

'1300 Learning Resources Space a space designed or provided with
,, special built-in equipment for activities related to the development

and supply of learning resources (particular aterials and devices)
and for learning activities. Examples Aslud if the above criteria are
met, spaces referred to as educational me a centers, libraries, in-
structional materials centers, and learnin resources centers (see
Handbook X, Educational Technology: A, Handbook of. Standard
Terminology and a Guide for Recording an Reporting Information
About Educational Technology f6r discussions of these terms).

1400 Multiple-Purpose Space a Space designed for a number of purposes
that may include both instruction and support activities.

7a /";
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number Data-Item Name and Definition; Data-Entry Code, Name, and Definition

300 Series: SPACES (within, buildings) Continued

V

PROPERTY ACCOUNTING

1410 Auditorium space designed and'con ucted with a built-
in stage, often having a sloping floor nd fixed seating, for
use primarily as an assembly center.

1420 Cafeteria a space designed and equipped primarilS? for
the preparation, serving, and eating of food.

1430 ,Cafetorium a space designed for the combined func-
tions that might normally be served by a separate cafeteria

. and auqtorium.
1440 Gymnatorium a space designed specifically for the com-

bined functions that might normally be served by a separate
gymnasium and auditorium.

1490 Other Mtiltiple-Purpose Space any multiple-purpose
space not given above.

1500., Support 'Space a space designed and/or provided withvec 1

built-in equipment for purposes other than instruction.

NOTE Several spaces below have counterparts amo the instructional spaces in data entry 1200 (p.
). See' the note 'under 304 Type of Space for distin tion between Support Space and Instructional

Space.

, .4.

rr 'ir

i1501 Computer/Da a-Processing Spa e a space that tukuses a
computer (cent 1 processing un t) and/ or certain peripheral
devices (tape dri s, card read s, etc.).

1502 Conference Room enclosed space (room) Used pri-
marily for meetings and similar activities, but not foe in-
structional purposes.

1503 Darkroom an enclosed space designed and/or provided
with special built-in equiPineufor the printing and pro-
ctssing of photographic films and papers.

1504 Equipment Room ari enclosed space designed and/or
provided with special built-in equipmen rimarily for the
storage and distribution of instruction equipment.

1505 Health-Care Space a sface designed and/ or provided
with4special built-in equipment primarily for the provision
Of health-care services.

1506 Maintenance ,and Repair Shop a space designed a nd/or
provided with special built-in' eluipment primarily for the
repair, maintenance, or.manufacture of equipment, vehicles,
or other items used by the LEA:

1507 Motion Picture Studio a space designed and/ or provided
with special equipment for the staging and filining of mo-
tion pictures.

Offidee a Spade designed for'a person or persons working
at a desk Or table and not involved in instruction or learning
activities.

1508
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Offices include rooms designed or equipped for other pur-
poses which incidentally contain a desk(s) or table(s)' uch
as regular instructional space, laboratories, or learning re-
source centers.

1509 Projection Room a space adjacent to and interfacing with
a viewing area and with the necessary design and/or built-
in equipment for projecting materials on .a screen in' the
viewing area. ,

1510 Ridio Studio a space designed and/or provided with
special built-in equipment primarily for radio broadcasting.

1511 Residential Space a space designed and/or equipped to
serve as all or part of a residence.

1512'v Sound Studio a space designed and/or provided with
special built-in equipment, primarily for recording sound.

1513 Storage Space
storage functior

1514 Television Stud
special built-in

a space that is limited by its design to

a space-designed and/or provided with
uipment for the staging and production

of television programs.

1515 Vehicle-Storage Space la space designed to house or store
primarily vehicles, such as garages, boathouses, and airport

tiongars.
1580 General Support Space a space designed to be flexible in

use; for example, a room that could 'be used for storage,
meetings, or an office, depending on the needs of the LEA.

1590 'Other Support Space any support space not given above.

1900 Other Assignable Space any assignable space not given above.

2000. NONASSIGNABLE SPACE any space that is not classified as assignable
but is hecessary for the,general operation of the building, including primarily
circulation, custodial, mechanical, and structural space.

2100 Circulation Spate space required for physical access to some sub-
division of space, whether directly boundekby partitions or not. This
includes corridors, elevator shafts, escalatas,

and

towers, stairways,
loading platforms, elevator lobbies, tunnels, and bridges. Aisles used
for circulation within office suites, auditoriums, or other assignable
areas are not circulation areas.

2206 Custodial Space spacd used for the protection, care, and mainte-
nance of a building, including trash rooms, guard rooms, custodial
rooms, custodial locker rooms, and custodiq supply rooms.

2300 Mechanical Spacef space that houses mechanical equipment and
utility services, iniuding ir-duct shafts, boiler rooms, mechanical-
service shafts, meter and communications closet§, and service chutes.

2400 StruCtural Space space that cannotbe occupied or put to use
cause of structural features of the building, including exterior walls,,=7°.$1
fire walls, permanent partf086, and unusable areas in attics, base=
ments, or comparable portions of a building.
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number Data-Item Name and Definition; Data-Entry fode, Name, and Definition

300'Series:. SPACES (within buildings) Continued

PROPERTY ACCOUNTING

2900 Other Nonassignable Space any nonassignable space not given
above.

305 STUDENT CAPACITY OF A SPACEI2 The ;lumber of students that can be accommo-
dated in a space at one time when the space is being used for the purpose for which it wasiide *gned, according to existing State-approved standards. Studot capacity of a given space

'dependent upon existing standards or policies governing the operation of the school and
space in question with respeit to three majorlement§: student/ teacher ratios, organization
of the school, and the educational program for which the space was designed and/or
equipped. Once established, this figure should be changed only when the standards or poli-
cies regulating the three elements are definitely changed or when there is a change affecting
student capacity as a result of additidts to or remodeling of the space. (See Capacity of a

'Space, Student, in chapter 6, p. 89.) . ,

306 NUMBER OF F-6-CED STUD ENT STATIONS Fixed (built-in, bolted down) features of a
space limiting the number of students participating in learning activites, such as fixed chairs,
work benches, OP laboratory stations. Many spaces have no fixed student stations.

307 WALL FLEXIBILITY The type of construction of a wall forming a boundary of a space, 4
classified by degrees of flexibility ,ormovability. To provide the maximum information, the
degree of flexibility should be indicated for each wall, partition,'or other boundary that de-
fines a space (see the definition of space at the beginning of the 300, Series). The following
codes rare suggested: ...../-v.

l PERMANENT, LOAD-BEARING a wall that is an integral part of the building
and without which the building would not standi such walls begin at the footings
and support the floor(s) and /or roof, as well as lateral forces.

2 PERMANENT, NONBEARING a wall or other partition not supporting floor(s)
and/ or roof(s), and designed or constructed so that it can be dismantled or moved
without significantly altering its shape or destroying its future usefulness as a wall.

3 DEMOUNTABLE WALL a wall or other partitioirthat can be attached in a
fixed position to a ceiling, floor,. and/ or another wall, but is designed to be de-
mountabje without being damaged or losing its usefulness as a wall.

4 OPERABLE WALL a wall or other partition, usually made of metal, wood, or
plastics, which is suspended from a track, moves along the track, and can be
folded or retracted, usually into a recessed storage area.

5 CURTAIN OR DRAPE a partition Fade of cloth, plastic, or other flexible ma-
terial, which hangs from the ceiling and' moves along a track.

6 OTHER PHYSICAL BOUNDARY any boundary formed by an object or ob-
jects that are not defined above; such a boundary is often formed by items of furni-
ture, such as bookcases, file cabinets, room dividers, desk arrangements, portaye
screeqs, or planters.- .

7 IMAGINAY,BOUNDARY a boundary consisting Of an imaginary vertical
plane (no physical boundary exists'.

12Student capacity be meapured in a iiiimbec of ways. In'keeping with the primary function of property accounting. which
is to record informatio about the design characteristics of property. 305 Student Capacity of A Space deals with student
capacity according to d sign. LEA's desiring more or different information on the other aspects of student capacity (such as current
use, which may Change from semester to semester and from class to class) may wish to create additional data items. See also data itepr
306 Number of Fixed Student Stations. s

-o
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Reference
nuifiber Data-Item Name and Definition; Data-Entry Code, Name, and Definition

308 E OF WALL FINISH he type of material used to finish a wall that forms the bound-
ary of a space. To provide the infohnation, the type of wall finish should be in4di- .

cated for each wall, partition, or other boundary that defines, a space (see definition of the
term "space =on p, 66 ). The following codes are suggested:

(

01 PLASTER
M2 CONCRETE BLOCK.
/03. BRICK
04 CERAMIC TILE .

05 WOOD
06 METAL -

07 FIBER BOARD
08 PLASTIC
09
10

11

12

13

99

C : RD
P BOARD, AINTED

G P BOARD, INYL COATED
ASS

CORK
OTHER

309 FLOOR FINISH The type of material used to finish the floor that forms one boundary of
a space. The following codes are suggested:

1 iCONCRETE .1

2 WOOD
' 3 RESILIENT TILE 'includes asphalt,vinyl, and rubber tile,

4 CERAMIC TILE
5 TERRAZZO
6 CARPET
7 LINOLEUM
8 MARBLE
9 OTHER .

310 CEILING FINISH The type of material used to finish the ceiling of a space. The following
codes are suggested:

1 . PLASTER
2 ACOUSTICAL/PLASTER
3 ACOUSTICAL TILE OR PANELS
4 MASONRY
5 WOOD
6 METAL
7 FIBER BOARD
8 PLASTIC
9 OTHER

311 TYPtp OF LIGHTING The -type of lighting primarily used in a space. The following codes
'are suggested:

1 INCANDESCENT
2 FLUORESCENT
3 MERCURY
9 OTHER

0



e-`

74 PROPERTY ACCOUNTING

Reference
number Data-Item Name and Definition; Data-Entry Code, Name, and Definitfiin.

300 Series: SPACES (within buildings) Continued

312

INFORMATION ON ADJUNCTS

TYPE OF ADJUNCT A space, usually small in size, which provides support service to a
larger and, typically, adjacent space. Adjuncts are usually entered only through the space or
spaces' they serve, rather than from hallways or corridori. An office or other space that can
only be entered from a reception room is not an adjunct. See also the discussion of adjunct on
p. 66.

NOTE. In some cases, it may be difficult to decide whether to classify a space as a Support Space (data
entry 1500, p. 70 ) or as an Adjunct Space. Adjuncts usually may be dWerentiated from other Tees by
their small size and limited accessibility.

The following codes are suggested:

1 STORAGE ROOM a room with special construction limiting the use of tbe
room to or making it best suited for storage purposes; included are closets with
shelves, and coat racks of poles, vaults, and other specially constructed storage

313

.
The folkiwinAlist has been included as a source of ideas for developing additional data items for a space-
information file. Also, data it ms in the 200 Series (Buildings) are another source. The list below is not

. exhaustive; other possibilities exist. , - -
. .

TYPES OF OMMUNItATION AVAILABLE (telephone, speaker,,combination, program,
code call, coifputer terminals; one-way, two-way) '

rooms.

2 PRIVATE TOILET/BATHROOM a room with built-in lavatory, toilet, and/or
bath/shower fixtures, usually ha'ving at the most one or two'of each kind of fixture.

3 SJPPORT ROOM a room- designed, or provided with special built-in equip-
Ant, for activities specifically in support of the space it serves (and through
which it can'be entered); including such rooms as clinic bedrooms, dressing rooms,
hearing test rooms, press boxes, snack bars, and 'ticket baiths. s"

4 GENERAL PURPOSE ADJUNCT a room qualifying as an adjunct but having
< no special design' or purpose limiting its use, and thus being usable as a _storage

room, support room, or for ''Other purposes.

9 OTHER

FLOOR AREA OF ADJUNCT The area in square feet (square meters) of an adjunct. Ad-
junct space is measured between the principal wall faces at or near floor level, plus wall case
or alcove spaces, or other, opening into and designed to serve the activity carried on in the
space. See also data item 312 Type of Adjunct.

OTHER POTENTIALLY USEFUL SPACE - RELATED DATA IT?S

s,
i TELEVISION AVAIABILITlY (television receptibn, program origination)

LIGHTING LEVEL AT DESK TOP --1- (averagii foOt candles-at desk level, undei several conditions)

EXTERIOR ,, ONTROL 9F,NATUR AL LIGHT Munscreen, exterior baffles, exterior louvers)

INTERIOR CONTROL OliF NATURA LUGHT (drapes, venetiakb4nds, baffles, single roll shades,
double roll' shades) L

' -, ' .
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Reference
number Data-Item Name and Definition; Data-Entry Code, Name, and Definition.

VOLUME OF SPACE (cubic feet or cubic meters)

AREA OF WINDOWS (square feet or square meters)

TYPE OF GLASS

.NUMBER OF 110 VOLT RECEPTACLES

Nr/IBER OF 220 VOLT RECEPTACLES
PROJECTION SCREEN BUILT-IN (yes, no)

CABLE TV CONNECTION (yes, no)/ LINEAR FEET (METERS') OF CHALKBOARD

SQUARE FEET (METERS) OF TACKBOARD

FIRE HOSE CABINET (yes, no or nunPher)

FIRE ALARM PULL STATION (yes, no or number)
FIRE DETECTOR (yes, no or`number)

AUTOMATIC,SPRINKLER (yes, no or number)

NUMBER OF FIRE EXTINGUISHERS

NUMBER OF GAS OUTLETS

NUMBER OF COMPRESSED-AIR OUTLETS (and PSI available)

,; UMBER OF FULL LOCKERS

NUMBER OF HALF LOCKERS

NUMBER OF SHAER HEADS
NUMBER OF DRINKING-FOUNTAIN BUBBLERS

S NUMBER OF SERVICE SINKS
The following kinds of information may be useful to those LEA's employing a maintenance scheduling
system. As i the list above, these are only suggestions; a number of additional possibilities,exist.

DATE ROOM LAST PAINTED
DATnn%DOW BLINQ LAST CLEANED

414, DATE LIG T BULBS LAST REPLACED

DATT FLOOR OVERING LAST INSTALLED
DATE ACOUSTICALTEILING TILE LAST INSTALLED
DATE FIRE EXTINGUISHER AND SAFETY EQUIPMENT LAST SERVICED OR REPLACEE

71 DATE DOOR LOCKS LAST CHANGED
(

400 Series: EQUIPMENT Continued

An eiuipment13 item is a movable or fixed
unit of furniture or furnishings, an instrument, a
machine, an apparatus, or a set of articles that

gets all of the following conditions:

A detailed discussion of equipment is contained in chap-
together with criteria differentiating 'equipment from

supplies. ,

1. Under normal conditions of use, including
eft Aonable care and maintenance, it has an

anticipated useful life of more than 1 yew%

2. It is of siklificant value;

3. It .retains its original shape and appearance
with use;

4. It is n9nexpendable; that is, if the article is
damgged or some of its parts are lost or worn
out, it is usually moregeasible to repair it

79
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than to replace it with an edlir rely new unit;
and

5. It does not lose its identity through incor-
poration into a different or more complex
unit or substanc) e. 4,1 /

The data items in the 400 Series apply generSd
ally to both built-in and Novable14 equipment,
pith the exception that data items 422, 423,. and
424 deal with items under group controlNand
rarely will be applicable to built-in equipment.

A further consideration for using the data items
offered ih the 400 Series is that certain data items
apply primarily to major items of equipment
(equipment items of relatively high value, for
which the cost of keeping detailed equipment
records is easily justified),\ while other data items
apply primarily to minor equipment items (equip-
ment items that are relatively low in Nalue and that
do not warrant detailed equipment records).

Experience has shown that accounting for
eq ment is an enormous task, particularly
when new property accounting system is being
implemented and equipment data are being col-
lected for the first time. Operating a sophisti-

'Criteria differentiating built-in equipment from m ble
equipment are contained in chapter 7. p. 99

Reference
number Data-Itein Name and Definition; Da a-Entry Code, Name, and DefinitiOn .

400 Series: EQUIPMENT

EQUIPMENT IDENTIFICATION

PROPERTY ACCOUNTING

cated equipment accounting system can be time-
-consuming and costly, particularly ilqis a manual
system (without the aid of coMputers or vco-unt-

, ing machines). For these seasons: LEA's should
plan and justify ,the creation or revision of equip-
ment accounting systems carefully.

Not all ,equipment account' systems will
have the same featurei. Some LE s ill choose
to account for all equipment, large and small.
Other LEA's may choose to -aount only for
major, items of equipment (equipment items of
significant value). On the other hand, some
LEA's may choose to record all or most of they
suggested data items for each piece of equipment,
while other LEA's may choose to record only a
few data items per piece of equipment. Regard-
less of,the size or format of any LEA'svquipment
aecounting system, each system should be de-
signed to,provide the essential data needed for
proper 'equip t management and control in
return for a rea able expenditure of time and
money.

When recording data that can change from
time to time, it may be useful to also record the
date on which the data were collected.' Users'can
then determine how timely the data are. Date
items to which this may apply are 412, 413, 414,
427, 428, 430, and 433.

401 EQUIPMENT TAG NUMBER A unique reference number assigned to an item of equip-
ment oWn or controlled by the LEA. For items under group control, the Equipment Tag
Number wo ld be the same for all items within the same group (see discussion of equipment
under group ontrol on p. 100 of chapter 7).

402 EQUIPMENT VENTORY NUMBER A reference number assigned to an item of
equipment with a particular style, use, supply source, or other common characteristic.
Identical equipment items share a common Equipment Inventory Number. Such numbers
are used(primarily for items that are stocked or warehoused by the LEA for a significant
amotint of timebefore being placed into service. Also referred to as a stock number. ''r v

1 . GENERAL DESCRIPTIVE INFORMATION

403. EQUIPMENT TYPE'S A series of categories that separate equipment into groups accord-
ing to similar functional/ operational characteristies. (A further subclassification of in-

I-

',Depending on the coding system used by the LEA, it is possible to incorporate the data-entry codes suggested in 403 Equip-
ment Type and/or the inforn ation suggested in 404 Equipment Description into the 'Equipment Inventory Number.described
in data item 402.
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Reference

p

number Data-Item Name and 14finition; Data-Entry Co Name, and Definition tt,

structional equipment into more specific categories is available on pp. 64-100 of Handbook
X.I6) The following codes are suggested:

1000 INSTRUCTIONAL EQUIPMENT equipment used in the process of in-
struction or in its production, repioduction, transmission, or display. Instruc-
tional equipment is classified below M terms of devices, materials, and furni-
ture and fixtures.

1100 Instructional Device instructional equipment with mechanical,
moving parts and/or electronic or electrical circuits. Hand tools
without moving parts are included when they qualify as equipment
(see equipment criteria in chapter 7, p. 98) and are intended for
instructional purposes. Kits consisting primarily of devices rather
than recorded materials, such as tool kits, should be classified under
the type of device that predominates. Kits consisting primarily of
recorded materials should be classified in the 1200 series of data -
entries.

1110 Audio Device a device used for the reception ec mg,
transmission, or reproduction of sound (only) such as an
audiotape recorder, radio receiver, microph6 e, or loud-
speaker.

1120 Crputer Device a device or combination of devices,
capable of accepting information, applying prescribed
processes to the information, and supplying the results of
the appliiation of these processes, alrwithout human inter-
vention; including a computer and all the devices that
enable a computer to perform its task, such as a computer
terminal.

