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- FOREWORD - =~ a
) 65 |
With the cooperation and help of the California-Associatién of School Business Officials,
the California State Department of Education has prepared the ‘1978 edition of-the
~ California School Accounting Manual for use in Calif .~ public schools.” And the
California State Board- of Education, acting under the provision§ of Education Code Section
.41010 . m\{l on the recommendation of the Educational Management and Ewaluation .
g Co mission, has approved thls new edition as the official manual for Cah;omna public
«school accounting. | .

The accounting procedures outlmed in this ofﬁcml manual have b ield tested bY those
responsible for California public school accounting. We know that thféfficials responsible
for the accounting practices employed by California public schools agff qualified to do_.their‘
work well. We are therefort certain that the work of these officia , as evidenced in the

 California School Accounfing Manual, will meet with the approval of all of you who have
. « responsibility for the operatlon of California’s pubhc schools. ¢
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Cahfomla school dlstncts are requu'ed by law to prepare financial reports and annual )
budgets that show all furposes for which ‘the districts will need financial support. These *
. “reports and budgets are preparéd on forms prescribed by the Superintendent of Public :
Instruction. The. county supenntendeﬁts ‘of schools are requrred to make annual financial
. reports to the Superintendent,of Public Instriction which show for each school district in
their respective. counties: the amounts e;cpénded for each classnﬁcatlon df expenditure
des1gnated by the Superintendent of Public Inistruction. '
The California Association of Sechdool Busmess Officials has for a number of years been
coopera‘tmg with the State Department of Education in the preparation of the accounting
.. manuals that have been published by thé Department of -Education for use by the school
districts and offices of the county superintendents of schools. The first of these, Handbook
.. of Instructions for the Glassification of Schoel Expgendttures was publishied in 1939. In this
"+ manual the expendature clgssification and the instructions conformed with those being
s, ‘employed by thg Unlted States Office of Education. This handbook contamed{glstruetqons
* for the classification of expenditures, distinguished between supplies and equipment; and r
defined accountmg terms.: A second handbook, The Accounting of Abatements of School
Revenue and Expenditure, was published in 1941.

In 1944 the first handbook was revised to contain the expendrtqre classifitation and
proﬁedures then recommended by the United States Officeé of Education. This edition offthe
manual, known as the Caszorma '‘School Accounting Manrugl, Parts [-[V, was then revrsed in
1951 to secure additional segregation of expenditure classes and to provide clanﬁcatlon of
the instructions. A* suppl%l\emal guide, Supplement to Calzf&;m&‘ School Acco:hﬂ:g

Manual published in 1954, fwas devoted to general ledger and storas system accounting a
. to classification of income. N
~ In 1957 the U.S. Office of Education published Fmanaal Account}ng for Local and Stat ™~
. School Systems: Standard Receipt and Expenditure Accounts, which was intended as
guide for nationwide standardization of/accounting practices. Although certain California\
laws; practices, and procedures made it impractical, if nat impossible, to adopt ajl the
procedures recommended in that federal publlcatron in. 1961 the California School
Accounting Man,ual was revised to comply with, as many of the federal recommendations as
possible. The 1961 revision of the thanual contained four parts: “Income”; “Expendltures“
“Equipment, Supplies, Improvement of Sites, Bulldmg Fixtures, and Servrce Systems ;and
“Stores System Proeedures, Controls, and Actounting.” *

The 1964 edition of the California School Accounting Manual contamed three new Jparts
developed by accounting commlt(m es of the, California Associ Zﬁb“rr‘of Public School Business
Officials: “&eneral Ledger Accountmg,” “Program Cost countmg,” and ‘Accountmg
Terminology. . . .

In 1966 the Califorria Sthool Accountmg M#;mual Part I, “Income " was revised to
provide income unts for the many new federal programs. -

. The 1968 and 1971 editions served to update the 1966 edition. i
A revised school accounting system was pre:'e?ed in the 1973 editiogaof the California
School Accounting Manual, "Procedures and cedes were established fo& accounting of
in¢ome and expenditures by object, ,rather th%nby functron The new manual provided
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maximum flexibility, as the object accounts could be combmed in any number of ways to
illuminate prograr expendltures
The 1976 edition of *the C(Zforma School Accounting Manual prov1ded methods ta
account for income and expendltures in instructional and support programs. Account codes
and required accqunting and reporting procedures were mtroduced in parts |, I1, 11, and IV,
and procedures for stores systems and general ledger .accountlng were presented in Parts, JV
.and VI.
T’hls edition of. the California’ School Accountmg Manual incorporates the 1977
amendments which were developed by the members of the Accounting and Budgeting
. Research committees of the California Association of School' Business Officials $in »
"cooperation with Califomia State Department of Education staff. Upon recommendation of
the Educational Management and Evaluation Commlssmn, the- Ca%forma State Board of
- Edutation approved the amendments in accordance with Educatlon Code Section 41010.,
~ The amendments do the followmg - A .