1130 \ Graphics and Graphics Reproduction Device a device
utilized in the production and reproduction of graphic ma-
terials, excluding computer devices, but including such
devices as copiers, offset presses, nd dry mount presses.

1140 Electronic Display Device a de ce used in the production
and electronic transmission of visual images and sound,
excluding computer devices, but including such devices as
television receivers and videotape recorders.

1150 Photdp.apfiic Device a device used in photographic pro-
duction, either still phatcgraphy,- motion picture photog-
raphy, or icrofilming; inciiiding motion picture photog-
raphy with und.

1160 Projected an Magnified Display Device a device that
enlarges or magnifies visual images for viewing; such as a
filmstrip projector, slide projector, microform viewer, over-
head projector, or motion picture projector; m ave prO-.
vision for sound accompaniment.

1170 Physical llisplay Device a device to which items to be
displayed tre attached or on which information is written,
such as a bulletin board, chalkboard, or magnetic. board.

77

'°Full bibliographic information on Handbook X is contained in agldix E.
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,Reference

number Data-Itsm 'Name and Definition; Data-Entry Code, Name, and Definition

400 Series: EQUIPMENT Continued

4.

PROPERT? ACCOUNTING

1 180 Subject-Matter-Related Device a devick peculiar to a
specific subject matter or content and not claWfied above..
Devices not limited by design to just one subject-Matter
area should be classified in data entries 1110-1170 whin-
ever possible.

y..

1181 Art Equipment fof 'exam e, potter's wheels,
kilns, easels, and other equipment for activities

-such as metalworking, weaving, drawing, paint.:*;
ing, printing, modeling, formtng, carving; and .??4*
constructing.

Business Equipment for exaniple, typewriters .1182 '
.and calculating Machines. 411,

1183 Driver education Eqhiptnent for example, auto-
mobiles, and automobile ansi traffic simulators.

1184 Homemaking Equipment-.- for example, ranges,
household tools' and utensils, 'sewing machines,-
and pressing and ironing equipment. .

1185 Industrial Arts Equipnfent T for example, weld-
lathes, power saws, and hand tools1

1186 Music Equipinent for example, pianos, instru-
ments; and uniforms. 1r'

1187 Physical Education; Equipment for example,
game equipment,. gymnastics equipment, and
equipment for physical rehabilitation.

1188 Scientific Laboratory Equipment for example,
utility outlets, bunsen burneis, microscopes, anti:_,
balances. ,

1189 Other Subject-Matter-telated Device equip=
, ment, for subject-matter areas. not given' above. /

1190 Other Instructional Device any. device used for instruc-
tional purposes, not classified above.

1200 Recorded Instructional Materials" ?instructional materials tha t are
nonmechanical in nature and are ready for use in the instructional
process, usually.with some sort of content or instructional message
incorporated. into them.

1210 Audiorecording Materials materials on which sound
1) (only) is stored tend can be reproduced (played back meChan;

l'Handbook X, pate 17, defines materials in the same manner thatssupplies are defined in chapter 7 of this handbook. However,*
several items classified in Handbook X as recorded instructional materials, such as li
models, and certain globes,.might well be classified as equipment under the definitiF
these items as either supplies Or equipment is not entirely clear, claRificatipn 1200, I
each LEA choosing to account for these instruct' matenals as equipmenftun d*
are to be classified as equipment, use !he criteria accompanying disc-uision o
guide. Full bibliographic informationon, Handbook X is contained in append'I

ary books, certain shops and laboratory
this handbooks Since the classificatiOn of

ructional Materials is presentechterc so that
so. in determining which instructional materials

this topic preset* in chapter 7, pp. 9 8.9 9', as a.
E.
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Reference ;
fiumber Data-Item Name and Definition; Data-Entry Code, Name, and Definition

p

79'

ically and/or elect nically), such as certain preretb ded
records and tape

1220 Computer Materials materials intended for use -witt a
computer, 'either as input or' output, sucli as prerecorsleik e

computer tapes ot. sample printouts. .

.1230 Electronic Display Materials materials on which signals
. . are recorded 'for use through electronic display on a cathode

ray tube, usually television; _excitilk recorded materials
for computer ?input oil a cathode, ray tub*, including such
items as certain v1deotapes, videodiscs, or video,cassettes.

1240 PrOjected arid Magnified Materials recorded visual mate-
rials intended to be enlarged, magnified, or projected for
uset- including such items as motion 'picture films, holo- ,

6i graphic materials, filmstrips, and microforms.

150 Printed/Pictorial Materials two-dimensional materials
with. rbal or pictorial-information that do not Itsually re-
quire special equipment.or magnification for use, in5luding
books (usually not textbooks).

1260 Three-Dimensional Materials 7 materials that are most ,.
easily' classified in terms of their three-dimensional aspects,
'including certain shop and laboratory model large globes,
eghibits, dioramas, and other realia.

1270 Multimedia Kits a colleption ofjec.orded materials from
two or more types of media,.,Kirs consisting of recorded'
materialSof the same type should be recorded under their '
appropriate d 1210-1260 or 1200. -

1290 Other Recorded Instructional any re r e
1 instructional cmaterials qualifying as equipment (see chap-

el ter 7, pp. P-101) and not classifiedtabove.

1900 Other Instructional Equipment' any instructional equipment not
...

classified above. .. .

. , ,--,
I

. - 2000 OTitER ,EQUIPMEPOT , equipment not classified under data entry' 1000 as.
instructionaiNequipinent. .

2100. Furniture, equipment, used"for sitting; as a support for, writitig,
drawn', experimentation, and work activities; as Storage space for
matte li items; or for decorative purpbses; including all furniture '
used for instruction unless classified elsewhere under data entry 1000
Instructional Equipment (particularly tinder data entry 1180 Subject-

1 Matter-Related Device). . .

2200 Machinery and Apparatus = equipment that transmits-of modifies,
force and motion so as to petforip some' esired kind of work, usually
comp ed Of a complex, combination of parts; excluding.vehicles an
any ac ery or apparatus clasiified under data 'entry 1000 lnstr c-

3, tiona quipment. Equipment used for-both instructional purposes
and support purposes, such as4computer, mould be accounted for
under the classification best describing its primary use. -.

a 4i, '' ,, .. 1 '
7,. , 8 3
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Reference .

number Dita-Item Name and Definition; Rata.Entry Code, Name, and Definition

`400 Series: EqUIPMENT *Continued

rlat

. \
7

.)

2210 Hand Tools Instrumentsmachinery, and apparatu hat
, may be picked up in the hands and/or, moved as indivi

tk.
-

units during. the performance .of 'their .primary functions, ../.
such as power mowers, vacuum cleaners,-drills, and Vvrenc
sets.

.. .
,

2220 Bench, Desk, or Floor Machinery (Office)-,Lin" achinery and
( apparatus that, under normal operation, remains stationary

on a bench, desk, or floor during operation, and ilitypically
used in an office environment (rather than, for instance, a k

repair 'sji-op), such as/typewriters, calculating machines, and
- \

.
' duplicators. $

_

2230 'Bench, Desk; or Floor Michinery-(igonaffice)L machinery.
A/,nd apparatus that, under normal operation. remains sta-

:

Uonary on a beric,h, desk, or floor durihg operation, and is
, normally Used in an environment other than an office ortah

instructional setting (such an environment might be a repSir
shop, for example). ,

2240 Heavy Construction Machinery self-propelled and.,. .,
attachment- tyke machinery or. apparatus that is used in

. ep .' hem,' construction Work, such as excavating; constructing
. .... ... build gs, roads, and sidewalks; aid' demolishing buildings.

.1 For e ample; cranes, bulldozers; graders, power, shovels,
I

and concrete mixers2Major attachments° that can be oper-
ated interchangeably with two or more piebes heavy
construction' machinery are accounted for se. rately.
Vehicles (such as duthp trucks, concrete mix 7 ks, and
water sprinkler trucks) that may be used in connection with
heavy construction work are not classified here:but 'under

. , .2300Nehicles.

,3300,- Vehicles equipment used to transport persons or objects; examples
are automoUiles; trucks; aircraft, buses, stationwagons,.vans, boats,
including trailer -type equipment and-other attachments operated

. from such vehicles, but excluding vehicles .classified as instructional
equipment under data entry 1000 (particularly under data entry 1183

,. .. ''. 'Driver Education EqUipment).- -4.- 1' . .4

1

,'' 2900 Other

404 i SbRIPTION OF EQUIPMENTil. A briefdescription of an item of equipment, using
the key' noun or description first. For example, "desk, wood, 5' X 5'." (The Association fdr
Educ'tional Rata Systems (AED$)) has developed a structured approach to detailed codin
of t most important characteristics of an equipment item. See AEDS Property Classifica-
tio Code Manual, Publication No. 714, Washington, D.C., January 1963.).

4

"Depending n the coding system used by the LEA, it is possible to incorporate the data-entry codetisuggested in 403 quip-
.,

mein Type'and/or the informatioh suggested in 404 EquipMent Description into the Equipment Inrintory Number d scribed
in data item
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Reference ,\
number D ta:Item Name and Definition; Data - 'Entry Code, Name, and Definition

6,
.. . ......r .. .

405 fiQUIPMEN4ORILITY The mobility of an item of equipment. The

. Ore suggested: ,

(
1 BUILT-I1)19EQUIPMENT (BUILDING) equipment that is dlintegral part of a

, building and permanently attached thereto (see also chapter 7, p. 99 ).

21- BUILT -IN EQUIP ENT (SITE) equipment that is an integral part of a site
and permanently au shed thereto. \

ti.,

3 MOVABLE EQU MENT equipment that is transportable from one location*

6

:to another witho t appreciable damage or change to the location from which it is
*-- - removed or to the location where it is installed (see also chapter 7, p. 99 ).

...

406 , SERI4 NUMBER A unique identifying number permanently inscribed or attached to
an.equipment,item by the manufacturer. The serial number is significant only fdr items under
unit control. .

40* VENDOR NAME OR NUMBER The name or number of the vendor of the item being
. described, or the numeric identification assigned Jo the vendor by the LEA's purchasing or

accounts payable system. (For use where the vendor and manufacturer ark different.)
;
...

.

408 MANlikrT.URER NI4ME OR NUMBER The name of the manufacturevof the item
beingdescribedor are numeric identification assigned by the LEA's purchasing Or accounts
payable systems.

409

/
MAKE Oil BRAND The brand name or other name to differentiate between similar items
in the manufacturer's produot line. t. . t,

410 MODEL NUMBER The identifying numbei given a particular merchandise item by the
manufacturer to differentiate it from similar items in the manufacturer's prodtictiine. _

411 OWNERSHIP OF EQUIPMENT -- X numerical designation'indicating ownership of an
equipment 'item. The following codes are suggested: . .f.

1
LEA -OWNED owned by the LEA or under its contripkggha contract to
purthaSe. . , , .

2 *UNICIPALLY OWNED -2 owned by a municipal unit of government (notthe

\ unit operating e schools) and used for LEA purposes.
. '

.
. -

3 AUTHORID1- NED owneby a public school housing authority, used for
LEA purposetr. ::

71 OTHER PUBLIC OWNERSHIP owned by county, State,. Federal, or-other
governmental agency and used for LEA purpOses.

.

5 NONPUBLICLY OWNED.-- othethan pUblicly owned, and used by ail LEA

. or under its jurisdiction for CEA,purppses. .

_At. SHARIQz OWNE,RSHIP oWnectby two or more agencies, public or private.

9 OTHER 6,
.

81

following codes

412 PHYSICAL LOCATION OF EQUIPMENT The place where an item of equipment is
normally located. In the 'case of 'equipment housed at a central location tut' dispatched to
aid used at several other loc,ation§, such as a film projector o lawn mower, indicate the
location' where the item is normally housed or stored when of in use. Equipment on loan
and iodated outside the LEA should be noted as such int s data item.

)
-.. 0. 413 OitGAIVIZATIQNAL,VESPONSIBILITY FOR EQUI ENT The school, department,

or other operational unit' having control over and responsibility for an item of equipment
(see data items 204 School or Other .rational Unit Naine and 205 School

.
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As .
Reference ". P

1

number Data-Item *me and Definition;,Data-Entry'Code, Name; and Definition

-400, Seri6s; EQUIPMENT Continued

or Other. Oper4ional Unit Number) This data item can be develop into a cost allocation code
for allocating equipment costs to organizational ,or budget units of .the LEA, but
such an ,application is only-recommended for automated proper or equipment accounting
systems.

414 RESPONSIBLE INDIVIDUAL The person within the school, department, or other orga-
nizational unit indicated in data item 413 who has direct personal responsibility for the

f security arid,use or distribution of an'item of equipment. Nat& or title can be used here.

,

-

EQUIPMENT ACQUISITION AND COSTINFORMATIONN-

415 flEW OR usu.) AT THOE OF ACQUISITION The status of an item at time of acquisi-
tion. the follring codes are suggested:

I NEW
)

2 USED, S;RPLVS. obtained from Federal government surplus source in used
., condition. ,

, .

USED, NONSURPLUS obtained in used conditio/ froniany source other, than
, . ,

Federal goverxnent s us. ,

416 THOD OF EGUIPME GUISITION T he means by which an item was ob-
tained. The following codes are sttggeited:

6 ,

- .

PJ)RCHASE , obtained iin exchange for ea or other value considerNiep,
except pfopertY. .( ----" ",,

I\ !4 l
2 LEASE (RENT) obtainedtfrom the ownerforAfiged period of time in consider-

ation for periodic cash payments. Lease/ purchase is included heie until purchase
is complete. "1

. .
i . <1 ' ? 4

3 LOAN obtained for temporal); Use, at no cost Or for a token amount' ,
4 GIFT obtained permanently without consideration. .

5 EXCHANGE obtained in exchange for another equipment item' or other item
of p,ropert-3711.

: . . 6

6 BOUNDARY CHANGE acquisition by appropriation of a site or building and
its contents through expansion of LEA boundaries, 'including annexation, con-
solidation,)9r reorganilation.r .

.7 CONSTRUCTION BY LEA PER ONNEL2t/tilade.by LEA staff or students.
4 .

9 ,
,

.

I

417 DATE OF QU_IPMENT ACQUISITION 'The date' a lianieular, equipment item Was
acquired, xpressed in month-day-year form; for.aleaied or rented item, the day on which
the lease or rent-began. . ,__.... ..

.418 COST OF EQUIPMENT ACQUISITION The total cost,to purchase or otherwise acquire
, an item 9f equipment, expressid ii dollars. (See Cost of Eduipmen(Acquisitionin chapter 6,

p. 92). ,

419 ANNUAL COST OF EQUIPMENT, LEASE ---: Thee total lease cost a rerital,-indollarsAor
a 12-month period. - , .

,
420 TERM AF EQUIPMENT LEASE The period for which a lease is in force, expressed in

months, yegis;Ora combination of bOth. '
86

'a.
0e''

4'
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/ Reference
'number Data -itemData-liem Name and b ta-Entry Code, Name, and Definition

421 SOURCE OF FUNDS FOR EQUIPMENT ACQUISITION The agency, governmental
- or othe;wise, which appropriated the money used to acquire the,item. This data item should
'be compatible with the source -of -funds dimension used, in the LEA's financial accounting
system. There may be more-than one source of funds for a given purchase.

422 NUMBER OF UNITS (EQL1FIPMENT UNDER GROUP CONTROL) The total number,
bf individual item units in a Partictilar equipment group under group control.

,

UNIT OF MEASURE (EQUIPMENT UNDER GROUP CONTROL) The standard'
quantity bWwhich an item or group of items under group control is described. The following
codes are suggested: '

1.. SINGLE ITEM
?2. PAIRS .

3 SETS
4 KITS-::-. , ; i

$

424 AVERAGEUNIT COST (EQUIPMENT UNDER GROUP CONTROL) Tire total cost
of acquisition of all individual equip

.
ment items within a group, dividediby the number of.,

. items in the group. . , ,

i
7425 EXPECTED'USEF.UL LIFE OF EQUIPMENT The number of yeafs an equipment item

is 'expected to-fulfill its intended function. Useful life begins on the due of acquisition (data
. item 417); and is Wften used the peridd over whiced reciation iscalculated. ..,

DEPRECIATION METHOD The method or for la forcalculalinghe annual deprecia-
tion arhouhof a fixed asset: Straight-line depreciation is a comnioninethod in ed
accounting (cost less-estimated salvage value, diVided by useful life, equals annual eprecia-
tion) although o'the'r methods may be, ustified, depending on the circumstances.

BOOK VALUE OF EQUIPMENT .The value ofan item as Shown on the owning agency's
accounting records. This is usually original costjiess any dgpreciation.

MARKET VALUE OF EQUIPMENT The appraised or estimated dollar value for which
an equipment item currentl% coutd be sold. A recent purchase or sale pcite.of a similar item',
would be a good approximation. '.

t

419 METHOD OF. ESTIMATING MARKET VALUE' The means by which Market vain; is
_s . .

determined: The f5116Wing codes aresuggested: ' .

1 APPRAISAL --a judgnnt ofvalue by erson trained or experienced in deter- .
; 14 : miningproperty Values. .

-/-*\IM,,.... .

2 SALE
i

PRICE the price at which a similar item was sold.
,

. OFFER TO,t'URCHA'SE a legal document representing an offer to purchase
'. the equioment item.

9 .OTHER. -1,7,..,
.: 430 . REPLACEMENT COST OF EQUIPMENT The' cost, at current, prices, to, rellace'in

. .. itfm of. equipment with another of new \-material of like kind and- quatiy.
,

4)tl ; METHOD. OF ,ESTIMATING REPLACEMENT- COST The means by vticii4eplace-
...,. '71-- ''' me t cost is determined. The following codes are suggested: . .

. ,

t
,1: BID OR QUOTE --ihoga- fide quotation from'

..

Manuficturer, vendor or other
supplier.

.. . ,

:-.
.-9 OTHERS - -. . 1

i .432, INSURED VALUE OF EO.UIPMENT The dollar metpt fortwhich the,item of equip-
ment is insured, if it is insured on a policy (os floater o 'der) of its own.. - ,

s .

/7
,'. '

423

426

- 427

40128

O

`r,

. .
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Reference
number Data-Item Name and Definilion;,Datatnt6 Code, Name, and Definition'

4b0 Sr-- EQUIPMENT tontinued #

433

(

434

. -

411 435

- ,

4 .

436
','...

.3/ . 437

EQUIPMENT REPAII AND MAINTENANCE INFORMATION

CONDITION OF EQUIPMENT An indication of the relative ability of the equipment to,
function as intended:

EQUIPMENT MAINTENANCE "HEDULE The intervals at which an equipment,item
is to be serviced in order to maintain the4em in working ,ord'er. The following codes are
suggested:

I ANNUALLY
2 QUA)TERLY
3 MONTHLY
4 ,WEEKLY
5 AFTER EACH USE
9 OTHER

.: EXPLANATION Of QUIPMENT REPAIR OR ,MAINTENANCE WORK PER-,
kgRIVI ED ke type o work pe'rformid, on an equipment item. The following codes are
suggested: --. ,. ' .

', I REPAIR iplacement, of flags or minor restoration.

_ 2 ,RESUI

r

LT majOr.rektoration lo original or nearly original condition.
. ,

3 , MODIFICATION change in.original)hape or.appearance.
; '

4 MAIVEVNCE-- regularlfieheduifd servicing of equipment.,.,,
r 9 '. OTHER -._ , .

, ^ ' ' 5.

Q

,' DATE EQUIPMENT REPAIR OR IMAINTENAN WORK COMPLETED The date
, repair or.maintenance work was completed on an em, in month-day-year forni. '

COST OF EQUIPMENT REPAIR OR MAIN NANCE-1710RK The co f repair or
,

d"
. .,,
4

,,,,

: 41,

/

. ,

'438

-

i maintenance work performed on ap item of equipment, gxpresstd- in dollars. ,

EQUIP,MENT WARRANTY EXPIRATION DATE -The date on which Any'warrdnty or
guarantee for replacemtent partsor repair service eXpires, in monthiday-year form.

....-- 1. 1
.

f /.
,9

, 4 .,
. z ''%, .

1 ' .: ?-10.fsposatoNoP.EQuipmENT . _

..,
., ,. . , ; ,

NOTE, -, Disposition data are typicaily inot part of active equpment files, but should be,m#Lle part of his-
.

`'"-- iertlEaLequiptiierit files. .
- t

.... .. -,

, .
6 ' 1#

439 REASON FOR EQUIPMENT DISPOSITION -` An eXpirtiOnfor the"disposition of an

\
. item 'of equipment. Tliefollowing codes are suggested:. .4- i

"i, TEC HNICAL
f -----;

41.OBSOLESCENCE no loilger useful*Gor no longer efficient be-
,,. ..

y taust of technical' improvements in similar types of equipment. ,
2 ,,....V0 ,LONGE11 SERVICEABLE worn but beyond serviceability or repair.
3'

4,,

) .5
f

/ 6 -

NOT COST EFFECTIVE less costly,tddispose of than to'rnaintain for; use.
THEFT OR VANDALISM disappewance by theft or destruction byvandalism..

%CASUALTY LOSS destroyed or rendered, useless by a casiia*Ity,*sucli as fire,
flood, or earthquake. -
FEND OF LEASE termination o e se agreement. 4
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Reference
Number Data-Item Name and Definition; Data-Entry Code,,Name, and -Definitio*

is 416

441.
rt

442

443

7

8

9

LOANS RECALLED temporary use of 'equipm,tterminated. '
N LONGER NEEDED BY LEAQ
OTHER 0

DATE OF EQUIPMENT DISPOSITION The date on
was completed, in month-day-year form. '.

The fnOns by which an item ofequipnieniMETHOD OF EQUIRMENT DISPOSITION
was disposed. The llowing codes are suggeste4

\ 1 SALE

2 LOS

3a GI

'85 .
Jr.

which the dispcisitiqn of An item
'

reldsed for cash or other valua§leconsideration.

Y THEFT
.

released without consideration of value to another agency for its use.

4 RETURNED TO LENDER OR LESSOR released to the entity that originally
donated, leased, or rented the equipment to the LEA.

5 SCRAPPED discarded; not released to another agency forits use.

6 TRADE -IN relea'sed in partial payment for,anotheieqUipinent item.

9 OTHER

NET PROCEEDS FROM EQUIPMENT DISPOSITIO The dollar value received from
the disposal of an eqlfoment item. i

, , . 0
. .

RECEIVING FUND FOR EQVIPMENT DISPOSITION PROCEEDS Thd fund into
which proceeds froin the disposal of an equipment item are deposelkThis data itpm shoulduld
be compatible with the source!-of-funds dimension used in the LEA's financial ccounting
system. There may be more than one awceiving fund for a given disposallransaction.

_ .

OTHER POTENTIALLY USEFUL EQUIPMeNT-RELATED DATA IT
, )...,.-f

The fdllowing list has been included as a source of ideas for deNelopha additional data items for an eqUip-
`ment'information file. Th. list is riotexhaustive; other possibilities exist. .

, PRORAM ASSI NMENT, (This provides a lower level of equipment allocation than does data
him 413 Organizati nal Responsibility for Equipment. However, the more often an equipment
item, changes progra assignment, the wore effort is required in keeping this information.

0:.,

current.) - 1p" a .
RSION CLAUSE t ,

)

S

SOURCE OF REPAIR'OR MAINTENANCE WORK (such as outside contractor or in-House) i

ENERGY RATING OF EQUIPMENT

Specialized Information on Vehicles:

COST OF CHASSIS

MAKE OF CHASSIS

YEAR CHASSIS MANUFACTURED

COST OP BCQY

'. MAKE OF BODY
RA1)10 Y STEM (TWO-WAY) (yes/n6)

YEARVBODY MANUFACTURED

RATED CAPACITY OF BODY. . 89

43,



'Chapter 6 e

MEASURES RELATING TO SCHOOL PROPERTY .

The purpose of this chapter is to present itt one
place definitions for some of the re common
measures of School property.

Effective facilities mailasement'includes careful.
planning of new construction and. alternatives,
careful scheduling of facilities utilization, syste-
matic assignment of classes or groups of students
and teachers.to the space and equipnint available,
and rapid development of alternative methods of

in times of increag or reduc-
tion in demand for schools. T6 assist in accomp-
lishinglishing these many management tasks, measures of
school property are needed. For comparability of
information among LEA's and among States,
standardization is needed% this chapter; standard

- definitions of the more common measures used in
schoollproperty accounting are offered.'

Measures involving school pr pertif cafi be
compared when they:.

ail. based upoit standardized ihformation;

apply to comparable administrative units.4:g.
schools, LEA's, intermediate administrative
units, or States);

are applied over comparable time periods
arid/ or at comparable points in time;
k "".;.

are related to the same definable units such as-*

square feet or dollars;
_

are computed by the same_process.*_

Some of the measures 41 this chapter have been
taken from the 'recommendations of,the American.
National Standards Institute and the {American,
Institute of Architecti Other definitions derive
from the initial version of this publication (Prop-
erty Accounting fdr Local and State School Sys:.
tetra; State Educatio I- Records and Reports
Series: .Handbook III, 9).

4

I

While many of the measures' presented in this
chapter are discussed in others parts of the hand -
book,,the need fora ready reference to such gauges
has prompted the inclusion of this chapter. In

* many instances, a measure is also a data item that
has been defined in chapter 5. In these cases, the

definition has been repeated in quotes, followed by
a parenthetical reference to the data item.

c

Aref of A jidlitit, Floor

"The area in square feet (squve meters) ofran
. adjunct. Adjunct space is Measured between the

principal wall'faces at or near floor level, pint
.wall case or alcove spaces, or both, opening into

- and designed to serve the activity carried on in
the space' (Data itern 3i3, p. 74 ).

Area of Building, Architectural

3

s4

The drcbiteCturatirea of a building is thesum of
the areas of ,the sezeral, floors of the building,'
including. basements, mezzanine and interme-
diate floored tiers an8penthOuses cfrheadroom
height,' measured from the exterior afices
exterior walls or from the centerline of w
separating buildings. cbvered walkWays, open -

- oofed-over areas that 'are paved, porthes an
imilar spaces shall have the architectural area

multiplied by an area factor of 0.50. The archi,..--1-7-----/ ,

tectural area does-not include such fehtpres as
pipe ,trenches, exterior terraces or stepi, chim-
neys, roof overhangsi etc.' : . 6

A

fi

---

-
Area of Building, cross Floor -

"The gross area of a building is the, sum of the

areas at each floorslevel included within the

'"The Architectural Area surd Volume of BuildinAcs,"-D&u-
ment D101, The American Institute of Architects, Washingtdn,

D.C., June 1974, p. I.

87

V's

a



88

principal outside faces of exterior walls, neglect- 4
ding architectural' setbacks or projections. In-
clude all stories or,areas that have floor surfaces;
with clearstanding *ad cOom (6 feet 6 incheS\
[1.98 meters) minimuM)q-kardless of their use.
Include lte nines, balconies, and library stack
floors o y to the extent of -their actual floor

$ area do not i`nclude Anclosed areas under the
first/floor. Where a ground level or intermediate
story, or part thereof, is left unenclosed, con-
sider the gross area of the unenclosed story as
the projected area age story above. Exclude
all unroofed areas anct unenclosed roofed-over
spaces. Unenclosed roofed areas that have been
included iq original cost contracts can be ex-
cluded on a computed or estimated basis for the
development 44 co, mparative data' of gross
building areas and costs."2 (Data item 240, p.

- 57)

The area of passageways enclosed with similar
type and quality of constructionas the building
pr6peg, and of tunnels with clear standinhead
room at at least 6 feet 6 inches [1.98 Meters], are

\to: inCluded in the gross area of a building. When
such passageways 'or tunnels connect two, or
filo buildings, their area should. be counted
onl once, but 'may be divided ,moi-ig the

, buildings in any suitable manner..The area of
covered passagivrays that illy:0i enclosed with, ,

similar type and quality. of construction as the
building proptr are ,excludied frookhe gross
building area.

o./

I^

1

-Area of Building; Total Assignable Floor
._ .

,.. . .

' "The total areann 'Square feet square meters) of .

, ,.

.. 'available for assignment to, or `use by,
b ding occuphnts to Carry out their functions

- and responsibilities. Assignable space consists,
of .regular instructional space, -special instruc-
dotal spaCe, learning resources' space, ultiple

. purpose space, suppOrt space, and other assign -'
- ,. able space, multiple purpose t pace, Support

,sPace, and, other assignable spac .,...
3b4 (dataiintries 1000, 1100, 1 00, 136o, 14Q0,

..." 1500, and1,900) on pp. 67-71' or definitions of
' these types of assignable sp ces. Circulation,

, ,

2"American Standard Methods of determining Areas. in
School,Buildings." Ameyican Standards Association, Inc., (now
known as the AmeriCan National Standards Institute, Inc.) Ntw
York, appro-4d August 4, 198, p. 5 find p.7.

'
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Qustodial, mechanical, and
4

struotutal space dare
. ,

considered nonassignable Spaces and are;,fx:`
eluded. See data item 304 (data entries 2000,

100, 2200,_ 230d, and 2400) on p. 7.1 fg
de nitions of,these types of nonassignable spa-
ces. See ;also the definition of Floor Area of
Space in data item 302,.p. 67." (Data item 241,
p. 57) . .

Area of Disaster Shelter .
1. ,

"The number of :square feet :(square met
S f

s) s "
enclosed by a disaster wotectionarea that zfieets °

/standards of the State or Federal agency respon,
Bible for disaster. protection." (Data item 247; p.
58)'

,

-
Area of Learning Resources Space, 'TtrtaPFloor

"The total area in'square feet (square meter's) of
all space in a building, including any'aii,junct

- space opking into, and serving lealining re-
sources space. See ctSti item 304 .(data' entry
1300) on p, 69 for the .deflnitiori of Learning
Res,ources Space. See.alid the.definition of F lOor-
Area df a Space in data item 362;;;I. 67 . Data
item 244, p. 58 a

Aires of Regular Initructional Space, Total Floor

"The total area in squire feet (square meters),of'
-re.pilar instructional space in a building, 4`

including any adjunct space Opening into -and
serving regular ,instructional space: See data'
item 304 (data, entry 1100) on p, 67, lot the;
definition of regular Instructional 'Space. See
also thollefinition of -Floor Area, of a Space in
data item 302, p. 67 ." Data item 242, p. 571 .

,
,

Area of Site
'1.

4

"T total number of deitloped undevel-
qpe acres (hectares) in a site to -the .nearest,

*tenth including 'areas oecupipd, by '13a1,1dings
walks, drives, parking facilities, and im-
provein nt to site. If a schot4 uses,niore than
one piece of land; the area aybethe slim of the
acres in the sever piaceSs; Or a seParafe recar4
may be created for eadli Nide:" (Data item 195,

a

S'
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Area of Space, Floor
..."he total, area -in square feet (square meters)

measured between the principal wall faces at or
near floor level, plus wall case or alcove spaces, .
or bothl opening into and designed to serve the
activity carried on in the space. Structurapace
is excluded. Adjuncts that open into anderVe
the space are included. See data item 304 (data
entry 2400), , for the definition of Structu7.,
rat Space: See data item' 312, 43,, 74 , for' the
definition of Adjunct."3 (Data -item 302, p. 671).

ea of,Special Instructional Space-`

"The total area in square feet (square meters) of
all special instructional . space in a building,
including,any adjukt space opening into -and

v.:serving special instructional space. See data
item 3Q4 (data 'enetry.1200) on p. 67 jor the
definition -of Special InstrUctional Space. ,See
also the definition of Floor Area o
data item 302, p. " (Data item 243, p. 58 )

-

St

Areti; Staiolitil Net. Assignable , ,,

The stawldrd net assignable area is that portion
Of t area available for agitignment or rentable
to an cupant, including e y ype of space'
usable b the occupant. e standard net as-
signable ea should be ensured from the pre-
dominant inside finish of permanent outer walls
to -the office Side of corridors or permanent
partitions and from center line of adjacent
assigned-spaces. Where there are_ interior spaces

,., surrounded by torrid , measurement shall be
from the inside f ye f enclosingwalls.included
should be ip e su 'Visions for occupant use;
i.e.,i offices, file rooms; office storage rooms, etc.

. , Deductions should not be made for columns
G, and projections necessary to the building or for
partitions subdividing space.4

, ' . ,. ,

Ayerage- Unit Cost (Equipinent Under Group
. 6iitrol),--

, ' "The total cost -of acquisition of all individual
,, equipitent items within i.group, divided by the

89

ntimbellt of items in the group," (Data.item 424, p.
158)

Book Value

The value of the property as shown on the
° awning unit's boks. This is usually original

cost less deprecia on when depreciation (appre-
ciation) can be det mined'.'

,This is applicable td sites, (land and improve-
ments), buildings, and equipment. It does not
involve any consideration of current market
value.

Capacity ofapti ilding, Student

"The'number of students that can be accommo-
dated in the building for theschool day accord-

Ong to existing State-approved siandays, exclu-
, sive of multiple sessions. Student caioacity of a

even is dependent upon existing stand-
ards or 'cies governing the operation of the
school in question with respect to three major
elements: student/teacher ratios, organization
of the school, and educational program of the
school. Once established, this figure should be
changed only when the standards or policies
regulating the three elements are definitel
changed or when there is a change affectsn
student capacity as a result of additions to, of
remodeling of, a -building." (Data item 211, p.
52) ..

See also Capacity of a Space, Student.

Capacity of a Space, Student

"The number of students that can be accomik-
dated in a space .at one time when the space\is
being used for the purpose for which it was
designed, according to existing State -approved
stand6rds. Student capacity of a given spade is
dependent upon existing standards or policies

'rgoi/etning the *ration of the school and space
in question with respect to three major elements:
student/ teacher ratios, organization of the
school, and the educational program for which--
the space vas designed and/ or equipped. Once-
established, this figure shotild. be changedonly'
when the standards or policies regulating the .

three elements- are definitely ch or when
there is a change affecting student cap city as a
result of additions to, or remodeling of, the
space.".(Data item 305, p. '721). , ,

3Adapted from "American Standard Methods of Determiti-
.,ing Areas in School Buildings." American Standards Associa-

tion, Inc. (now known as the American National. Standarfls
Iptitute, Inc.j, New York, approved August'4, 195§, p. 6.,

°I '.4The Architekural Area and Voltime of Buildings," Docu-
ment DI01, The American Institute of Architect;, Washington,
D.C., June 1974,14'12.

92:-
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Spaces designed and/ or eqhipped for multiple
purposes may have more than one applicable
student capacity. For example, a gymnatorium
can be used as a gymnasium or an auditorium,
and each nsay have a different design capacity.
Student capacity for such spaces n1y be re-
corded in the form of a range, for example,
"150-200." ,

It is important to note that the 3om of student
capacities for all spaces in a building will not
necessarily equal the student capacity of ,the
building since all spaces usually are not ex-
pected to be occupied fully at the same time.

0

See also Capacity of a Builditg, Student, p. 89;N,
data item 305 Student Capacity of a Space, p.
72 ; agd data Rein 306 Number of Fixed Stu-

dent Stations, p.. 72 .

. -
Capacity of Available Parking Areas Off Site

"The esi;t4ated total number of vehicles (typi-
cally autom-Obile;) That can be palled in reas
not owned, leased, rented, or otherwise n-.
trolled by the LEA, but are near this Site a
availthtosLEA students, or employees. Pa
ing areas on streets should not be counted."
(Data item 1 1 1, p, 43)

Capacity of Cooling System

"The current du ut or the rated output of,a
cooling system, stially measured in British
Thermal Units (B U's)." (Data item 260, p. 61)

Capacity of cleating

."The current output or thq rated output of a
heating system, usually measured in British
Thermal Units (BTU's)." (Dim item 257, p. 60 )

e te *
Cipacity of Paved Parking Areas On, Site

4 "The totalcnumberof vehicles,. that can 'be
parked on al aved-parking areas on ate...site
under normal onditions (without crowding and

. allowing for' n mal access and egress). CaPac-
ity shotild'he termined based on the type of

Pi: , 7 vehicle normally parked in each paved fea
(auto, buts, "etc.). Parking areas on streets sh ulgl

. not be counted.". (Data item 109,.p 42)

Capacity of Space

PROPERTY ACCOUNTING

See Capacity of fy Space, Student, p. 89.

Capacity of Unpaved Parking Areas On Site

"The total number of vehicles that can be
parked on all Unpaved parking areas on the site
under normal conditions (without crowding and
allowing ,normal access and egress): Capacity
should be- determined based on the type of
vehicle normally parked in each unpaved area
(auto, bus, etc.). Parking areas on streets should
not be counted." (Data, item 110, p. 42)

Construction Cost of a13uilding

Allly
The contract cost. of a building plus costs for ,
architectural acid engineering, legal, and educe-

,tional c nsultative services rendered in,c6nnec-
tion wit the building's construction, including
salaries ncl:expenses_for-any such-services that

-may be, reiidered by LEA employees.

se-i" also Contract Cost of a Building, p. 90;
Cost of Arphitectural and Engineering Services,
p. 90; Cost of Legal Services, p. 92 : Cost of
Educational C4sultative Services, p. ; and
Cos Building Acquisition, p. 91

Contract Cost of a Building

The cost for the actual erection of a building,
inVolving such costs as those 'fo general
construction contracts , plus extras 0 the
contractor and less credits, heating and ve at-
ing contracts,' plumbing contracts, electrical
contracts, painting contracts, built-in equip-
ment, and outdokr underground pa-its of the

s building service systems; and any salaries, con-
struction materials, rental fees for construction
equipment, land similar expenses for construct
tion peiformed by school district employees.
Costs for movable equipment arenot, included:

See also Cost of Building Acquisition, p. 91;
and Construction Cost of a Building, p. 91.

Cost of Architectural and Engineering Services
-

The cost of architectural and engineering servi-
ces for plans, drawings, specifications, legally

93



MEASURES RELATING TO SCHOOL PROPERTY

required plan approval, topographical surveys,
;test borings, and other surveys made in the
preparation of_building plans; and supervisory
and consultative services rendered in connection
with the construction of a building, including
salaries of school district architects and engi-
neers assigned to the project. Costs for prelimi-
nary studies made prior to the fiscal year in
which definite authority was received to proceed
with construction are not capitalized and, there-
fore, not included. Fees, if any, paid to archi-

' tects for writing specifications for movable
_I >equipment are not included.