1. Clarify the definitions and improve the methods of dlstnb‘txtmg dxrect costs and direct
‘support costs to programs.
2: Stress the, importance of dlstnbutmg dl,rect support costs and specxfy that indirect
0sts sha]l be allocated to all programs.
: 3 equire. the submissidn of a Comprehensive supplemental annual financial report
" (FormJ -41A) which will display the distribution of costs to all programs at the same
time. This report w1ll replace several separate réports prevmusty requited.

These amendments ane’ effertive for the 197879 fisca) veai and the annual financial
report for all pmgrams F-erm TATA will be A e qepum(n, b, 1979, hased 1 these

' provisions :
®ILLIAM D. wmtwarv o “fepier 1 v o
Deputy Superintenden ! (A
for Adminfetratinn ‘

/

AC QUF T, ROSS

Asrouare "upcmn'eﬁderu ang "
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Today we are in the rmdst of a great upsurge of

‘pubhc interest in school programs, budgets, and -

finance, Schools are performing new services that
}rmously were not part of public education. In
this environment educators need tools to interpret
eddcatlonalr programs to their communpities and to
legislators. Some of the needed tools are precise
accounting terms that are easily understqod. These

_tools enable educators to highlight  the mafiy

programs in a school system and to relate these
- program ) their costs.

Deﬁnr ve costs such as teachers’ salaries are easy
to unde¥stand; however, they give only part of the

financial picture. The other part is the activity or-

&rogram comprised of object expendimressnch as
xtbooks and supplies. These objects. are. pur-

chased and are charged to the program they serve.

This procedure is known as accounting by -pro+
grain, program accoupting, or program cost
_accounting. + '

Parallel to program accounting as a concept is
program budgeting, defined as a grouping of pro-
posed expenditures and anticipated income actord-
ing to the series of activities or progfam they are
integded to support. When objects of expenditure
are so grouped, they form a program expenditure

budget. After expenditures have been made, they

may be analyzcd accordmg to the same object
classificatibns-used in the } program ‘budget to give a
complete picture of the prograrg as budgeted and
as actually carried out.

A program budget lists and summaﬁ;zes. what is
needed to accomplish program aims. The number
of teachers is determined, and their salaries are
estimated.
other requirements are listed along with their cost

estimates. The total requirements constitute the

. program expenditpre budget. This progess pro-
duces a list of objects of expenditure that is
. . . \

N

Lextbooks, supplies, equipment, and’

\

meaningful to%ﬁcators nﬁnl

boards, legidlators," and thq,. ormnumty

ing process is essentxally one.of hstmg the" objects

needed to accomplish™ tHe program’s aimss This’

process is $fesently used by school districts r;ceiv-
ing categoricataid. -on . ,
This accounting ranuaf pi;esqnts a £ormat for
.collecting and presenting E{ta th:ﬁcan be used in a
variety of ‘ways to ;gerve thg,edqcatlonal purposes
of school distrigts "and. thé stite. Fhe ‘manual
‘provides maximu *ﬁexlbﬂ;ty to” Histricts “‘Hecause

- its object accounts can.be combmed in any ‘number

' combined. Therefore the’ accouﬁ

X1

1

of ways to lllumma!e “many dlffercnt kinds of
programs. The dlswwt dcﬁnes its prograjns and the
district decides exactly’ héw object items’ are to be
g manualypro-
vides the flexibility to- budget count fo. ,rand
report tlhte costs of whatever progtams are opefated
in California school districts. - :

+4

. épecial ‘Fea‘tures of School Apco'u’nltihg

Fundamental principles of acepuniipg. theory
apply to governmental accounting,, mqlud i
“school | accountmg, as well as to: co
accountmg The basic principles are asgfouéws

Uniform nomenclature, adequate to satisfy tech-
nical requirements yet understandable to the
layman, should be uskd.

Data should be organized in a manner conducive
to perpt and accurate p)'e’parqtlon of reports
and financial statements.

A double entry set of accounts should . be
maintained on a rpodified cashbasns\

’I'he accountmﬁ system should be organized in a

~mhanner that will facilitate :in efficient prepa-

-ration of he periodic audit. 'y,
' A ,

governing -
\us, with
varying degrees of refinement, the program,budget- -

N E
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The records should"‘help guarantee that expendi- for bond redemphon and interest, and potentlal

tures will be me accordmg to legislative, addlt‘xonal bonding capacity of the district. -~
. administrative, and governing board intent. : , , :
Data spould ‘be -organized to faclhtate the Revenue ' : E

preparation of future budgets. The: National Commlttee on Mumcrpal Account-

" The, special .features .Of' s.chooLraccounting' are 4 thg defines revenue as *“‘additions to assets which
presented and discussed in this section. ‘10, not increase any liability, nor represent the

| - ‘ - ' ' recovery of an expenditure, nor represent the
Fixed Assety Records ' . ., ... cancellation of liabilities without a" corresponding‘
Although the fixed assets of a school district  increase in other liabilities or a decrease in assets,”
have little bearing.on a district’s solvency, records

, Furthermore, it notes that “revenue refers to an
of fixed assets de.g., investments in land, ground incredse in the het resources or surplus of a*fund.
improvements, buildings, and equipment) shall be The tommittee also pougts out that not atl

maurtamed lg a;c]cordmcs with -dEduca-tlcn.Coc'le increases in the net resources ‘of a partlcular fund

S.ectlon 3’523 . The records provide basn.c.m_forma- “result in an increase in the net resoutces of the

tl(;l‘l tt;())r! ministrative control and insurance municipality as a whole, smce,the mBoumes of
- valuation : . o
.another fund may decrease correspondingly.

Fixed asset accounts should be charged with Fund revenues are ordinarily classified as to

capltalﬂoutlag' expenditures from allll fun(clls :lthe; source, such as federal subvention, state apportion-
currently or by a summary entry at the end of eac ‘ments, or district taxes.

Ymc year. At the same time, a reserves account

ntitled “Investment i Fixed Assets” should be , ' ’ .
credited with a like amount. Fixed asset retire- Expemditures
ments and adjustments are treated in a simijar . Expenditures represent charges against appgppri-
.manner by appropriate charges or credits to these ations. If the accounts are kept on the accrual
" accounts. basis, the term expenditures -includes total charges
Depreciition records on fixed assets generally incurred, whether paid or unpaid. When the
are not maintained in taxsupported agencies accounts are kept on a cash basis, the term covers
except in the blic utility type of agency. only the attual cash disharsements.
Memorandum dg€preciation records may be main-
tained if desired to reflect future liability for ﬁxed Appropriations \ o
asset replacement. An appropriation is an allocation of-funds,
MR ' income, or estimated income made by/W?ef govern-
Long-term Liabilities | ing board of the school district “for specific
:k long-term financing of a government unit is purposes, usually limited as to the time when it
different from priva#s enterprise in shat the bgqads =~ may be expended. 4 - ,
issued by a business concern are usually secured, by Appropriations made by the governing board
the, fixed assets of the issuing concemn. Govern- authorize the school district to spend cértain sums
at" bonds are dependent for security upon the of money for definite attivities. An appropriation-
ablh of the school district to raise - money spec1fies in some detail the exact purposes for
through taxation.’ which expenditures may be made, the amount to

+Bonded debt accounts are maintained by the __ be spent, and the period of time during which the
: county uditor, and data are usually furnished the \pendltures are to be made. '

' school Mistrict " annually regarding the -budget .Even though expenditures are carefully planned,
' ‘requirements for the Bond Interest and Redemp- ‘changes in appropriations are sometimes necessary.
tion Fund, However, school dlstncts should keep Certain contingencies may arise that require addi-
memorandum records of the bondeg debt in order tional appropriations. A contingent reserve (Appro-
‘to have at hand ‘complete data regarding such priation for Contingencies) is provided from which
mdebtedness'\ present and future tax requlrements the governing- board may\ authorize transfers to

& o \




activities for which insuffilient funds were pro-
vided in the oré&tnal appropriation.