See chapter' 7, p; 99 for the distinction
between builf-in and movable equipment. See
also Cost' of Building Acquisition, p. 91 ; and
Construction Cost of a Building, p. 91 ,

Co'st Of Building Acquisition
4

"The totalOn-VW the' tEAfoT acquiring a
builalEg, whether by construction; purchase, or

er means. This includes cost of construction
ntracts, Cost of architedtural and engineeriuk,

ervices, cost of legal services, cost of ecluta:. p
ional consultative services, and certain niiscel-:'

laneous building costs." (Data item 217; p. 53) Cost of Building, Construction

91

When a br ilding bas been received as a gift, or
acquired at' no" cost through annexation or
reorganization, theentry for its costs is zero plus
any costs connected with acquiring and couch-
foning the building or use. LEA's may wish to

cord the appraised ltfe` at the time the gift
was received {see data m 225 Market Value of

uilding, p. 54 ), but t is value figure shOuld
be shown as the acquisition of the building.

In I.c e of a building acquired as a restt of
1 annexation or reorganization, the applicable
-cost records of tie old LEA should be retained
bey the new owning district for reference pur-
poses.

When the actual cost of a building is not known,
the estimated cost as of the tithe of acquisition is
used as the cost figure. Example: for an old
building whose record has been lost.

See also Constfticlion Cost of a
91; Cost 'OC' Aichitectural and

Services, _p. 90 ; Costof LegaLSe
Cost of Educational consultative Services, p.
92.; Cbst of Building, Miscellaneous, p. 91;
and Contract Cost of a Building, p. 90 .

uilding, p.
Engineering
ices,,R. 92;

The acquisition post o
erected by the owning
cost of the building'
expenses of the distr
construction and ac

building that has been
A is the construction

us, any miscellaneous
ct connected With the
isition of e building,

such as advertisements for co ratts and ex-
penses connected with.the sal of bonds. The
cost ci; a building acquisition es not include
debtoervice costs (payments of principal, inter-
est On debt, and paying agents' fees).

The acquisition-cost ofa building that has been.
constructed by employees of the owning LEA

, consists of. the direct costs for salaries, mate-
rials, use of eqhipment, planning and supervi-
sory services, Und other miscellaneous expenses
connected with the erection of the building. ).

If the building is purchased or acquired at some
cost through annexation or reorganization, the
cost of acquisition consists of the purchase
price, legal fees, and apy other expenses in-,
curred in connection with the purchase of an
existing building. 4

A

See Construction Cost of a Building, p. 90.

Cost of Building, Contract

See Contftct Cost of a Buildin'g, p. 90.

Cost of Busing, Miscellaneous

Coits incurred in connection with the acquisi;
tion of the building that are not classifiable as
contract, architectural and engineering, legal, or
educational consultative costs, such as adver-
tisements for contracts, expenses colinected
with the sale of bonds, and building permits,

See Cost of Building Acquisition, p. 9kCon-
tract Cost of a Building, p. 90; Cost of Archi-
tectural and Engineering Services, p. 90; Cost
of Legal Services,,p. 92; Cost of Educational
Consultative-Services; and Construction Cost of
a Building, pp. 92 and 90, respectively.

94
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Cost of EdUcational Consultative Services

szk.

The cost of consultative services, rendere in
connection with the construction of a buil ing,
that are4med at fitting a.building to a school's
educa,tipnal program and are_not classifiable as
architectural, engineering, or legal services.
Costs for consultative services rendered prior to
the fiscal year in which definite at0Ority was

,regivsa ,to proceed with construction are_pot
ss'zinclude(Vbs'f,

See aftO:COst of Architectural and Engineering
Services, p. 90; cost of Legal Services, p. 92 ;
Cost ' of Building Acquisition, p. 91 ; and
Construction Cost of a Building, p. 90 .

-Cost-of Equipment Acquisition

"the total cost to purchase or otherwise acquire
an item of equipment, expressed in dollars."
(Data-item 418, p. 82 )

The,cost of an ;tent of equipment is the purchase
price paid by the LEA, including the cost of any
accessories or attachments xegardless of when
they were,purchased, plu "s any freight and instal-
lation 'clikrges. Expendittires for repairs to a

-piece of equipment are not included as part of
thercost of the equipment; however, when used
equipment is purchased and reconditioned in
order to place it in service, such reconditioning
costs arencluded as part of the equipitient cost.'
When the actual cost is not known, the esti-
mated cost as of the time of acquisition is

substituted. When equipment has been received
as a gift or acquired at no cost through annexa-
tiet or reorganization, the record entry, for its
costs is zero 'plus any costs connected with.

,acquiring, installing conditioning it for use.
' LEA's may wish rd the appraised value

of such equipment at. the time the gift was
received (see data item 428 Market Value of

pEquipment, p. 83), but this figure-Should not
be shown as the cost of acquisitiOn.

Cost of Lease, Apnual

"The total lease cost or rent, in "dollars,lor a 12-
month period." (Data item 124, P. 46; dataitem
218,1p. 53 ; data item 419, p. 82 )

0,07-

'

WM,
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Cost of Legal Services

The costof legal services rendered in connection
with the construction of a building, including
Salaries of school district legal personnel as
signed to tie ,project. Costs for legal services
rendered pribi to the fiscal year in which defi-
nite authority was received to proceed with the
construction are not capitalized nd, therefore,
not included. Fees, for legal serces in connec-
tion with a bond issue are excluded; see Cost of
Building, Miscellaneous, p. 91 , for such legal
fees.

-See also Cost of Building Acquisition, p. 91;
and anstruction Cost\Of a Building, p. 90 .

Cost pf Modification to Building

"The. cost, expressed in dollars, of alteration,
renovation, .or remodeling work performed on a
building. This cost figure does not include thel
costs of repair and maintenance to a building."
(Data Rent 276, p. 64)

Cost of'Repair and Maintenance Work, Building

"The cost, .expr ssed -in -dollars, of repair or
maintenance worry performed ow. the bliilding.
This cost figure does not include the costs of
modificationi (alteration, renoN%ation,"or remod-
eling) to a building." '(Dath: item 04 )

Cost of Repair or Maintenance Woiie, Equipment

"Ulecost of repair or Maintenance work per-
fortned on an item of equipment, expressed in
dollars." (Data item 437,'p. 84)

r.
Cost of Replacement, Building

"The cost, at current-prices, to'replace,a build-
ing, including its built-in equipment, with mate,

s rial and equipment of like 'kind and quality."
(Data item 227, p. S4)

The replacement cost of a, building can be
determined in-several' diffeien% ways. One4f
these methods, is through comparison of the
building with A recently erected :'building of
similaedesign and quality for which cost figtres
arc available= mother method is through' the

9 1,
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application 4 a cost factor per square foot
(squartr-meter) of floor area or per cubic foot
(cubic meter) 9f volume. Another is through the
application of,guilding cost indices which make
it possible to determine a percentage increase or
decrease in building costs over the years 'that, in
turn, can be applied to the original cost of
buildings to derive estimates, of replacement
Bost. Still another method is through a detailed
appraisal showing the quantity of materials, the
amount of labor, and the total cost of each
needed to replace the building at current prices.

r, in yet another instance, .a combination of
ethods which might prove more feasible.

Colt of Replacement, Equipment

"Thesost, at current prices, to replace'an item
of eiquipment' with another of new material of
like kind and q ality." UData item 430, p. 83,)

F'
Cost of Site Uguisition

"The original pi.frchase price paid by the LEA
for land, and -all improveme

existing at the tine of pu
-related to acquiring title to Ole

123,, p. 46) ,

ts to the land
e, plus all cost

sib." (Data item

Costs related to acquiring title to the land
includei ap,praisar fees, search and tia insur-
ance: site surveys, and Condemnation proce-

,
dures.

If the purchase price of the land also includes
some buildings that are retained for use, the
appraised value of the buildings should be
'deducted frornthe price of the land and a record
established for.the buildings. If the buildings are
sold rather Chan retained for use, the salvage
value should be deducted from the price of the
land. ,

, .

When setting up records for land thaVIas been
' own'ed for some time and for which the actual

cosi is n t known, the cost figure to use is the
elestimat cost as of the time of acquisition. This
figure includes the estimated cost of the land

end any existing imprOvements`tc site for which
actual cost figures are not available. When land
has been receied as a gill, or acquired at no
cost through annexation or reorganiiation, the
record entry for its cost' is zero plus any costs

o'

related to acquiring title.tp the land. LEA's may
wish to record the appraised value of such a site
at the time the gift wat received (see data item

should not beshown as the cost of acquisition.
67 Market Value of §ite, p. 46), but this figure

Improvements to site made after land has been to.
acquired by an LEA are not included in the,cOst
of land except al indicated in the preceding
paragraph.'

,COst of Site Improvement, It

"The cost, in dollars, of an improvement rhade
to a site. ..ssessiiien.ts for site im
made by other governmental un
cludegl. (Data item 131, p. 47)

The cost of a site improvement
contract amount for contract wo

ts are in-

includes the
and s.alaries

and other expensed for work pe rmed by
district employees; plus any other expenses
connecteclwith- any initial installation or exten-
sion of a site improvement. It also the
cost of any special assessments again EA
for capital improvements on& (Iff the site, such
as streets, curbs, and drains qn oudjacent to
the site, and anreasements involve'.

When the actual cost of an improve
is unknomin and the cost of titeland
and has been recorded, the cost figur
the 'estimated cost at the time the impr
was made.

nt to site
is k own
t e is

ent

When an improvement to site has been Yeceivecd
as a gift, or aequired at.no cost throtigh annexa-
tion or reorgainization, the record entry for its 41e

cost is zero plus any costs connected with its
acquisition and installation. LEA's rimy wish to
record the appraised value of such improve-
fnents at the time they were made, but this figure
should not be shown as the cost of the 6proye-
ment.

Improvements to site consist of
additional ,work (other than
formed upon the site and its adjacent wa
the site has been acquired by the LEA. 1
involve such things as grading (other than
eztcavation, fill, and backfill necessary for con-
struction of a foundation for a badinibland- $
scdtiing, seeding, and planting of shrubs and

gees; constructing new sidewalks, roadways,

initial and
s)

er

y

9
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dverpasses, retaining walls, sewers, and storm
drains; installing water mains, field hydrants
and sprinkling systems, and outdoor drinking
fountains; original surfacing and soil treatment
of athletic fields and tennis courts; furnishing
and installing for the first time playground
apparatus built into the grounds; flagpoles,
gateways, fences, and underground storage
tanks that are not parts of building service
systems; and demolition work.

With respect to service systems, only those
'outdoor systems serving the site are considered
improvements to site. Outdoor or underground
parts of building service systems, such as tanks,
water mains, sewer mains, and electrical poles
and lines, are not site improvements; their costs
area included as part of the building cost.

Expenditures for repairs to site improvements
or site maintenance are_notincluded in,the cost
of site improvement.

Cost of Site Maintenance

The cost of maintenance work performed on a
site, expressed in dollars.

See also data item 134 Cost of Site Maintenance
or O\her Work, p. 47.

Equipment

See chapter 7, pp. 97-99 , for definitions of
equipment, built-in equipment, movable equip-
ment, and supplies.

Expected Useful Life of Building

PROPERTY ACCOUNTING

Market Value of Building

"The appraised or estimated dollar value for
which the building currently could be sold. This
primarily applies to relocatable buildings. A
recent purchase or sale price of a similar item
woul(1 be \k;...m...d appioximation." (Data item
225, p. 54)

Market Value of Equipment

"The appraisal or estimated dollar value for
which an equipment item currently could be
sold. A scent purchase or sale price of a similar
item would be a good approximation." (Data
item 428, p. 83 )

Market Value of Site

.41

re-
"The appraised or estimated dollar value for
which site currently could be sold. A recent
purchase or sale price of a similar item would be
a good approximation." (Data item 127, p. 46)

Room

A space enclosed with walls or partitions, of
fixed or movableltype, that provide an accepta-
ble sound barrier.

Space Dimensions

"The number of years a building is expected to
fulfill its intended function. Useful life begins on
the date of acquisition, and is often used as the
period over whith depreciation iscalculated."
(Data item 222, p. 54)

Expected Useful Life of Equipment

'"The number of years, an equipment item is
expected to fulfill its intended function. Useful
life begins on the date of acquisition and is often
used as tale period over which depreciation is
calculated." (Data item 425, p. 83 )

"The approximate length, width, and height of a
space, in feet (meters), measured between the
principal wall faces at or near floor level, plus
wall cases and/ or alcove areas." (Data item 303,
p. 67) ;

Story

Agroup of rooms on the same le el, or a floor
consisting a one roam, having c e r standing
headrobm of at least 6 feet 6 inches (1.98 meters)
and whose floor is at or above grade level along
at least-one entire side. "At or above.grade level"
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means that'if the horizontal plane of the floor
were to be extended on the side in question, no
land withid20 feet (6.Q9 meters) of the building
ws9uld, be above this plane.

Volume of Building, Architectural

The architectural volume (cube or cubage) of a
building is the sum of the products of the areas.
defined [under 'Area of a Building, Architectur-
al, p. 87 ] fusing the area of a single story for
multistory portions having the same area on
each floor) and the height from the underside of
the lowest floor construction system to the
average height of the surface of the finished-roof
above for the various parts of the building.s

RATIOS

The following are commonly used ratios that
can be calculated from data items given in -the
handbook. Other common ratios related to prop-
erty exist but require, in part, data outside the
scope of this handbook.

3"Arclutectural Area and Volume of Buildings," Document
D101. The American Institute of Architects, Washington, D.C.,
June 1974, p. 1.
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Cost of Building Acquisifion6 Per Student

The total cost of acquiring the building divided
by the student capacity of the building.

For a given building, this rat% is, data item 217
Cost of Building Acquisition divided by data
item 211 Student Capacity of Building.

Cost of Building Acquisition? Per Square Foot

The total cost of acquiring the building divided
by the gross area of the building.

For a given building; this ratio is data item 217
Cost of Building Acquisition divided. by data
item 240 Gross Floor Area of Building.

Gross Area Per Student (
The number of 's-quare-feel Cmeters) in-a building
divided by the student capacity of the building.

For a given building, this redo is item, 240 Gross
Floor Area of Building divided by data item 211
Student Capacity of Building.

6This ratio may alsO be calCulated using construction cost.
See Construction Cost of Building, p. 90.

'A similar ratio may also be calculated using construction
cost, See' Construction Costof Building. p. 90.
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Chapter 7

SUPPLIES ANI) EQUIPMENT

This chapter discusses the need for distinguish-
ing between supplies and equipm t, suggests some
shortcomings to the listing app ach, and 'recom-
mends a set 'of criteria f making the sup-
plies, equipment distinction. The chapter also dif-
ferentiates between built-in and movarile
equipment and examines the topics of inventories
and levels of control.

REASONS FOR
DISTINGUISHING BETWEEN
SUPPLIES AND EQUIPMENT.

Education -agencies-have found-it -useful. to -dis-,
tinguish between supplies and equipment for sow-
ers! reasons;

1

The distinction is frequently important irk

identifying the funds with which to purchase a
given item, or conversely, in identifying thick
items can be purchased from a. given fund
source.

The distinction may assist in deciding how to
control or keep track of an item. For exam-
ple, some funding programs require that all
equipment items be inventoried annually. At
the same time, many EA's choose to inven-

t tory certain items; regardless of whether or
not they are equipment or whether br not the
LEA is required by law to do so.

The diStinctiOn may bear on insurance deci-
sions. Supplies and movable equipment are
usually insured as rt of the c tents of
buildings, while built-in equipment s usually
insured as part of the structure.

The distinction can affect calculitions of cost

k

of operations and cost per pupil. While most
schools include expenditures for supplies in

e calculation of current operating ,costs,

many schools treat equipment differently.
Some include all expenditures for ;eplace-
ment equipment ip the current operating cost
total, excluding the cost of new and addi-
tional equipment. Others prorate t e cost of
all equipment over several yea . In both
cases, the incorrect classificaf on of supplies
or equipment items can affect\ the resulting
cost calculations.

The distinction can affect the amount of State
or Federal aid allocated to an LEA: Seeral
funding sources use per-pupil costs as part of
their funding formula (see the preceding para-
graph). Most funding _programs, limit the
ways in which their funds may be spent,
sometimes excluding either supplies or equip-
ment from the list of eligible purchases:

The two basic approaches to distinguishing
between supplies and equipment in the decision-
making situations are. (I) to compare a given item
tQak predetermined list in which each entry is
classified as either supplies or equipment; or (2) to
compare a given item to a set of criteria describing
the characteristics of supply and equipment items.
Each of 'these approaches is discussed in the sec-
tions that follow.

THE DISADVANTAGES OF A
SUPPLY/EQUIPMENT LIST

Several publications in the NCES Handbook
/selees have provideckietailed lists of material items
us d in LEA operations, identifying each entry as
'either a supply or equipment item. The most recent
version, found in Handbook IIR,' has been helpful
to many users, but any such list has several signifi-
ca isadvantages:

'See appendix E for -a full bibliographic reference to Hand-
book 11R.

9 9. (
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Various State and Federal aid-prOgrams offer
supplytequipment categorizations that some-
times conflict wifh such list's and with one
another.

Any list is, and a-1Nya)% will be, in.".7ciiltiplete. It is
impractical to attempt to idt and classify.the
thOusands of mateiials and devices used in
schools today, pa iculaily in the vocational

. education curric

Changes in e cational philosophy, technol-
ogy,e' and t hniques I are introducing new
materials 4c1 devices into our schools-at an
ever-incr sing pace. Even if it were possible
to list a d categorizecmost of the supply and
equip ent items in use today, such lists,
woul, quickly become obsolete without fre-
qu t updates.

anges` in technology and purchase price
ometimei-Cduse the classification of certain

items 'to change froM one category to the
other. Por example, most LEA's classified
hand-held mini-calculators as equipment sev-
eral years ago when they cost over $100. Now .

that the -price tkf these nulls has dropped to
the $5 to $25 range, some LEA's are'reclassi-

ill\

PROPERTY ACCOUN T ING
tr

commonly aCcei3ted guidelines from these sources.
Unless otherwise bound by Federal, S.tate, or local
law, it is recommended that all education agencies'
use these criteria inlitir supply / equipment classf-'
fication decisions. In those cases where the classifi-
cation of an'item is unclear, the aancy, as alway4,,
must apply reason and good judgment in making
its decision.

EQUIPMENT ITEMS
:{

An equipment item is_a movable or,fiXid,unit
furniture or furnishings, an instrument, a machine,
an apparatus, or a set of articles that meets all of
the following conditions:

1. Under normal conditions of use, including
reasonable care od maintenance, it has an
anticipated usefullife of more than 1 year.

2. Jt is of significant, value. I

3, It retains ks_original, shape and appearance
hvith use. , ,

4. it is rionegpendatle; that is, if the article is
damaged or some of its parts are PA or worn
out, it isAisually more feasible to repair it
than to replace it with an entirely new unit.

5 It do'es not losAts identity. through incorpo-
ration into a different or more complex unit

fying them as supplies.

Users tend, to treat a list as comprehensive,
and up-to-date, even when advised otherwise.
This can lead to faulty clasiificatfon deci-
sions.

The conditions above make the development of
a universally applicable and easily updatable sup -
ply/equipment list impiactical. In lieu of present-
ing a list that might raise as many issues as it would
propose to resolve, this handbook suggests that the
distinction between supplies and equipment can be
best accomplished through consistent, statewide
application of uniform criteria. If an LEA wishes
to supplement these criteria with a list, the list in
Handbook IIR provides a firM foundation.