Encumbrances

In’ order to k}ep commitments within the
financial plan, obligations in the form of purchase
orders or contracts that are to be met from an
a/ppropnatlon are recorded as a restriction of the
appropriation balance. By this means the adminis-
tration has a control to prevent the overexpendl-
ture of an appropriation.

When encumbrances are not formally entered

.-against the appropriation account it is possible to -

approve commitments that
amount allocated to the appropriation. The obliga-
tions cease to be encumbrances when paid.:

Fund Balance

The term fund balance, with suitable quahﬁca—
tion, is employed to denote the excess of assets
over liabilities or, at other times, excess of re-
sources over the sum of obligations, reserves, and
unencumbered appropriations.

Funds

The National Committee on Municipal Account-
ing defines the ferm fund as a “sum of money or
other resources (gross or net) set aside for the
purpose of carrying on specific activities or attaip-
ing certain objectives in accordance with special
regulations, restrictions, or limitations and consti-
tuting an independent fiscal and accounting
entity.”. Thus, the accounting structure of a fund
-may include all the usual géneral ledger accounts:
e.2., assets, liabilities, fund balance, income, expen-
ditures, appropriations, and ‘encumﬁbrance‘s. The
records may or may not be physically separated
from other funds, but the fund Will be a complete
and separate entity vyielding distinct financial
reports. In a number of cases, specific expenditures
may be legally made from two or more different
funds. In a few instances, the law authorizes
transfers from one fund to another by resolution
of the gove,rni;}g‘ board.

/7

Classification of Funds
The number of kinds of funds authorized by law

may exceed the

»

> OB

)

d
General Fund some of the typlcal funds used by
school districts are the Building Fund State School
Bulldmg Fund, and Cafeteria Fund. However,
takmg into .actount the restrictions involved m
each und the greater the mumber of funds, the
more id" the financial administration becomes.
Therefore, in the absence of legal rbquirements, the -
Zational unit should establish as few funds as
pessible. L

o ' Budget

The budget is a proposed plan of expenditures
and the means of fi ancing these expendltures
taklng into account “the necessary legal require-
“ments. The annual financial hnd budget reports are
ﬂscal documents exhlbltmg actual income and
expenditures of prior fiscal years, the proposed
appropriations for-expenditures, and the proposed
sources of income to meet these appropriations for
the succeedmg fiscal * yea: in every fund of the,

schoo! district. ‘

»

Books of Original Entry

Traﬁsa'ctions of several kinds are recqrded in
documents such as apportionment notices, cash
receipts, deposit records, requisitions, purchas
orders, warrants, and warrant registers. Thes%’
documents should be employed for direct o
fummarized . posting to ledger accounts. They
should  indicate the accounts affected by account:
name or number.

Documents that represent transactions of any

‘one kind And that are numerous and regularly

recurring are usually recorded consecutively and

‘chronologically in specialized regigters. These regis-

ters are employed for the accumilation of totals of
a number of similar transactions- to reduce the

‘+~number of postings to general ledger accounts.

may vary from time to time. In addition to the .

xiii

Every accounting system needs a journal or
system of journal vouchers, other than_ special
registers, for the first. formal Yecording of those
infrequent entries for which no other provision is
made; e.g., opening, adjusting, and closin tries,
and for posting to.ledgers. Standard co}-mercia]
forms are suitablé in many cases. "

> ’ -

.
e »



[

rt

L A . .- P - l / _
L D7 é Fijmncia Reporting

_TO meet tl';éxst'ate’s legal requirgments goveniing

the submittal of school district budget and finan-
cial information, schoo! districts must subnit two
basic fiscal ‘reports at the end of each year—the
Annual Financial and Rudget. Report, Form J-4},
and the Supplemental/Annual Fmanc:al Report,
Form J-41A. N
‘Annual Financial and Budget Report

The Annual Financial and Budget Report
three distinct sections: (l) Income by Sour'be
Expenditures by Object; and (3) Expenditures b
Program. Each section shall coptain data for the
preceding fiscal year (actu e last completed
fiscal year (actual); z?hd the ensuing fiscal year

(budget).
1.Jyncome by Source. The Income by Sdurce
section is used to itemiz@Beginning Balance,
! Income by Source, and Incoming Transfers. A
' sample reporting document is illustrated in
-Exhibit I-A.} _

2. Expem}?tures by Object. The Expenditure by
Object section is used to itemize the various
classifications of Expense, Other Outgo, and
Ending Balance. A sample reporting docu-

f  ment s illustrated in Exhibit I-B.'

\

.l

4

- \‘ &'\
| 3 Expenditures by Program. The Expenditures
- by Program sectjon is useh to summarize the
costs of Instructjonal Programs, Support Pro-
grams, Auxiliary Progrargs, and Other Qutgo.
A sample reporting document is illustrated in
Exhibit I-C.! Program claséification defini-
tions are given in Exhibit I-D.

-~

Supplemental Annual F inancial Report

Th ?ybplemental Annual. Fmanc:al Report, ”
i -E, provides for a comprehensive report
which’ displays the distribution of costs to all
programs ‘at the same time. This report also
replaces virious separate reports previously
required.

A Sample Program Budget form is given in
Exhibit I-F. Districts will find the use of Yhis form
helpful in the development of costs for programs .
and special. projects. When completed, the budg
document should show projected expen8itures by

. program or project and income by source of funds.

Districts should use the preceding year’s indirect

project budget.

+ “cost rate in tt{e\development of the program or.
. :

l'l‘he actual Annual Financial and Budget Report document con-
tains more specific information and instructions,

b,
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. Prepaid Expense

.

Exhibit I-A — Inconte by Sources- * . % o T

\ . N l ) - | N
< ANNUAL FINANCIAL AND BUDGET REPORT
. . : : ' Last
L N / I ( Preceding completed * Ensoing
) . - fiscal year fiscal year fiscal year
fActual) .fAcwall - ». (Budget
Col. 1 J . Col. 2 - “Col. 3

’ 1;\ .. .

BEGINNING BALANCE, JULY 1 .
Cash in County Treasury : @

Cash in Bank s) (E.C. 52613 or 52704 ondy) . ............. 3 o
Revolving Cash Fund (E.C. 42800—42805, 42810)* ........... -7 - >

) . Ean

Cash Collections Awaiting Deposit-(E.C. 41001—-41021) ... . .

Investments {at cost; E.C. 41018} .7 .

Accounts Receivable {reported on Form J43-A) ............ J -

Stores ....\ " 3

.....................................

Other Current Assets . .. ...........coniiuiieunnennnnenns 2\

TOTAL CURRENT ASSETS

Less: Current Liabilities and Deferred income (reported on : %
Form J-43) ... i e e '

NET BEGINNING BALANCE (must agree with Net .Ending
alance reported for prioryear) ............... ... ...,

Adjustments to Accounts Receivable . .................... » . XXXX

Adjustments to Current Liabilities ....................... : A XXXX

ADJUSTED NET BEGINNING BALANCE .............: ..

INCOME BY SOURCE | ' _ )
81008400 Federal Income

B110 Maintenance and Operations (PL.8B1874) ..........
8120 Veterans’ Education

» . A
Y 8130 School Construction (P.L.81-815) _— . -

/ﬁﬁO« E’ementary and Secondary Education Act —~ /
8

o
v

¢

8140 Education Professions Development Act ‘
{P.L.90-35) ...... e e

9150 Economic Opportunity Act (P.L. 8&452) ........ R ) :

P.L.89-10) ......... e e e

N

170 Compr_ehensive émplovm‘ent and Training Act 6f 1973

(P.L.93-203) ....... e : i
8210 National Defense Education Act . ... ... ............ ‘

*

8220 Child NutritionPrograms ... ....................

8230 Manpower Developmegnt and Training Act .
of 1962 (P.L.B7-415) . . ........... ... ........

8240 Vocational Education Améndments of .
¢ 1968 (P.L.90-B76) ....................c0.i... ' ..

* 8310 Forest Reserve Fumds .. ... ... . . ....ccouuuui... .

B320 FloodControl Funds .. ............cuuo.... ‘. N

8330 U.S. Wildlife Reserve Funds ................ ETE =
8480 ‘Miscellaneocud Funds”’ .. .......... e e

8490 Other Federal Income . .. ........ i iiniinnrnn.

Subtotal ........... ... .. e

' ©,8600 Combined Federal and State Income . v

8530 Children’s Centers ... ... .. N e et e

8680 “Miscellaneous NS .. ... ... .o

. 8690 = Other State and Federal Income .................. Y

Subtotal . ... ... e e e




» . A " Exhibit 1-A (Continued)