-
CRITERIA FOR DISTINGUISHING
BETWEEN SUPPLY AND
EQUIPMENT ITEMS ,

Most Federal, State, and local funding pro-
grams provide criteria for distinguishing between
supplies and equipment. The criteria belowapre
basecLon a combination of the most practical and

or sftbstance.

The 'first criterion is,based on the notion that an
equipment item stiould,last longer than, the fiscal
year in which it was purchased,,

Signijcurvalup should be rneasuKed in tering.
original cost or in tarns of: estimated marke.t

.alue,at.the time of acquisition if the.originilcost ,
is not availaple. Most LE/Vs will use values,in the,
$25 to'$100..ringe. Federal Manakent Ciretilar
74-72 requires t' at the value criterion separating
supplies frdi :q1.1ipment shall not exceed $300 per
item. 56 thltwic of significant value; the National

°Cornmitteeon Gqyernmental Accounting states:

The significant value test is important because,
[LEsj will have many indiyicluarassets:which'

1Generat Service?; Administration, Office of Fctleral Man-
ageMenj "Federal Management Circular 74-7. Uniform
adininirtratiye requirements for grantt-ift-aid totStateand local
governmentr Attachmett N, 1- tiperintendent of Docu-
ments, Washington, D,Cr20402.- FM 74 -7,1s essentially the
same as OMB Circular A-IO2. "
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are tangible andlong-lived but whosevalue is so
small that-the time arid expense of Inaihtaining
detailed accounting and sinventoiy ,records
thein are-not justified. Examplel of fitems) not
itaving-tignificant value for accounting purposes-
would inelucre7pencil'-sharPeners, paper cutters,.
books otheOliarrthOse, in libraries; and
tools. What constitutes significant valtie
_,vary from one governmental jurisdiction to
angther . .,3

!.=

SUPPLY ITEMS

,e
An item should' be classified as a supply if it.

does not meet all of the equipment Criteria above.

'DISTINGUISHING BEIWEEN
BUILT -IN AND MOVABLE
EQUIPMENT'

S)

Ngt all State an,d4FEA's find it necessary to
4,,Ctistinguish betW.e end Movable' equip=

ment. For thote.agencies.- that do, the distinction
usually relates to one-of the following situations:
(a) estimating:14e costs of a building Guilt -in
eqnipment is included, movable eduipMent is riot);

anir(b) determining whicnequipenentOterns: cany,.

Movable equips ens consists, of it ms that:

. are'-transportable from are location
andher -without Iapprecia t le damage

--aange to the location from hich they
removed or to the location ere they
installed, and

99 ,

to
or

are
are

2. do not ftin-ction . as integral p ts of the
building or site and are not pe manently
fastened. or' attached to the building. or site.

The term Movable 'refers to permane cy of
installation aid not to `size

'MAINTAINING INVENTORY
RECORDS ON SUPPLIES
AND EUIPMENT

LEA managers carry eeat responsibilities for
Stewardship of the,funds,and property of thetE/Sia.
They are responSible tot, safeguarding, maintain-
ing, and periodically reporting on the condition of
these finanbial and 'physical resources. One of.the
-most important functions in carrying out steward-
ship responsibilities is keeping aocrirateinventory
retosds. The need-to establisn4nirmaintain inven-
tory records usually stems from some combination
of' the following conditions:

purdhased frgtit Various Tading"sources. ,

After, an item has, been identifte,d 'as-equipment,
the following eritefia may be api)lied to dettrmine
if-the item is built-in or movable:,

An equipment, item is, pu1111(ti-if:

1.
,

it is an-integial part,o(abuilding; that 'is; it is
permariently/'fisten4d 'to thdbuilding, func-
tions' as _part of the, tmilding; aqd -causes

. appreeiabit 2.4inage'-to the building if is
rematied;:;45t,,'

. ,

' 2. it is perman'e'utii.attached to ,a site and',
functions as Parl-of the site (except buildings -

or other structures.:;
.

,I3itilt4ilequipment inky\ incoiporated into 'a
building at --the,time the-buil ngik'prected or at a
later date,;;111iy-inequipment ometimesTeferOd
to as- ,fixed? to 'e confused with

--11Xect assets).
- ,,,

3.44tional Canitiiittet on--Pay. ernpignta1-Acd untiti, Gov- , .

eiiimen (al Acvoutittlrg,Auditin,g, ,enid Financia thp osrttrienegt:
-10 uliCip-alginanCe:Officers Assoigii6n,-1313 East To periodically check the condition andavail-
qjc445,,illiimis 60637, 1968.: ,. -k--, ..- , ability of an item; e.g., Is it in good working.

. ,.

1..,E managersmanag often need information for the
proper magagerrient of fixed assets that can

.

be best derived from n orderly inventorr---.4,,

)

,a
system.. ' .:

Auditors,: in aecordanee with generally ac-
cepted accounting principles, usually require
th'at an invenlOry of all fixed assets (sites,
buildings, and equipmenq be maintained.

4 Many State and Federal funding programs--
require that an inventory b_c' ;maintained of
certain items 'purchased with program funds.

.Boards of Education and/or LEA managers
--may> require that certain special inventory
systems be, established beyond those required
to satisfy auditors and outside funding pro-
grains,.

In responding to these requirements, inventory
systems can accomplish several objectives:
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condition? is it temporarily out of service?
Has it been stolen?

To make the staff of the LEA more account-
able for LEA property by direct involvement in
the inventory piocess and assignment of re-

.
sponsibility for the control of certain items.

To provide information necessary for Making
operating decisions and, planning for the
future. Examples of some of the more com-
mon planning and management activities are
presented in chapter 3, pp 11-12 of this
handbook. Increased utilization of equipment
and reduced investment in 'new fixed assets
are two possible results of such activities.

TO-provide information for preparing re-
quired inventory lists and reports for audit
tors, funding agencies, and the LEA?,

Each LEA will have a different combination of
inventory needs torwhich it must respond and a
different set of objectives it 'desires to accomplish.
It must design its inventory systems accordingly.
Two keys to operating an efficient and effective
inventory. system are (a) deciding what items to
inventory' and (b) selecting the proper inventory
methods.

.'"

DECIDING WHAT ITEMS TO INVENTORY

Most LEA's have an inventory system that deals
with equipment. Such systems (I) may focus on
specific types bf equipment, such as those pur-
chased with categorical (restricted-use) funds, or
(2) may encompass all equipment owned by, the
LEA.

,

While it is important to periodically ineventory
equipment items (the accounting and auditing
profession recommends inventory controls yrs,
most fixed assets), many LEA's also find distinct
advantages in extending their inventory systems to
stocks of valuable supplies. Such supplies might
include food, janitorial supplies, or laboratory
chemkals.' Potential benefits of intreased control
are usually greatest for those supplies l'ocated in
district-level warehouses, but can apply to supplies
in individual schools if the supplies are of signifi-
cant value.

As a general rule,',.% the total value of an item (or
roupof like items) to the VA is morejmportant'

th its designation as supplies or equipment in
,dee'd g whether or not to inventory the item.

PROPER l'Y ACCOUNTING

AN INVENTORY IS THE BASIS FOR A
PROPERTY INFORMATION SYSTEM

Some LEA's extend their inventory system to
record more descriptive information than is re-
quired by the auditors or outside funding pro-
grams. The expected benefit is the availability of
more detailed information for planning and deci-
sionmaking. purposes. Such an expanded set of
inventory records also can' be thought of as a
property information system, since it contains
more information than is required to meet basic
inventory needs.

Of course, before an LEA extends its inventory
system to include either additional items or more
detailed information, it should weigh very carefully
the extra costs ivyolved. Through prom- planning
for the expansion of its property recoVds, many
LEA's can gain additional benefits while keeping
the costs of the more complex property informa-
tion system in balance.

DECIDING BETWEEN GROUP CONTROL
AND INDIYIDUAL (UNIT) CONTROL

A major decision in developing any inventory or
property information system is deciding how much
effort to devote to controlling (keeping track of)
each equipment or supply item. In general, each
item can be controlled in one of three ways:

Individual (Unit) :Control. This is the most
desirable form of control for equipment since an
individual recprd is kept 9n each item. The condi-
tion and utilization of such items can be followed
closely, and more descriptive information on each
item can be recorded. On the other hand, indiv id:
ual cdntrol requires staff time and paperwork to
generate these benefits. individual control, is advis-
able, in general, for all but the lowest-cog equip-
ment items. Equipment items that might otherwise
come under group control but have a high theft or
casualty potential should also be considered for
individual control. -

Group control. 'Items falling into this, category
are of low individual value batt,,,,,when taken as a
group, ai-e valuable enough to ji(stify the cost of
providing some type of control over their security,
location, and condition. A group, should alway
consist of identical or reasonably similar items.
Groups may vary in the and specificity of the items
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included. For example, an LEA might choose to
group its chairs in any number of ways: by size,
Style, oom location, or building location. The
advantige of group' control over individual control

isthat far more items can be controlled' with
considerably less time and paperwork. On the
other hand, very little specific information is avail-
able about any given item in the group.

Group control is most applicable td any equip-
,, ment item which meets all of the following condi-

tions:

1. It is a piece of equipment for which the ;
relationships of individual maintenance cost
to the original cost and other factors are not
critical in determining replacement policy.

2. It is a piece of equipment for which the
observance of individual perforMance and
other individual characteristics are not criti-
cal in determining replacement policy.

3.. It is the same as some other pieces of LEA
equipment with respect to functionrmaterial,
shape, and size.

4. It has no serial number given it by thewanu-
facturer.

The inventory control of supplies may also be
thought of as a group-control process. While the
unit value of most supplies is usually too low to
justify control or xecordkeeping on an individual
basis,' the aggregate inventory value of some sup-
plies is significant. Such items might include food,11:11
janitorial supplies, gasoline, and °other fuels. When mo
applied to these types of supplies, group-codtrol

`methods siitilar to those used with equipment can

O

.00
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reduce financial loss resulting from pilferage, -Mis-
handling, and overbuying or unterbuying.

Little or no control. This category is tompfised
primarily of supply items that do not warrant
group control. Items falling into this category are
usually of such tittle value that the cost of imple-
menting procedures to Monitor their use, location,
and condition are not justifiable. This category
rarely includes equipment items, since most LEA's
are reqUited by law or encouraged by generally
accepted accounting principles to maintain either
individual or group records on all items of equip-
ment.

SUMMARY ',

The level of control applied to any supply or
equipment item is depehdent on 'the amount of
information the LEA desires about the item and
how closely the LEA wishes to follow The item's
condition and availability. Consequently, the level
of control directly affects the amount of time and
effort spent in keeping track of the item. Individual
control offers the capability to closely track ,a
single item's condition and availability, while
group control forfeits the opportunity to locus on
an individual item. However, group control allows
far more items to be inventoried with considerably

.less time and paperwork. The level of control
applied to a given' item, Which can range from an
annual inventory to the tight security of a locked
tool crib, should be based on the relative impor-
tance of the item to the overall operation Of the
LEA and is usually ins direct propOrtion to its
purchase or replacement cost.

. 10,3

.
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AppendiirA

GLOSSARY
e

This appendix contains definitions of property-
related terms not defined elsewhere in this hand-
book. Terms located elsewhere in ihe handbook
may be located through the use of the Index or
through the data -item' classifications in chapter 4.

The Glossary is arranged ,alphabetically and
includes a lim,ited amount' of cross-referencing.

Each definition that has been taken, from
another handbook in the, State Educational Rec-

%eel ords and Reports (SERR) Series is followed by a
.parenthetical expresiion containing the Roman
numeral of the source handboo*. The letter "R"
following such a Roman numeral indicates that the
handbook is the revised edition. l_n_.ome cases, the
definitions have been modified and are identified
as such. In all cases where a definition was availa-

. ble in a Previously published hangioek,.the most
, recent source was used. r

ACCOUNTINGThe procedure of maintaining
systematic records of transactions (happenings,
occurrences, events) relating to persons, objects,
or money and summarizing, analyzing, and
interpreting the results of such records. (VR,
modified) See also FINANCIAL ACCOUNT-
ING,

ALTERATION OF A BUILDIN.GMinor
changes made internally that do not involve
majpr structural changes. (III) See also RE-
MODELING, RENOVATION OF, A BUILD-
ING, REHABILITATION OF A BUILDING,

--REPAIRS, and MAINTENANCE:-

AMORTIZATION =(a) Gradual reduction, re-
demption, or liquidation of the balance of an
account recording to a specified schedule of
times and amounts. (b) Provision for the e'xtin-
guisliment of a debt bylneans of a Debt,Service
Fund (Sinking Fund)."

4

'National Committee on Governmental Accounting, Gov-
ernmental Accounting, Auditing, and Financial Reporting.

"o

BUDGETA plan of financial operation em-
bodied in an estimate of proposed expenditures
fbr a given period or purpose, and the proposed
means of financing them. The budget usually
consists of three parts. The first part contains a
meslageirom the budget-making authority to-
gp6er--77-iit a summary of the proposed expendi-
tures and the means of financing them. The
second part consists of schedules supporting the
summary. The 'schedules show in detail the
proposed expenditures and means of financing
them together with information as to past years'
actual revenues and expenditures and other data
used in making the estimates. The third part is
compopd of drafts of the appropriation, reve-
nue, and borrowing measures necessary to put
the budget into effect. (II_RJ See also CAPITAL
BURGET.

BUILDING CODEA systematic collection of
.the laws, rules, and regulations of a governmen-
tal entity related 'to building construction and,
utilization.

CAPITAL ASSETSSee PROPERTY. See also
Capital Assets, p. 6.

CAPITAL BUDGETA revenue and expenditure
plan for the acquisition and disposition oi

....propeity. See also BUDGET. ,

CAPITAL OUTLAYAn expenditure resulting
in the acquisition of property or additions to
property that de presumed to have benefits for
more'lhan 1 year. It ,is ansxpenditure for land
or existing buildings, improvements of irounds,
construction of buildings, additigns to build-
ings, remodeling of buildings, or initial, addi-

Municipal Finance Officers Association, 131,3 East 60th Street,
Chicago, III. 60637, 1968, p. 153.
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tional, and replicement equi
f led) See also a pendix13, p.

CASH FLOW MAN XGEM
the timing and dispositio
pendtture obligations t
ble'iinancial position.

AO.

ent. (IIR, modi-
107.

NT --Controlling
f receipts and ex-

maintain. the best possi-

CH\ART OF ACCOUNTS A list of all accounts
generally used in an individual accounting sys-

k tem. In' addition to account title, the chart
includes an account number that has been
assigned' to each account. Accounts In the chart
are -af ranged with'accounts Of a similar nature;
for example, assets and liabilities. (IVR)

CLASSIFICATIONA systematic' arrangement
of items in,groups with defined, like characteris-
tics; or, one such group within a classification
system.

CODINGA' means of distinguishing among
delfts and categories of information by assigning
numbers or other symbolic Designations so that
the items and categories are readily identifiable.
(VR)

COMPARABILITYThe characteristic of 'com-
monality among or between selected elements
measured in terms of identical constants. The
accuracy of the measurement of the degree of

,comparability is usually dependent on the
n nber of constants applied. (IVR)

COST BENEFIT Analyses that provide the
means for comparing the resources to be allo-
cated to a specific program with the results
likely to be obtained from it; or, analysesthat
provide the meads for comparing the results
likely to be obtained from thy, allocation of
certain resources'toward the achievement of
alternate or competing objectives. (IVR)

COST EFFECTIVENESSAnalyses designed to
measure the extent to which resources allocated
to a specific: objective under, each of several
alternatives actually contribute to accomplish- .

ing that objective, so -that different ways of
gaining they objective may be compared. (IVR)

DATA PROCESSINGThe activities of collect-
- ing and organizing data, storing for future use,

and preparing statistical reports. (IVR)

- PROPERTY ACC6UNTING

EVALUATIONTheprocess of ascertaining or_
judging the .valqe.or amount of an action 'or an
outcome by careful appraisal o( previously
specified data in light of the particular situation
and the goals and objectives previously estab-
lished. (IVR)

EXPENDITURESCharges . Incurred, whether
paid-or unpaid, which are presumed to benefit
.the current fiscal year. (MO

.

FACILITIESSee PROPERTY. See also Facili-
ties, p. 6..

FDERAL EDUCATION AGENCY -See Fed-
eral Education Agency, p. 7.

FINANCIAL ACCOUNTING Theme recording
and reporting of activities and events affecting
the money of an administrative' unit and Its
program. Specifically, it is concerned (1) with
determining what accounting records are tc be
maintained, how they will be maintained, and
the procedt res, methods, and forms to be used;
(2) with recOid ing, classifying, and summarizing
activities or events; (3) with analyzing and
interpreting recorded data; and (4)-with prepar-
ing and initialing repoits and statements. that
reflect' conditions as of-a given date, the results
of operations for a specific period, and the
evaluation of status and results of operation in
terms of established objectives. (IVR) See also
ACCOUNTING.

FIXED ASSETSSee PROPERTY. See also
Fixed Assets, p. 6.

INTERMEDIATE ADMINISTRATIVE .UNIT
See INTERMEEVATE EDUCATION
AGENCY.

INTERMEDIATE EDUCATION AGENCY
(IEA) An administrative a ency, smallehan
the State agency, existing arily to provide
consultative, advisory, administrative, or statis-
tical services to local education agencies, or to
exercise certain regulatory functions over local-
education agencies. An intermediate educatiOn
agency may operate schools and contract for
scho r services, but it does not exist prin'iarily to
r der such services. Such agencies may or may"
not have taxing and bonding authority. Where
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there is a suprervhory union board, the, union is
included as an intermediate education agency
(-adapted from the definition of Intermediate
Administrative Unit in VR). See also Local
Education Agency, p. 7.

INVENTORY 1A detfied list or record showing
quantities, descriptions, values, and fretpiebtly,
units of measure and unit prices of property on
hgridaf a given time. Also, the cost of supplies
and equipment on hand not yet distributed to
requisitioning units. (HR)

LEASee LOCAL EDUCATION AGENCY.

LIFE-CYCLE COST' The total of all costs asso-
ciated with owning and operating a building or
item of equipment, including costs of planning,
constructing, financing, operating, maintaining,
and disposing of the building of item of equip:
ment. Life-cycle costs.. may be either projected

. (i.e.; before the fact), or actual after the
fact).

LOCAL BASIC ADMINISTRATIVE UNIT
See LOCAL EDUCATION AGENCY.

LOCAL EDUCATION AGENCY (LEA)tin
education .agency at the local levFI existing
primSrily to operate schools or to contract for
educational services. Normally, taxes may be
'levied by such publicly operated agencies for
school 'Purposes. Thfse agcncies may or may not
be coteptinous with. cotinty, city, or town
boundaries. This term is used synonymously
with the terms "school district," "school system"
and "local basic administrative unit." (IVR) See
also Local Education Agency, pp. 7 and 8.

LOCAL SCHOOL DISTRICTSee LOCAL
EDUCATION AGENCY.

MAINTENANCE Those activities concerned
with keeping the grounds, buildings, and equip-
ment at their original condition of completeness
or efficiency, either through repairs or by re-
placement of property (anything less than re-
placement of a total property unit). (This defi-
nition is identical to definition of MAINTE-
NANCE O'F PLANT in 11R) See also REPAIRS.

OPERATIONAL UNITA separately budgeted
subdivision of an LEA established to carry out a

major objective or group of objectives, such as a
school, the transportation unit, or the athletic
department."(1VR)

PERSONAL PROPERTYProperty of any kind
except,real, property. It may be tangible (having
physical existence) or intangible (ha \ing no
physical existence, such -as patents; inventions,
and copyrights).2 See also -REAL PROPERTY;
and Movable Equipment, p. 99.