. ‘< - n \ e/
. “ .~ P
4% ‘ \ : Lasn . ' -
: . . Preceding completed Ensuing
\ fiscal year fiscaf year fiscal year
- ~ * © (Actual) (Actual) - (Budget)
> cCol. 1 . Col. 2 Col. 3
8600 State Income v T TN
- 8610 _ Principal Apportionment ............. PR
8620y Special Purpose Apportionment 1
8630 ipecial Allowances £ ............ e
8640 “Appottionment for School Facilities . . ... .......... —
8650 Apportionment for Children’sCenters . . ...........
8660 Apportionment for Development Centers C ......... - .
8670 Tax Relief Subventions . .. .. .... Vo, v e XXXX
8680 “Miscellanequs Funds’” ....:....... 0. ........... . - {__ :
8690 OtherState‘Zrlwome T ‘ R
Subtotal ¥ ... ... ... e y,
8700 ,County Income ~ . .
8710 Community College Tuition Tax . .......... e
8720 Equalization Aid Offset Tax ... .. P _ ‘L
8730 High School Tuition Tax . . ................... T —_ . = _
40 County School Tuition Fund .................... .
750 ContractServicss . ...............cuuiuuunenennn
8760 County School Building Aid . ....................
" 8780 “Miscellaneous Funds® . ........................ e
8790 OtherCountyIncome ...............c.cuouuuron.. . . BN
Subtotal ......... e
8800 Local Income \
8810 District Taxes~.......... O
8820 CityandCounty Taxes ...............ccouuin.un.. - - -
8830 Areawide Taxes.............. e SRR C i
8840 Sales - ‘ ,
' 8841 sSaleofBonds .......................... i .
8842 Sale of E:;.Zipment and Supplies ............ _ —
8843 Sale of Land and Buildings ................ e —— _____(
8844 Food ServiceSales ...................... - 5
2 8845 Sale of Publications . .. ... R e : - \-
8849 Other Sales ....... e e - :
8850 Rentalsandleases ..................000uuuunn. - . '
BBO0 INterest . .. ..coit ittt et e -— .
8870 Feesand Contracts ........... \\ ......... cen L — e AN
8880 “Miscellaneous FUNds” . ... ... ..ccoerunneneen.. .
8890 Other Local INCOME . . ... ....'ourrinennnn..
Subtotal. ............. P e e e e - 1
8900 Incoming Transfeys - )
g8d10 Junior High Schoal Tuition . ..................... i .
8920 OtherTuition ............0iiiiiiriininennnn. , . :
8930 Interfund Transfers ........ e 1 _ N\, » . .
8990 Other Incoming Transfers ....................... ) ’
Subtotal . ............ ... ... ... )
TOTALINCOME . ...ttt iiiiiaeeans !
" FOTAL, NET BEGINNING BALANCE .
AND INCOME ....... e e .. — & —

) Q -3




¢

Exhibit I-B - éx@nditur-es by Object

. » i . . L. J .
. ANNUAL FINANCIAL AND Buoesyupdm S
. -
~ S ) .. . . © Last ,
: ‘ , <« Preceding completed Ensuing
D N L fiscal year fiscal year. fiscal year.
' - ) j (Actual) fActual) (Budget)
. ) ' ‘ cvi S Col 2 , Col..3
EXPENDRTURES BY OBJECT - \ - ' N
1000 ertificated Salaries . N
,1100 Taachers’ Salgries ......... e e e e : \ — 4
_1200 School Administrators’ Salariesw. . .. ..., .......... —
1300 Su sQrs’ Salaries . ...... i e
1400 “Xibrarians{ Salaries ...................... o ,
1500 Guidance, Welfare, and Attendance Persf:nnel : .
Salarles et ettt e e e e ' :
16800
- 1700
. 1800
1900
2000 Classified Salaries .
2100 Instructional Aides for Direct Teachlng Assnstangg o - .
SAlArIES ™ . o e e °
2200 Classified Salaries of County Superintendents’ Offlces
and District Adminstrative Personnel .............
2300 Glerical and Other Office Personnel Salaries ......... *
2400 <Maintenance and Operations Personnel Salaries ~—"-
2500 Food Service Personne! Salaries ~............... _ \ S
2600 Transportation Personnel Salaries ................. e 0000
2900 Other Classified Salaries ..................... e
Subtotal .............ihiiiiii i e <
3000 ¥mployee Benefits
3100 State Teachers’ Retirement System Fund . .......... :
3200 Public Employees’ Retirement Fund . .............. i
3300 Old Age, Survivors, Disability, and Health Insurance . 5
3400 Health and Welfare Benefits . .................... \\
3410 Health and Weifare Benefits for Teac‘hers and :
Instructional Aides .................... . ,/
3420 Health and Welfare Benefits for All Other 7
Employees ............ e :
3500 State Unemployment Insurance ........ e A .
N 3510 Unemployment Insurdnce for Instructional
Aldes. . ...ttt et ii s
. 3520 Unemployment Insurance for All Other
‘ _ " Employees .............. b I
© 3600 Workers’ Compensation Insurance . ...............
3900 OtherBenefits................coiviiiuna.. e
Subtotal .........eiiiii et e Ve
4000 Books, Supplies and Equipment Replacement .
4100 Textbooks:.............. N Ao nene
4200 Other Books .. L4 e e
- . ) ‘
A .
EKC *

wll Toxt Provided by ERIC

16




- .. _f'-.-“ \

4000. Books, Supplies, and Equipment Rgplac#ment (Continued)

4300 Instructional Matbrials and Supplies ... ........... , -

» 4400 ° |nstruct|ona| Media- Materlals and Supplies ..........
4500 * Other SUppifes ............ W
4600 Pupil Transportation Supplles et e e

WOM Services -0 4

70 Food ... & ... . .......... o

! 4720 Meals for Neetly Pupils ... ............. -
? 4790 Other .................... e
4800 Equipment Replacement .......... [P \ -
Subtotal ............ e e e

w5000 Contracted Services and Other Q:qnting Expensas
5100 -Contracts for Personal Services
5300 Travel and Conference Expense
5300 Dues and Memberships . .........
0 Insurance
5410 Fireand Theft............ 0\ ............
5420 Liability Insurance ........

‘6430 Fidelity Bond Premiums §
5440 Pupillnsurance .........................
5 Utilities and Housekeeping Services ...............
5600 Contracts, Rents,and Leases . ... .................
5700 Legal, Election, and Audit Expenses ........... e- -

5800 FExpense for Administrative Districtwide Operation
- and Other Services ................ e
Subtotal ... ...... ... ... ...

6000 Sites, Buildings, Books and Media, and Equipment
6100 Sites and Improvementof Sités . .............. e
6200 Buildings and lmp'rovemerE of Buildings . ... ........
6300 Books and Media for New or Expanded School
Libraries ...............0 ittt iiinnnnnn.
6310 LibraryBooks ............c..cvnn... .-
6320 Library Materials ........................
6400 Equipment '
‘ 6410 Audiovisual Equipment .. .................
6420 Library Equipment .............. Feeeeann
6430 Food Service Equipment ... ...............
6440 Pupil Transportation Equipment . . ... .......
B490 Al Other Equipment ..............:.....
Subtotal ......... ... .00t T

TM‘. EXPENDITURES (1000-6000) . ..... e .

7000 Other Outgo L
7100 Debt Service '

7110 Annual Repayment on Account of Public
School Building Apportionment ... ........

3 Exhibit |-B (Continued)
Las-t - . K
Preceding completed . Ensuing
fiscal year fiscal year fiscal year
{Actual) (Actual) {Budget)
Col. 1 Col. 2 qu. 3
N -,
v D e
BRY
—_— ¥ ] &
‘ A 4
A ‘ *
£

Ar



Exhi_bi?B (Continued) . .

‘ . /' L

\7100 ‘Debt Sérvice (Ccntlnued :
: 7120 Annual’ Repayment on Account of State
{ School Building Apportionment .......... &‘
N 7130 Bond Redemption..............c.ovuenen.
7140 Bond Interest and Other Service Charges .....
4 7150~ Repayment of State School Building Fund
o Aid by Waxrant go the State Treasurer for
N Bond Sales ...... Leaseernans f e e e
\ 7160 Payments fo Onhm_a_:lbrstnct Yor Acqursmon .
of ngemzﬁ_:ffi& e

7190 Other: Paymnn; :
7200 Outgomg Tranéfefsf &

k and Eighi ...... : oy Lo .\'-.."’.?J e
7220 Tuition under tnterdlstrlct atte‘ncfance
agreements for gensral or specnﬁc P

) '.;édu‘ﬂi;lt;n prowded in atuberculosw or polio ,
< afd- hospltal or sanatorium mmaintained

_ ‘5 -3 county or group of counties ..........
‘Tgmoh and transportation of-children
attending classes for physically handicapped,
educationally hihdicgpped, multiple handi-

. 7250 Tuition paid for currerit e
o regional occupational centers or programs
opei'a_ted by other school distrigts, county
supei'inten_dent's of schools offices, and
.regional occupational centérs operated
under a foint powers agreement
Tuition paid to rggional cetupational centers
or fegional occupational progsams for capital
< outlay expense only

............