PLANNING The selection or identification of
the overall, long-range goals, priorities, and
objectives of the organization, and the formula -'
tion of various courses of action to be followed
in working toward achieving those goals, priori-
ties, and objectives. (1VR)

PROGRAMA plan of activities and procedures
designed to accomplish a predetermined objec-
tive or set of allied objectives. (IVR)

PROPERTYSites, buildings, and equipment,
both built-in and movable. See Site, p. 42;
Building, p. 48; and, Equipment, p. 75 and p.
97 .

. .
PROPERTY DATASpecific items of`informa-

tion about land, buildings, and equipment,
usually organized in a file as part of,a property
accounting system.

PROPERTY RECORDA collection Of property
data where information about a particular prop-
erty item or group of items may be found. A
property trecord may take the form of file card,
a looseleaf page, one or more key-punch cards,
or data entries on a magnetic tape or disk for
computer usage. -_

REAL ESTATELand, improvements to
and buildings; reaLproperty. (11R)

site,

REAL PROPERTYSee,REAL ESTATE.

REHABILITATION OF A BUILDING---The
general overhililing of a coTplete building or

106

2"Federal IVanagement Circular 74-74Attachment N "Gen-
eral Services Administration, Office of Federal .Management
Policy, September 13, 1974; also codified M the Code of Fedgral
Regulations as 34 CFR 256. FMC 74-7 is essentially the same as
OMB Circular A-IO2.
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Major section thereof to better adapt it for
continued use for tl22scliool program or a

different type of octe.y. (III) See also AL-
TERATION OF A BUILDING, REMODEL-.
ING, RENOVATION OF A BUILDING, RE-
PAIRS, and MAINTENANCE.

1,

REMODELINGAny major permanent struc-
tural improvement to a building. It includes
changes of pahitions, roof seructufe or walls.
Repairs are not included here but are included
under maintenance. (IIR) See also ALTERA-
TION OF A BUILDING, REHABILITATION
OF A BUILDING, RENOVATION OF A
BUILDING, REPAIRS, and MAINTE-
NANCE.

RENOVATION OF A BUILDING The renew-
in6 of a building or part thereof without chang-
ing structure, funetion, or design, (III) See also

. ALTERATION OF A BUILDING, REHA-
BILITATION OF A BUILDING, REMODEL-
ING, REPAIR'S, and MAINTENANCE. .

t.
- REPAIRSThe restoration of a given piece of

equipment, of a given building, or, of grounds to
original condition of completeness or efficiency
from a worn, damaged, or deteriorated condi-
tion. (IIR).See'also MAINTENANCE.

SCHOOL PLANTThe site, buildings, and equip-
ment constituting the physical facilities used by a

. single school or by two or more schools sharing
the use of common facilities. (IIR)

SCHOOL SYSTEMAlk the schools and sup-
porting services control fed by a board of educa-
tion or by any other organization thatpperates,
one or more schopls. (VR) See also Local
Education Agency, pp. 7 ana 8:

SEASee STATE EDUCATION AGENCY.;

STATEA term that applies to the 50 States,
outlying areas, the Trust Territory of the-Pacific
Islands, and the District of Columbia. (VII)

STATE BOARD Off' EDUCATIQNThe legally
constituted body having the major responsibil-
ity for the general supervision of elementary and
secondary ?cation in the. State. This board

1 \
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may also have total or partial responsibility for
the supervision of ,higher education. (IVR)

STATE DEPARTMENT OF EDUCATIONAn
organization, composed of the chief executive
officer (chief State school officer) and staff, that
exists to conduct the work delegated to it by
law. (IVR)

STATE EDUCATION AGENCY (SEA)The
organization established by law for the primary
purpose of carrying out at least a part of the
education responsibilities of the State. It is

characterized by -having statewide jurisdiction
and may be composed of a State board, chief-
executive officer, and staff. Some State educa-
tion agencies may lack one or two of these three
elements, but in any case there must be either a
board or a chief executive officer. The term
"commission" is sometimes used synonymou
with "board." (IVR) See also State Educati
Agency, F. 1.

STATE EDUCATION AUTHORITYAn' or-
ganized and officially constituted grqup of indi-
viduals or an individual responsible; for policy
decisions related- to constitutional and legisla-
tive provisions pertinent to education in the

,

State. (VII)

SYSTEMS ANALYSISActivities involving the
search for and evaluation of alternativei that are
relevant to defined objectives, based on judg-
ment, and, wherever possible, on quantitative
methods; the development of data-processing
proCedures or application 'to electronic data-
processing equipment. (IVR)'/

TEACHING STATION or TEACHER ,STA-
TION The space .allocation required to ac-
commodate a teacher (or teachers) and A group ;

of students during instructional activities. The
amount and characteristics of the space in any
teaching station swill vary according to subject-
matter area and !peal or State policies or stan-
dards on student/teacher ratios or students per '
square foot. (b) The specific location and actual
equipment (i.e., desk, lectern, demonstr4tion
table) required by a teacher t o carry 'as-
signed instructional activities With a group of
students.

10



Appendix B

CAPITALIZATION

. Capitalization is the act of recording the value
of an item of 'property in the General Fixed Assets
Group of Accounts or in the appropriate fiind on
the -LEA's Balance Sheet.' The value recorded for

item should be its "[original] costs, pr,estunatid
[original] cost if the original cost is not available,
or, in the case of gifts or contributiohs, at fair
market value at the time received."2

CRITERIA FOR
.CAPITALIZINC PROPERTY

Capitalization - applies only to items/ with a
useful life gi-eater than 1 year. Thisi includes all ,

sites, buildings, 'and equipment, but excludes sup-
plies (see chapter 7, p. 97 for, the distinction
befween-quipment and-_ supplies)., Also- improve-
ments to sites, buildings, and equipment "can be
capitalized. Improvements,are generally thought of
as any alteration, renovation, or rehabilitation of a
fixed asset that extend's the life. of the asset or
otherwise provides benefits for more than I year. A
list of many of the items, categorized as improve-
ments to-sitesis presented inlhe definition of data
item, 129 Nature , of Site ImprovemeRt, on
page 46, -.

. ,.
5.umniarizing. the foregoing statements, an item

ca houki be-capitalized if it, is:"
. ;

.
site,

/- 2. a btlilikitig, '
3.' an equipment item (as defined in ctiapter,

s., page 98.), or
4. an improvement to a site, building,. or e

ment item,

iFinanCill accounting for fixed assets is discussed in detail in
handbook 11-B, pp. 2l0-22$. See appendix E for full biblio-
graphic inror nbn on this handbook

2AICPA Committee on Goxernmental Accounting and
Auditing; Industry Audit duide.O.udits of State and Local
Governnaental Units. New York Ardencan Institute of Certi- See appendix E for full bibliographic information on
fled Public Accountants, 1975. p. 17. Hand book 11R.

yr

CAPITALIZATION AND
CAPITAL OUTLAY

Since the use Of flieterm "capital outlay" varies
from State to State, there is no uniform relation-
ship between the terms "capital outlay" and "capi-,
talization." In a ,funding sense, capital outlay may
refer to a portion of the budget specified for
restricted use. For example, many States restrict
part of their minimum foundation aid to capital
outlay expenditures, such as equipment and im-
provements to kiildings. In.an accounting sense,
capital outlay may refer to the way a particular
expenditure transaction should be classified. For
example, in a financial accounting system based on
,Handbook IIR, Capital Outlay is one of the
principal categories milder the Object dimension.

When the term cat itainutilly\ is used in-the 10.
accounting sense as outlined in +Handbook IIR, its
.relationship -to OA term capitalization is' straight-
forward: all iteins classified under the Capital
Outlay category lithe Object dimension are fixed
assets and all fixed assets shoulkbe capitalized.

When capital outlay is used to denote' funds
with restricted use, its relationship to the term
capitalization is not always as simple. Some States
restrict the use of capjtal outlay' funds (also re-
ferred to as capital,funds, capital grant funds, and
bond funds) to fixed assets .only. Some further
restrict use to equipment, onlyPorquipment and
bitildingqmprovements. Other States extend the
use of capital outlay funds to include more than

.

taxed assets, such as supplies an mateials re-
quired to prepare a newly constructed building for
opening., In this and similar Cases, the LEA would
normally capitalize only the fixed asset items.

In surnmary, all fixed-asset items should be
capitalized\.and should also be classified under the
Capital Outlay object in. accordance 'with Hand-

. book IIR.3,However, sdch items may or may not

08\
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t
have been purchased with specially designated designated capital outlay funds may occasionally
capital outlay funds, depending on the polici6 and be used to purchase more titan just fixed assets.

1practicesof the-State in question. A so, specially '1 .----)
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`Appendix C

DEPRECIATION

The National Committee dn Governmental
Accounting defines derIfeciation as the expiration
in service life of fixed assets, other than wasting
assets, attributable to wear and tear' Through use
and lapse of time, obsolescence, inadequacy, or
other physical or functional cause.

NCES encourages all State and local education
4gencies to investigate ways of using depreciation
information to enhance the important process of
calculating the total costs of education phgrams
and services. The following excerpts from the
A1CPA's (American Institute of Certified Public
Accountants) Industry Audit Guide: Audits of
State and Local Governthental Units' may be of

'interest to thOse States and LEA's wishing to
. investigate the topic fyrther. The reader, should

bear' in mind that this dboument was published in
:1975, and that revisions of the concepts or state-
ments quoted below that may have occurred since
1975 have not been reflected.

'pies and Cone ts;" state:
Ptes chapter 2, "Accounting. Prinei-

With respect to depreciation of general fixed
assets, there are two reasons for a renewed
interest in the subject. One is the increasing
trend in the number of governmental grants,
both of federal to state and local, and of sire to
local, which alloW depreciation as a reim ursa-
ble cosh. Anotbef is the need4o marshal all costs
including depreciation for the purposes of meas-
uring cost of governmental services and evaluat-
ing the efficiency of programs.

There are four (reasons for computing deprecia-
tion for governmental units: (I) Profit measure-

' ment for enterprise and intragovernmental ser-
vice funds, (2) cost accounting for services and

1A1CPA Committee on Governmental A
Auditing, Industry Audit Guide: Audits of S
Governmental Unns.New York: American I
feed Public Accountants, 1975.

counting and
ale and Local,
titute of Cern-

a

programs, (3) as a cost to be included in the
basis for reimbursements or grants, and (4)
systematic amortization of cost to recognize use
or obsolescence. Granted these reasons Tor
computing depreciation, however, maintaining
such information and including it in financial
statements involve separate questions.

Depreciation should be recorded on fixed assets
financed primarily by charges to users, such as
those includja in enterprise and intragovern-

- mental service funds. With respect to general
fixed assets in a general fixed' assets group of
accounts, some financial statement users.may
prefer that depreciation be computed and re-
ported even though such amounts are not a
charge again& any fund. Accordingly, as long as
original cost or other approprite amounts are
maintained and reported, there is no,obAction
to reflecting an allowapce for depreciation in the
general fixed assets groutof accounts with a
'6i-responding reduction rn the amount shown
as the investment in such assets. Where the
amount shAvn as the investment in such assets
is categorized by source of investment, the
reduction may be shown as a reduction of the
total of such categories. 1

In addition to the Industry Audit atide, Audits
of State and Local Governmental Units, referenced
above, A1CPA has published other documents that
address various aspects of depteciation, including
Accounting Printiples Board ppinion No. 12 and
Accounting Research Bulletns 33, 43, and 44
(revised). Other sources of written 'ilaterials on
depreciation policy and practice may 'be located
through State and local CPA organizations and
through the Municipal Finance Officers Associa-
tion in Chicago.

The inclusion of depreciation-related data items
in chapters 4 and 5 of this handbook should not be
interpreted as a requirement that depreciation L

11 o
4
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information should be calculated or recsded in
the ,property files (or in the school finance files).
The presence of these data items suggests that they
are potentially useful to LEA's, and provides
unifo'rni terminology and definitipns for those
LEA's that wish to maintain such i formation.

For those agencies interested in u deprecia-
tion techniques, the following gener guidelines
may be of assistance.

Depreciation applies only to buildings, site
improvements, and equipment; land is never
depreciated because it is not consumed in use. 410

The most cqmmon depreciation method used
is the ktraight-line method. In this method,
the annual amount of depreciation is calcu-
lated by first subtracting the salvage value of
the item from its acquisition cost altd dividing
the difference by' the anticipated years of
useful life. The salvage value.qf an item is its
expected market value at the end of its antici-
pated useful life.

An addition to a building can best be depre-
c ted separately from the building to which it
i attached. It is easier to do this if the

A
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building addition has also been capitalized
(see appendix B) separately.

A renovation or rehabilitation can be depre-
ciated by adding the costs of such renovation
or rehabilitation to the book value of the asset
(that is, the value remaining after accumu-
lated depreciation has been deducted from
original cost), deducting the anticipated sal-
vage value of the renovated or rehabilitated
asset, and dividing by the balance of the
extended useful life.

No item should ever be depreciated below its
salvage value. However, adjustments to de-
preciation may be made if the anticipated
salvage value changes during the life of the
asset. -

An additional discussion of depreciation is

presented in Handbook IIR,2 pp. 66-68, in the
sections on Operating Cost, Building Use Cost,
and Equipment Use Cost.

2See appendix E for a full bibliographic reference to Hand-
book HR.
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Appendix D

ACJCNOWLEDQMF*TS

A large number of individuals were involved in
the development of this handbook. Over 100 per-
sons attended national and regional conferences as
representatives of the nine national professional
organizations and various State and Federal agelk-
cies. Others served as consultants to the contractor
or on special review committees. Many other indi-
viduals who reviewed handbook materials chan- .
neled their ,contributions through these otganiza-
tional representatives or committee.membefs.

It would be impossible to list' here the name of
every individual who made an important contribu-

\ tiort-to the handbook. The organizations and people
listed below, however, deserve special recognition.

Nine national professional organizations, repre-
senting a range of interest areas in education from
finance to architecture, agreed to serve on the*
National Planning Group. Each organization was
asked to appoint a'special project delegate to attend
hree 3-day advisory meetings, spaced throughout

t e project schedule. In addition, each Organization,
through the efforts of the. delegate and the organiza-
tion's leadership, recommended representatives for
the 10 regional review meetings. The , 'lowing lis / -
identifies each of the time organizations along wit
the name of the executive officer and the name a d
the title of the project delegate. Individualsare li ted
according to title and location at the tin4 of heiir
participation in the project.

AMERICAN ASSOCIATION OF COMMUNITY AND JUNIOR COLLEGES
President: Edmund J. Gleazer, Jr.
Project Delegate: Peter Krupczak

Assistant VicePresident, Business Management
Triton College
River Grove, Ill.

AMERICAN ASSOCIATION OF SCHOOL ADMINISTRATORS
Executive Secretary:
Project Delegate:

AlVfEktICAN
NATIONAL

President:
Committee
Project Delegate:

Paul B. Salmon
Frank E. Delavan
Manager, Building Program Management Team
Sacramento City Unified School District
Sacramento, Calif.

INSTITUTE. OF ARCHITECTS
COMMITTEE ON ARCHITECTURE FOR EDUCATION

Samuel A. Derietiv,
Chairman: Wendell V. Locke

Wendell V. Locke
Locke WrightFoster
Oklahoma City, Okla.
*les Lynch
Iiynch, Payne, Champion,
Des Moines, Iowa

Alternate Delegate:
rnaby, Ine.

4
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ASSOCIATION FOR EDUCATIONAL COMMUNICATIONS AND TECH
Executive Director:

'Project Delegate:

ASSOCIATION FOR EDUCATIONAL, DATA SYSTEMS /
. President: Thomas J. McConnell, Jr.

PrOjeet Delegate: Thomas J. McConnell, Jr.
Director, Computer Center

,,Atlanta Public Schools
Atlanta, Ga.

Howard B. Hitchens '

C. James.Wallington
Director of Research and Communications
Association. for Educational Communications
Washington, .C.

l .
$ ,.'.

ASSOCIATION OF SCHOOL BUSINESS OFFICIALS,'
OF THE UNITED STATES AND CANADA

Executive Director: Charles ve. Foster
Project Delegate: Greta Sabine

,
Associate Professor of Educational Administration

, , ., Illinois State University/
,. (mina', Ill. ,,

4 / r:... 1
COUNCIL OF-CHIEF STATE SCHOOL OFFICERS

.4

COMMITTEE FOR EYALUATION'AND NFORMATION SYSTEMS
Executive Secretary: Byron W. Hans rd
Comrhittee Chairman: James E. Mitc 11^

Project Delegate: James E. Mitg ell
Associate Su eri tendent, Planning and Management

OPERTY ACCOUNTING

OLOGY

nd Technology

Informs
Departmen / of Public Instruction
Des Moin Iowa

COUNCIL OP-EVUCATIONAL FACILITY PLANNERS, INTERNATIONAL
Executive Direator: Dwayn E. Gardner
PrOject Delegate: Donal 0. Bush

Prof sor of Educational Administration
Cen al Michigan University
Mq nt Pleasant, Mich

NATIONALISCHOOL BO
Executive Director;
Project Delegate;

The following peg
throughout the devel

C. William &Jib er
Vice President
Pekkinsand Wi
Chicago,

DS ASSOCIATION
Warold V. ebb

mnr Bliir
School Board Member
Sehool District No. One
Denver, Colo.

r

7-

served as .consultants to. the contractor and provided special assistance
n f th n b k:met oe hadoo

\it.

Charles E. Trotter
Director, School Planning Laboratory'

-University of Tennessee
Knoxville, Tenn.
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ACKNOWLEDGMENTS

E. Ray Holt
Assistant Superintendent, Department

of Business Affairs
Memphis City Schools
Memphis, Tenn.

6 David Whitehead
Superintendent
Paducah School District
Paducah, Ky.

.0.
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The following individuals participated in the series of ten regional review meetings conducted in the
Summer of 1976. These individuals were 'nominated by one or more of the nine participating profes-

sional

m
sional organizations. The meetis were held in July and August in the follosking cities: ,

%6 ,

Atlanta a,
Bost oil, Mass.
Chicag&li.
Dallas; &
Denver, Colo.

Harrisburg,
f Kansas City, Mo.

New York, N.V.
San Francisco, Calif.
Seattle, Wash.

title
4 ----..

Individuals are listed according to 'and ,location at the time of their participation in the project.
a, - .

.Ad O. Acers
Manager, InfOrration Systems
Oklahoma State Department of Education
Oklahoma City, Okla.

William S. Adams
Assistant Superintendent
DeKalb County Public Schools
Decatur, Ga.

John A. Barker, Jr.
Managemient ,Analm III
Georgia, State Department of Education.
Atlanta, Ga. '

Guy V. Barnes
Superintendent, Accounting Services
Shawnee Mission U. S. D. #512
Shawnee _Mission, Kans.

Dr. J. Milton Beck
Specialist in Facilities Planning

-and Utilization
California Community Colleges
Sacraments, Calif.

I Jerry Benson
Assistant Superintends t for Business Affairs
Mobile Coinity Board f School Commissioners
Mobile, Ala.

Ri and H. Bergman
Due for of Data Processing
Mil aukee Public Schooll
Mi waukee, Wis.

Dr. Keith E. Bernhard
Assistant Professor, Dept. of Educational,

Media ay Technology
University of Toledo
Toledo, Ohio

Henry J. Binzer
Associate in School Business Management -
New York State Educaiion Department
Albany, N.Y.

James 0. Bliss -
Supervisor of SchOol Finance
Missouri Depaitment of Elementary

and Secondary Education
Jefferson City, Mo.

Samuel V. Brock
Coordinator Physical Plants
Dallas County Community College District
Dallas, Tex.

Oliver S. Brown
Assistant Superintendent, Business

Management Services
Cambridge School Department'
Cambridge, Mass.

s C. William Brubaker
Senior Vice President

. Perkins & Will Architects
Chicago,'Ill.
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.
David-E Bruce
School District Number 11
Colorkdo Springs, Colo.

.Dr. Lyle Re. Buss
Chairman, Education Committee
Green Bay hoard of Education
Green Bay, Wis.

James-iCabe, Jr.
Food Program Specialist
USDA - FNS
Atlanta, Ga.

Wade Carlson
Board of Education
St. Vrain Xalley School District RE-IJ
Erie, Colo.

Marilyn L. Carson
Director of Data Processing, RECAP
Office of the Santa Clara County

Superintendent of Schools
San Jose, Calif.

James E. Champagne
Assistant Chief Accountant
East Baton Rouge Parish School Board
Baton Rouge, La.

Judge B. M. Miller Childers
Chairman, Selma City Board of Education
Selma, Ala.

Fredrik M. Christiansen
S,tate Director -

State Department of Education
St. Paul, Minn,

Carl R. Clark
Manager of Systems and Programming
Texas Education Agency
Austin, Tex.

Eugene W. Clear
Property Control Officer
State Department of Education
Atlaiita, Ga.

Thomas Cdoper
Director; FacilitieS Planning
Northshore Schools
Bothell, Wash.

Homer R. Crow
Assistant Director Busiriess 5ltrvices
Aurora Public Schools
KtirOra: Cold.
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Thomas E. Delbridge
Educational Director, Vocational-Technical

Education
Tennessee Department of Education
Nashville, Tenn.

Joseph A. DePalma
(Retired) Assistant Superintendent
South Huntington
Huntington, N.Y.

Harold Deselms
Director, Field Servic,
Nebraska Department of Education.
Lincoln, Neb.

Ryland Dishner
Assistant State Superintendent
State Department of Education
Richmond, Va.

Harold Doatie
Director, Division of Statistical Services
Kentucky Department-of Education
Frankfort, Ky.

Diane Dondero
School Board District #203 Naperville
Naperville, Ill.

Ivan towns
Chief, Division of School-Accounting Systems
Pa. Department of Education, Comptr011er's Office
Harrisburg, Pa.

Donald A. Fantini
Committee Member
Cambridge School Comm.
CanibridgeMass.

Norman H. Finkelstein
Coordinator of Audiovisual Communications

Brookline Public Schools
Brookline, Mass.

Michael A. Finkelston
Accounting Supervisor
Dallas Independent School Dsict
Dallas, Tex.

James Fitzgerald
Member, Cambridge School Cornmittee
Cainbridge, Mass.

Dr. Charles W. "Chuck" Foster
Executive Secretary
Association of School Business Officials
Chicago, Ill:
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Maric,,M. Fox ,

Assistant Superintendent
Department of EducStion

:Cheyenne, Wye,:

Dr. MinartifirGaley
Professor
Temple University
Philadelphia, Pa.

Dr:Lekard D. Garlick
Consultant in Systems and Development
Maryland State Department of Education
Cockeysville, Md.

Margaret S. Genn
Assistant to Superintendent for nsiness
William Penn School District
Lansdowne, Pa.

Carlo Giacone, Jr.
Systems Analyst
East Baton.Rouge Parish-School Board .
Baton Rouge, La.

Tom Glass
Assistant Professor, Education Administration
College of Education
Pullman, Wash.

Paul Glick
Comptroller
District 205
Elmhuilt, Ill.

Danny Grammer tu

Accounting Inventory Clerk
Dallas Ind. School District
Dallas, Tex.

Ben E. Graves
Consultant
Wilmette, Ill.

John M. .Greenly
Education Statistics Associati
Pennsylvania Department,of Education.
Harrisburg, Pa.

Charles R. Gustafson
Assistant DirectorProperty Accounting
Jefferson County Board of Education
Louisville, Ky.

Richard- W. Harclerode
Board Member, Ewing Township, New Jersey
Trenton, N.1
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Rims Hodel
Assistant. Administrator of Finance
Illinois Office of Education
Springfield, Ill.

Dr. William J. Horie
Superintendent
Eau Claire Public Schools
Eau Claire, Mich. ,

Dr. Hilda L. Jay
Media Specialist
Ridgefield High School
Ridgefield, Conn.

f
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Jon B. Johnson
Director, Instructional Communications Center
Governor's State University .

Park Forest South, Ill.

Leonard T.'Jordan
Architect
East Baton Rouge Parish School Nard
Baton Rouge, La.'

Philip T. Kelly
SuperyisorFinance Office
South Carolina State Department of Education
Columbia, S.C.

Ronald Kelton
Consultant; School Finance and Data. Services
Colorado Department of Education
Denver, Cob.

George A. Knight
Associate Superintendent
Houston Independent School District
Houston, Tex.

Frank Korman
Supervisor of Media and Research Services
Mountain View' College
Dallas,' Itx.

Paul It. Landgon
Vick President ,
Columbus Board-of Education
Columbus, ,Ohio

Rolland.Lirson
Director of School Construe ion
Department of Public Instruction
Bismarck, N. Dak.'
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' R.taughlin
Associate Superintendent, Business
Charleston County Public Schools S.
Charleston, S.C.

Ste;le Leggett
_Accounting Systems Spefialist
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Appendix E z
NCESPURiA6kTIONS RELATEDaTO HANDBOOK IIIR

" The following is,,divided into two
parts. The first p listing of handbooks in the
State ,Educationalecords and Reports Series,
excluding Handbook -MR. The second irsft of the
bibliRgraphy is a listing of other NCES publica-
tiDs that may provide 1 forination related to
property accounting.

Note=.-The letter (I.) i dicates a revised edition
that sukisdes the original edition.

NCES HANDBOOKS

State Educ tonal Records a ,pd Reports Series
(listed in numerical /
I' Reason, Paul L., E ry 1%4. Foster, and

* Robert F. Will. The, Conimon Core of
SW' Educational Information. Washing4 4
toArD.C.: U.S. Government Printing Of- ,.

lice, 1953.. U.S. Department of Health,
Education, and Welfare; Office of E
tion, Stet Educational Records a
ports Series: Handbook I, Bulletin 1953,

, No. 8. (No longer in print.) -.., ,
IIB cams, Bert K:., Quentin M. Hill, Joseph

A. e ins, Jr., and Philip S. Shaw. Prin-
ciples Public School Accounting. Wash-
ingto , -D.C.: U.S. Government Printing
Office, 1967. U.S1 Department of Health,
Education;and Welfare; Office of E uca-
mit?tion, State EducationaP Records Re-
ports Series, HahabOOk II-B, ul OE
22025. (No longer in print.)

IIR 1T'ObertsC, harks\ T., .and--Allan it, Lrit-
tenbeiger. Financial Accounting: glassiliz
cations and Standard Terminolhgy. for
Local and State School ystems. Wa'ar---

%dr
, ington, D.C.: U:S. Gover mesa Printing

Office, 1973. U.S. Departrn nt of Health,
Education, and Welfare; Office of Educa-

- . .

Lion, State Educational Records'and Re-
ports Series, Handbook II, Revised, Bur-

. letin 73-I 1800. ',

III Reason, Paul L., and George G. Tankard,
Jr. Property Accounting for Local and
State School _Systems. Washington, D.C.:
Government Printing Office, 1950. U.S.
Department of Health, Education, and
Welfare; State Educational Records and
Repoits Series, Handbook III, Bulletin
1959, No. 22.' (Nam onger in print.) ,

-
WIC Roberts, Charles T.. Staff .4ccounting:

aassifications d Stanlard Terminology
for Local and St

l
School Systems. Wash-

ington, D.C.: U.S. Government 'Printing
Office, 1974. V:S. Departritent of Hekith,
Edtication, and Welfare; Office of Ed4a-
tion, State Educational Records tnd Re-
porti Series, Handbook IV, Revised, Bul-

,

lain 74-314. 1 .
Putnam, JoI* F. Student / Pupil Account-
ing: Standard Terminology and guide for

1 Managing, &Vint Dat in Elementary
and Secondary Schools, C unity /Jun-
ior Colleies,.and Adult Education. Wash-
ington, D.C.: US. G vemment Printing
Office, 1974. U.S. p ment of Health,
Education,' and We re; Education Divi-
sion, National Center for education. Sqtis-
tics, Handbook V, Revised, Bulletin 75-315.

ffrtstnam, John F., and W. Dale Chismore.
Standard Terthinology for Curriculum
and lizstrurtion in Local and State School
Systems. Washington, D.C.: U.S. Govern-
ment Printing Office, 1970. U.S. Depart-
ment of Health, Education(and,Welfare;
Office of Education;. State Educational
Records and Reports Series, Handbopk
VI, Bulletin OE 23052.-4'.

r- IVA

VI'
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VII Harris, Yeuell Y., and Ivan N. Seibert.
The State -Education Agency: A Hand-
bpok of Standard Terminbloey and a
Guide for Recading and Re fling Infor-
mation about State Education kgencies.
Washington, D.C.: U.S. GovernMent
Printing Office, 1971. U.S. Department of
Health, Education, and Welfare; Office of
Education, State Educational Records
and Reports Series, Handbook Vii, Bul-
letin OE 23054.

.X Seibert, Ivan N. Education Teihnology: A
Handbook of Standard 3rminology and .

a Guide for ftecorcaug" and Reporting
Information about Educational Technol-
ogy. Washington, D.C.: U.S. Government.
Printing Office, 1975. U.S. Department of
Health; Education, and Welfare; Educa-
tion Division, State Educational Records
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at* Reports Series, Handbook X, Bulletin
NCES 761321. .

OTHER NCES PUBLICATIONS

Roberts, Charles T. Guide for Implementing .
Handbook III, property(Actounting for Local
and State School Systems. Washington, D.C.:
U.S. Government Printing Office, 1966. U.S.
Department of Health; Education, and Welfare;
Office of Education, Bulletin OE 23029. (No
longer in print.)

.Romney, Leonard C. Higher Education Facili-
ties Inventory and Classification Manual, 1973.
Washington, D.C.: U.S. Government Printing
Office, 1974. U.S. Department of. Health-, Ekizs
cation, and Welfaie; Office of Education; Na-
tional Center for Educational Statistics, Bulletin
OE 74-11424.
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,INDEX

Accessibility of instruction locations to handicapped, 30,
.58

Accounting, 103
financial, 104
property - see property accounting

Accounts, chart of, 104
Acknowledgments, 111-120
Acquisition

and cost information, building, 28-29, 53-54, 91
and cost information, equipment, 37-38, 82-83, 92
and cost information, site, 25-26, 45-46, 93

Adjunct, 66 a

floor area of 36, 74, 87
type of, 36, 74

Adult /community /continuing education agencies, 7
Agencies, types of education, 7
Agricultural area, 25, 44
Alteration, 33, 64, 103
American `-

National Standards Institute, Inc, (ANSI), 57, 67
Standards Association, Inc., 57, 67
Standard Methods of Determinirig Areas in School

Buildings, 57, 67
Amortization, 103
Animal husbandry area, 25, 44
Annual

cost of building lease, 28, 53
cost of equipment lease, 38, 82
cost of lease, 92
cost of site lease, 25, 46

Apparatus, machinery and, 37, 79
Archery' range, 25, 44
Architectural and engineering s rvices, cost of, 90-91
Area

of adjunct, floor, 36, 74, 87
of building, architectural, 87
of building, gross' floor, 30, 57, 87-88
'of building, total assignable floor, 30, 57, 88
of disaster shelter, 30, 58, 88
of learning resources space, total floor, 30, 58, 88
of multiple-purpose space, support space, and other

assignable space, total floor, 30, 58
of regular instructional space, total floor, 30, 57, 88
of site, 24, 42, 88
of site disposed, 26, 47
of a space, floor, 33, 67, 89
of special instructional space, total floor, 30, 58, 89

per students,, gross, 95
standard net assignable, 89
vocational center, 7

Art equipment, 36, 78
Assets

capital, 6, 103
fixed, 6, 104

Assignable
area, standard net, 89
floor area of building? total, 57, 88
space, 33, 67-71

Athletic/ physical education space, 33, 68
Audio device, 36, 77 , s:
Audiorecording materials, 36, 78-79
Auditorium, 34, 70
Availability

of building, 27, 51 -52
of building entrances for the handicap ped, 30, 58
of 32-inch doors, 30, 59
of simultaneous visual and audible warning signals for

use:in case of fire, 32, 63
of toilet facilities for the handicapped, 30, 58

Average unit cost, equipment under group control, 38, 83,
- 89; .
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Baseball field, 24, 43
, Basketball court, 24, 43

Bench
desk, or floor machinery (nonoffice), 37, 80
desk, or floor machinery (office), 37, 80

benefits of using Handbook IIIR
for FEA'S - 9
for LEA'S - 9
for SEA'S - 9 .

Bibliography of related NCES publications, 121-122
Book value, 89

of building, 28, 54
of equipment, 38, 83

Budget, 103
capital, 103

Building, 26.33, 49-66
acquisition

and cost information 28-29, 53-54
cost of, 28, 53, 91
date of, 28, 54
method of, 28, 53
per square foot cost of, 95

a
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per stuckwecost of 95
source of fund for, 28, 54

addition code, 26, 49
alteration of a, 103
architectural area of, 87
architectural volume of, 95
availability'df, 27, 51-52
book value of, 28, 54
aide, 103
construction cost of a, 90
contract cost of a, 90
contents, insured value of, 29, 54
cost

annual leas4 28, 53
information, 28-29, 53-54
miscellaneous, 91
of acqafion, 28, 53, 91
of construction, 91
of nIodification, 33, 64, 92
of repair and maintenance work, 64, 32, 92
of replacement, 28, 54, 92-93
per square foot, 95
per student, 95

design, type of, 27, 49-51
disposition

date of, 33; 65
method of, 33, 65
net proceeds from, 33, 65
proce s, receiving fund for, 33, 65

entrances for the handicapped, availability of, 30, 38
expecte' ful life of, 28, 54, 94 sir
grad 27, 52
gross 'oor area of, 30, 57,'87 -88
insured alue of, 29, 54
lease

annual cost of, 28
term of; 28, 53

location, 27, 49
.market value of, 28, 54, 94
materials selection, 12
miscellaneous, cost of, 91
mobility of, 30, 57
modification

cost of, 33, 64, 92
date of, 33, 64
source of funds for, 33, 64

name, 26, 49
number, 26, 49
ownership of, 28, 52
physical characteristics of, 29-30, 55-59
principal use of, 27, 51
rehabilitation of, 10 5-104_
renovation of, 106
repair

and maintenance information, 32, 64
or maintenance work

completed, date, 32, 64
cost, 32, 64, 92

- performed, explanation of, 32, 64
replacement cost of, 28, 54, 92-93
source ,

of electrical supply for, 32, 61
of sewage treatment/disposal service for, 31, 61

PROPERTY ACCOUNTING

of water for, 31 1

student capacity of, 28, 52, 89
total assignable floor area of, 30, 57, 88

Building-related data items, 65-66
Buildings,'6, 26-33

spaces within, 33-36, 66-75
Built-in equipment, 6, 48, 76, 99
Business education space, 33, 68
Business equipment, 36, 78

Cafeteria, 34, 70
Cafetoritim, 34, 70
Ca
C acity

a space, student, 35, 72? 89-90
o available parking areas Off site, 24, 43, 90
o building, student, 28, 52, 89
of cooling system, 31, 61,90
of heating system, 31, 60, 90
o paved paOcing areas on site, 24, 42, 90
of structure(s) or special area(s)

participant, 25, 45
spectator, 25, 45

of unpaved parking areas on site, 24, 42-43, 90
CaRktal assets, 6, 103
Capital budget, 12, 103
Capital outlay, 103 -104
Capitalization, 107
Cash flow managem ent, 13-104
Ceiling finish, 35, 73'
Chart of accounts, 104
Circulation space, 34, 7I .

Classification, 104
Classification, format of data item, 22 -23
Classification of data items, 21-39
Code, building, 103
Coding, 104
Collecting property information, 11
Combined HVAC system, 31, 61
Common language, 2, 3, 9 -

Comparability, 104
Compiling reports, 13
Computer/data-processing space,3460

(instructional), 34, 69
Computer

device, 36, 77
mdigrials, 76, 79

Computers ip property,accounting, 12; 14
Condition of equipment, 38, 84
Conducting research, 13
Conference 34, 70
Construction cost of a building, 90
Contract:c ai of a building, 90

group, 100-101
individual, 100
little or no, 101 n..
unit, 100 4.;

Controlling, 12
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Cooling
primary energy source for, 31, 60-61
system, capacity of, 31, 61, 90
system, logation of, 31, 60

Cost
analysis,
benefit, 104
control, 13
effectiveness, 104
.eq6ikiment under group control, average unit, 38,83, 89
method of estimating replacement

:,c---.ND
(building), 28 1
(equipment), 3

,of architectural and engineering services, 90-91
of building

acquisition, 28, 53, 91
. per square foot, 95
per student, 95

construction, 91
contract, 91
lease, annual, 28, 53
miscellaneous, 91
modification, 33, 64
repair or maintenance`work, 32, 64
replacement, 28, 54

of educational consultative services, 92
of equipment

acquisition, 38, 82, 92
lease, annual, 38, 82
repair or maintenance work, 39, 84
replacement, 38, 83

of lease, annual, 92
of legal services, 92
of modification to building, 92
of repair and maintenance work, building, 92
of repair or maintenance work, equipment, 92
of replacement, building, 92-93
of replacement, equipment, 93
of site

acquisition, 25, 46, 93
r improvement, 26, 47, 93-94

lease, annual, 23, 46'
maintenance, 94 1
maintenance or other work, 26, 47

property-related, I
Gounc:il'of Chief. State School Officers: "Resolution on

Data Standards":i 2-3
Coverage of communication systems, 32, 62-63
Criteria for identifying equipment, 98-99
Criteria for identifying supplies, 99
Criteria for selecting data items for the handbook, 21-22
Custodial space, 34, 71

op/

Darkroom, 34; 70
(instructional), 34, 69

Data
entry, 22

code, 23
definition, 23
name, 23

N\

126

item(s),
building-related, 65-66
classification format, 22-23
classification of, 21-39
definition of, 22, 41-85
equipment-related, 85 it'
for ajroperty accounting system, selecting, 7
name, 2
not ed in this handbook, 8-9
reference number, 22
site-related, 48
space-related, 74-35

processing, 104
property - see property information

Date
building repair or maintenance work completed, 32,64
construction

Comp'starte

28, 53
ted, 28, 53

equipment repair or maintenance woik completed, 38,
84

of building
acquisition, 28, 54
disposition, 33, 65
modification, 33, 64

of equipmegt
acquisition, 38, 82
disposition, 39, 85

of site
acquisition, 25, 46
disposition, 26, 48
improvement, 26, 47

site maintenance or other work completed, 26, 47
Deeisionmakini in education, the need for property

information for planning and, 1
Decisions, property allocation, 1
Definitions of data items, 41-85'
Depreciation, 109-110

method, 28, 38, 54, 83
Derived files,.15
Description of equipment, 37, 80
Designing documents, 5
Developing

a property accounting system, 13-14
new property accounting systems, 5

Device 4

audio, 36, 77
computer, 36, 77
electronics display, 36, 77
graphics and graphics reproduction device, 36, 77
instructional, 36, 77
photographic, 36, 77
physical display, 36, 77
projected and Magnified display, 36, 77
subject-matter-related, 36, 78

Disastershelter, area of, 30, 58,-88
Disposition

of building, 33, 64-65
of equipment, 39, 84-85
of site, 26, 47-48

Driver
education equipment, 36, 78
training range, 25, 44 .
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Easements, 24, 43
,t ducational consultative services, cost of, 92
'Electronic display

device, 36, 77
materials, 36, 79

Energy

- `.

conservation, 65-6
use/conservation studies, 12

Engineering services, cost of architectural services and,
90-91

Equipment,,36-39, 75-85, 94, 97-101
accounting systenr, 76
acquisition

and cost inforpation, 37-38, 82, 83
cost-of, 38, 82, 92
date of, 38, 82
source of funds for, 38, 83

allocation, 12
art, 36, 78
book value of, 38, 83'
built-in, 6, 48, 76, 99
business, 36,'78
condition of, 38, 84

- cost
average unit, equipment under group control, 38, 83
method of estimating replacement, 38, 83
of acquisition, 38, 82
of lease, annual, 38, 82
of repair or maintenance work, 39, 84
of replacement, 38,, 83

criteria for identifying, 98-99
description of, 37, 80
disposition

method of, 39, 85
net proceeds from, 39, 85
proceeds, receiving fund for, 39, 85
reason for, 39, 84-85

distinguishing between
built-in and movable, 99
supplies and, 98-99

driver education, 36, 78
expected useful life of, 38, 83, 94
homemaking, 36, 78
industrial arts, 36, 78
instructional, 36, 77-78
insured value of, 38, 83
inventory number, 36, 76
inventory of supplies and, 99 -101
lease, annual cost of, 38, 82
lease, term of, 38, 82
list of supplies, 97-98
market value of, 38, 83, 94
mobility, 37, 81
movable, 6, 76, 99
music, 36, 78
needs forecasting, 12

'organizational responsibility fOr, 37, 81-82
ownership of, 37, 81

4
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physical education, 36, 78
physical location of, 37, 81
related data items, 85
repair

,anfl maintenance information, 38 -39, 84
or maintenance work completed, date, 38, 84
or maintenance work, cost of, 39, 84, 92
or maintenance work performed, explanation op 38, 84

replacement, cost of, 38, 83, 93,
room, 34, 70
scientific laboratory, 36, 78
selection, 12
tag number, 36, 76
type, 36, 76-77
under group control

average unit cost, 38, 83, 89
number of unit, 38, 83
units, of measures, 38, 83

warranty expiration data, 39, 84
-Evaluating, 12
Evaluation, 104
Expected useful life

of building, 28, 54, 94
of equipment, 38, 83, 94

Expenditures, 104
Explanation -

of building modification, 33, 64
of building repair or maintenance work performed, 32, 64
of equipment repair or maintenance worklperformed, 38, 84
of-site maintenance or other work performed; 26, 47

Exterior walls, 29, 55 k

Facilities, 6, 104
Facility, planning, 12
Family and consumer education (home ecpnomics)

space, 33, 68
.FEA see Feeral Education Agency
Federal Ellucatioli Agency (FEA),
Files

derived, 15
original document, 15
property information, 14-16

Financial accounting, 104
records, property accounting records as

18-.19
Fixed

assets, 6, 104
interior walls, 29, 55

Floor
area

of a space, 33, 67
of adjunct, 36, 74,
of building

gross, 87-88
total assignable, 88

of learning resources space, total, 30, 58, 88
of regular instructional space, total, 30;57, 88
of special instructional space, total, 30, 58, 89

support for,

127 '.
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finish, 35, 73 10

framing; 9, 55
Football fie d, 24, 43
Furniture, 37, 79

G,

Glossary, 101/2106
Grades in building, 27,'52
Graphics and graphics reproduction device, 36
Gross area per student, 95
Gross floor area of building,c30, 57, 87-88
Group control, 101

average unit cost of equipment under, 38, 83, 89
conditions for, 101
unit measure of equipment under,38, 83

Gymnatorium, 34, 70

H

Hand tools, 37, 80
Handball court, 25, 43
Handbooks in the SERR Series, 2
Handicapped

accessibility of instruction locations to; 30, 5I3
availability of building entrances for, 30, 58
availability of toilet facilities for the, 30, 58

Health-care space, 34, 70
Heating

medium, 31, 60
primary egirgy source for,(31, 60
source, Idrtion of, 30, 59
system, capacity of, 31, 60, 90
system, type of, 30, 59
system, type of standby,,31, 60

Heavy construction machinery, 37, 80
Higher education, property used in, I

Higher Education Facilities Inventory and9Iassification
Manual, I

Home economics (family and consumer education)
space, 33, 68

Homemaking equipment 36, 68
Horticultureiaboriculture area, 25, 44
How to use Handbook IIIR, 5

-*lee rink, 25, 44
Improvements to sites - see Site Improvement
Improving communications, 5-
Individual control, 100
Industrial arts

equipment, 36, 78
space, 33, 68'

Information
for planning and decisionmaking in education,

need for property, I
systems property, I

the

128.

r
Instructional

device, 36, 77
equipment, 36, 77

Insurance planning and claims support, 13
Insured value

of building, 29, 54
of building contents, 29, 54

8, 83
nistrative unit - see Interniediate

ion Agency
late alucation Agency, 7, 104-105
,1Q5
asis for a property infbrmation system, 10I
what items to, 100

of equipment
Intermediate

Edu
Interme
Invent°

as the
decidin

127

information, 11
list, 11, 15
management, 12
process, annual, 12
records on supplies and equipment, 99-101

K

Kindergarten space, 34, 68
Kits, multi-media, 37, 79

L

LEA - see Local Education Agency
Learning resources space, 34, 69
Learning resources space, total floor area of, 30, 58, 88
Lease, annual cost of, 92
Legal services, cost of, 92
Legislation, developing bases for, 13 .

Limitations of Handbook IIIR, 8-9
Linkages, 17-18
List of supplies and equipment, 97-98
Little or no control, 101
Local.basic administrative unit, 7, 105
Local Education Agency (LEA), 7, 105
Local school district - see Local Education Agency
Location

building, 27, 49
control, 12
of cooling source, 31, 60
of equipment, physical, 37
of heating source, 30, 59
site, 24, 41

M

Machinery
and apparatus, 37, 79
heavy construction, 37, 80

Maintenance, 105
and repair shop, 34, 70
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information
building repair and, 32, 64
equipment repair and; 38-39, 84
site, 26, 47 '

management, 12
schedule, 48, 84
scheduling system, 75

Major eqUipment items, t
-Make or brand, 37, 81
Manufacturer name or number, 37, 81'
Market valts

method of estimating, 26, 28, 38, 46, 54, 83
of building, 28, 54, 94
of equipment, 38, 83, 94
of site, 25, 46, 94

Materials
audiorecording, 36, 78
computer, 35, 79
electronics display, 36, 79
in structural system, 30, 56-57
printed/pictorial, 36, 79
projected and magnified, 36, 79
recorded instructional, 36, 78-79
three-dimensional, 37, 79

Mathematics laboratory, 34, 68
Measures relating to school property, 87-95
Mechanical space, 34, 71
Media-based instructional laboratory, 34, 68
Methcid

of building
acquisition, 28, 53
disposition, 33, 65

of equipment
acquisition, 37-38, 82
disposition, 39, 85

of estimating market value
(building), 28, 54
(equipment), 38, 83
(site), 26, 46

of estimating replacement cost
4building), 28, 54

(equipment), 38, 83
of site

acquisition, 25, 45, 46
disposition, 26, 48

Minor equipment items,
Miscellaneous, cost of building, 91
Mobility of building, 30, 57
Model number, 37, 81
Motion picture

studio, 34, 70
studio (instructional), 34; 69

Movable equipment, 6, 76, 99
Multi-nledia kits, 37, 79
Multiple- purpose space, 34, 69
Multiple-purpose space, support space, and other as-

signable space, total floor area of, 30, 58
Multipurpose .
. court, 25, 43

field, 24, 43
Music

equipment, 36, 78
space, 34, 68 .

(

PROPERTY ACCOUNTING

N

Name of geral contractor, 28, 53
National Center for. Education Statistics, 2
Nature of site improvement, 26, 46-47
Net proceeds from

building disposition, 33, 65
equipment disposition, 39, 85
site disposition, 26, 48

New or used at time of acquisition, 37, 82
Nonassignable space, 34, 71
Nonexpendable, 98
Number

building, 26, 49
-equipment tag, 36, 76
of fixed-student stations, 35, 72
of stories (floors), 30, 58
of structures or special areas or given type, 25, 45
of units, equipment under group control, 38, 83
site, 24, 41
site addition, 24, 41
space, 33, 67

0
Obstacle course, 25, 44
Office, 34, 70-71
Operating, 12
Operating budget, 12
Operational unit, 105

name, school or other, 26, 49
number; school or other, 27, 49

Organizational responsibility for equipment, 75, 37, 81
Original document fis, 15
Outdoor classroom, is, 44
Outlay, capital, 103
Ownership

of building, 28, 52
of equipment, 37, 81
of site, 24, 42

P

Parking
areas off site, capacity of available, 24, 43, 90
areas on site, capacity of paved, 24, 42, 90
areas on site, capacity of unpaved, 24, 42-43, 90

Parochial schools, 7
Participant capacity of structure(s) or special area(s)

(off site), 25, 45
(on site), 25, 45

Paved playground, 25, 43
Per square foot cost of building acquisition, 95
Per student cost of building acquisition, 95

\Personal property, 105
otographic device, 36, 77.

Physical
characteristics of building, 29-30, 55-59
display device, 36, 77
education equipment, 36, 78 ,-,,,
location of equipment, 37, 81

12
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Planetarium, 34, 68-69
Planning, 12, 105
Planning and decisionmaking in education, the need for

'property information for, I
Policy, rtiakini administvtive, 13
Preschool playground, 2 44
Primary energy source

for cooling, 31, 60-61
for heat, 31, 60

Principal
use of site, 24, 42
use of building, 27, 51

Printed/ pictorial materials, 36, 79
Private schools, 7
Program, 105
Program costing, 12
Projected

and magnified display device, 36, 77
and magnified materials, 36, 79 ,

Projection room, 34, 71
Property, 6, 105

accounting, 11
'computers in, 11, 14
manuals, State-level, 8
methods and procedures, 9
purpose of, 11
records as support for financial accounting records,

18-19
system, 30, 11-12, 14

.developing a, 5, 13-14
selecting data items for a, 7
for smaller LEA's, 8
types of, 12

data, 105
files, 15
information' (data), 105

collecting, 11
files, 14-18
for ,planning and decisionmaking in education, the

need,for, 1
systems, I

basic, 7
inventory is the basis for, 100
sophisticated uses of, 12-13
using,

personal, 105 A

real, 6, 105
records, 11, 105
terms relating to, 6
used in higher education, 1-

Purchasing control,'12
Purpose of property accounting, 11
Purposes of Handbook III, Revised, 1, 3

1

R

Radio
station (instructional), 34, 69
studio, 34, 71

Ratios, 95
Real estate, 6, 105
Real property, 6, 105 130

129.

Reason
for building dispositio 33, 64-65
for equipment dispositio 3§-, 84-85
for site disposition, 26, 47 8

Receiving fund
for building disposition proceeds, 33, 65
for equipment disposition proceeds, 39, 85
for site disposition proceeds., 26, 48

Record, pioperty, 105
Recorded instructional,materials, 36, 78-79
Reference number, data item, 22
Regional education centers, 7 -
Rsgular instructional space, 33,-67

total floor area of, 30, 57, 88
Rehabilitation of a building, 105-106
Remodeling, 33, 64, 106
Renovation, 33, 64, 106
Repair and maintenance information

building, 32, 64
tquipment, 38-39, 84

Repairs, 106
Replacement cost

of building, 28, 54, 92-93:
of equipment, 38, 83, 93

Reporting, 12
Residential space, 34, 71
"Resolution on Data Standards", Council of Chief State

School Officers, 2-3
Responsible individual, 37, 82
Rine/ shooting range, 25, 44
Roof

deck, 29, 56
framing, 29, 56
membrane, 29, 56

Rdom, 66, 94
Running track, 25, 44

Safety
and security systems, 32, 63

4 planning and evaluation, 12
School,,48 -49

district, local - see Local Education Agency
or other operational unit name, 26, 49
or other operational unit number, 27, 49
system, 106
plant, 106

Science laboratory, 34, 69
Scientific laboratory equipment, 36, 78
SEA - see State Education Agency
Security systems, safety and, 32, 63
Selecting data items for a property accounting system, 7
Serial number, 37, 81
Significant value, 98, 99
Site, 24-26, 41-48

acquisition
cost of, 25, 46, 93
date of, 25, 46
method of, 25, 45-46
source of funds for, 25, 46

addition number, 24, 41
additions:, 24, 41
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area of, 24, 42, 88
capacity,

of available parking areas off, 24,43, 90
of paved parking areas on, 24, 42, 90
of unpaved parking areas on, 24, 42-43, 90

cost'
of acq_iiisitionl 25, 46, 93
of improvement, 26, 47, 93-94
of lose; annual, 25, 46
of maintenance, 94
of maintenance or ether work, 26, 47

disposed, area of, 26, 47
disposition,

date. of, 26, 48
method of, 26, 48
net proceeds from, 26,,E
proceeds, receiving fund for, 26, 48
reason for, 26, 47-48

improvement, 6, 93-94
cost of, 26, 47, 93-94
date of, 26, 47
nature of, 26, 46-47

lease,
annual cost of, 25, 46
term of, 25, 46

location, 24, 41
maintenance

costof, 26, 47, 94
or other work completed, date, 26, 47
or other work, cost of, 26,'47
or other work done,_ explanation of, 26, 47

market value, 25, 46, 94
name,s24, 41
number, 24, 41
ownership of, 24, 42
principal use of, 24, 42
selection, 12
type

of structure (excluding building) or special area off, I
259'45

of structure (excluding building) or special area on,
24-25, 43-44

Site-related data items, 48
Sites, 6

improvemen ts to, 6, 93-94
Soccer field, 24, 43 4
Sound

studio, 34, 71
studio (instructional), 34, 69

Source
of electrical supply for building, 32, 61
of funds 6 1,5

for building acquisition, 28, 54
for building modification, 33, 64
for equipment acqpisition, 38, 83
for site acquisition, 25, 46

of water for building, 31, el
Space, 33-36, 67-75

assignable, 33, 67-68, 74
athletic / physical education, 33, 68
business education, 33, 68
capacity of a student, 89-90
circulation, 34, 71

b.

PROPERTY ACCOUNTING, -

computer/data-processing, 34, 70
computer/ data-processing (instructional), 34, 69
custodial, 34, 71
dimensions, 33, 67, 94
family and consumer education (home economics), 33,

68
floor area

of a, 33, 67. 89
of learning resources, 30, 58, 88 ,

of regular instructional, 30, 57, 88 fitof special instructional, 30, 58, 89
for exceptional children; special instruction, 34, 69
health-care, 34, 70
industrial arts, 33, 68 . -
kindergahen, 34, 68

.( learning resources, 31, 34, 58, 69, 88'
mechanical, 34, 71
multiple-purpose, 34, 69
music, 34, 68
needs analysis, 12
nonaviznable, 34, 71

`num '67

regular instructional, 30, 33, 57, 677 88
residential, 34, 71
special instructional, 30, 33, 58, 67-68, 89
storage, 34, 71
structural, 34, 71
student capacity of a, 35, 72, 89-90 .
support, 34, 70
type of, 33, 67 .
vehicle storage, 34, 71-71

Space-related data items, 74-75
Special

deed restrictions, 24, 42
educatiourcooperatives, 7
instructional space, 33, 67-68
instructional space for exceptional children, 34, 69
instructional space, total floor area, 30, 58, 89

Spectator capacity of structure(s) or special area(s)
(off site),25, 45

.,(on site), 25, 45
Standard net assignable, atea, 89
Standardization, 87

.Standardized terminology,..2 ,
State, l06

board of educatiOn, 7; 106
department of education, 7, 106
Education Agency (SEA), 7, 106
education authority, 7, 106
education commission, 7
Educational Records and,eport Series, 2

State-level property accounting manuals, 8
.Statistics, qducation, 2
Storage space, 34, 71
Stories {floors), number of, 30, 58
Story, 94-95
Structu /al space, 34, 71
Student capaCity

of a space, 35, 72, 89-90
of a building, 28, 52, 89

Student, gross area per, 95
Student statidns, number of fixed, 35, 72
Subject-matter-related device, 36, 78
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Supplies, 6
and equipment, dist' isling between, 98:99
and equipment, inventory records on, 99-101
and equipment, list of 97-98 .

. criteria for identifying, 98-99
Support

space, 34, 70-71
space, and other assignable space, total floor area

of multiple-purpose space, 30, 58'
System

property accounting, 7, 8, 11-12, 13-14
property information, I, 7, 11, 12-13, 100

Systems analysis, 106
Swimming pool, 25, 44

T

4Teaching station, 106
Television

studio, 34, 71
studio (instructional), 74, 69

Tennis court, 25, 43
Term

of building lease, 28, 53
of equipment lease, 38, 82
of site lease, 25, 46

Terms relating to'property, 6
Three-dimensional materials, 37, 79
Tools, hand, 37, 80
Topics covered in the handbo0c, major, 5-6
Total

'assignable floorliea of building, 3d, 57, 88
floor area

of learning resources space, 30, 58, 88
of multiple-purpose space, /support space, and other,

assignable space, 30, 58
of regular instructional space, 30,57, 88
of special instructional space, 30, 58

Track and field area, 25, 44
Type

of 36, 74
of buil ng design, 27, 49-51
of communication systems, 32, 62
of 'emergency electrical supply, 32, §2
of heating system, 30, 59

1'

Ngr

5
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/I-
d lighting, 35, 73

tandby heating systtm, 31, 60
of structural system, 29-30, 56
Ofstructure (excluding building) or special area off

site, 25, 45 -

of structure (excluding building) or special area on
site, 24-25, 43-44

of ventilation, 31, 61
of-wall finish, 35, 73 .t-

Types of education agencies, 7
Types of ploperty accounting systems,)2

0

$

41.

U
Uniform information, 2
Unit control, 100
Unit of measure; equipMent undei group control, 38, 83
Unpaved playground, 25;44 .1.11)

Uses

of building, principal, 27, 5
of property infornfation,12=
of site, principal, 24, 42
of the handbook, 5 ,9

Users of the handbook, 5
Using property iafoitnation, 11 <-
Utilization scheduling and Monitoring, 12

V

Value, significant, 98; 99 °

Vehicles, 37, 80, 85 ) -
Vehicle-storale,space, 34, 71
Vendor name br nuinber/37, 81
Volleyball court, 24, 43
Volume of,builaing, architectural, 95

Wading\poOl, 25, 44
Wall flexibility, 35, 72
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