. 7260

© 7270 Tuition paid for nonlmmlgrant children,
noncitizen children, and children residing in
foster homes and children’s institutions .....
7280 - Tuition paid for the education of exceptional

children for whom no appropriate special
education facilities and services are
available or canbe provided. .. ............
7290 Other Tuition
Interfund Transfers .
7310 From the General Fund to the Child
Development, Fund and the Development\__.
. . Centers for Handicapped Pupils Fund . . .. . ..
7320 Between the General Fund and the Specnal
Reserve Fund

7300

-------------------------

- . -

e \l:bsv .
Preceding completed _Ensulng
fiscal year fiscal year fiscal year

{Actual) (Actual) {Budget)
chL 1 + Col. 2 - Col. 3
’ ). - N
. K
e - " -
9
b \ \ ] .
<
) . »
b
A
L rd
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7300 Interfund Transfers (Continued) . .

7400

7330 To the Public SchoSl B¥iding Fund or to the
State School Building Fund from all otper
fufids of the district, any monies of the
district which are required to be expended”
for the projéct for which such apportion-
mentwasmadé . ...............0 .

-

7340 From the Bond Interest and Redemption funds, -

aﬁter all principal and interest payments have
been made, to.the General Fund . ..........
7390 " Other authorized interfund transfers ... .... ..
Other Transfers X
7410 Transfers from funds of lapsed or reorganized
school districts to another school district .. ..
7420 Transfers to the County School Service Fund
for the education of mentally retarded o
minors. . ... Ho s s oo asansnassssonansnsos

7430 _Transfers to the County School

-Service Fund for special education students . .

7900 Appropriation for Contingencies. ................

Subtotal ............. D R R EEEERPERE

TOTAL EXPENDITURES, OTHER OUTGO, AND -
APPROPRIATION FOR CONTINGENCIES ...........

ENDING BALANCE, JUNE .30

-—d ' .
LLroaNo@s LN~

Cash in County Treasury ... ..............c¢00uimuun..
CashinBank(s) ....................
RevolvingCash Fund .. ............................
@sh Collections Awaiting Deposit . ... ....... e
Investments (3t COSt) .. ..o i v i et it e e e e
Accounts Receivable ...... ..............«..... e
1] o T -5
Prepaid Expense . . ... .. e :

Other Current Assets . .............. [
General Reserve, June 30 . .. ...........¢coivivnn. ...

TOTAL CURRENT ASSETS .. ..o oo it i e e e e e i
" Less Current Liabilities (reported on Form J-43) .........

NET ENDING BALANCE .................. ... ...,

TOTAL EXPENDITURES, OTHER OUTGO, AND
APPROPRIATION FOR CONTINGENCIES PLUS

NET ENDING BALANCE

-------------------------

Col. 1 » Col. 2

—

«

A : Exhibit 1-B (Continued)
A . ‘
Last,
Precedihg " completed - Ensuing
fiscal year fiscal year fiscal year
{Actual) - (Actual) (Budget)
Col.3 .

o
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1

ﬂ- , . . l Last .
J - o ; S Precedmg cqmpleted _Ensumg
A A ot ~ v _ fiscal ye fiscal year fiscal year /
_ .4 ' T fActual) .+ (Actual), . (Budget) _
. : : S T X~V Col.2 Col. 3 - °
INSTRUCTIONAL PROGRAMS -~ . K N
rleral Education: [ - e e e Ul o :
"Preformal .......... et e e e e . ke
Elementary ............ S e
Secandary .. ... et e s e 00 -
Regional Occupatlonal Centers or Prog 117 TP el - “
Adult....... S P S - :

Total General Education.._.....-,‘.':..J...=..........'.... — - - X

Total Specx< | Education\/. . .. .. [P e — .

TOTAL INSTR UCTIONAL PROGRMJI ......... e —_—

SUPPORT SEBV!CE'.PROGRAMS (DlST. |CT> TOTALS) ) - o

Programs) ....... B N T
Instructional Support:
Instructional Adminjstration...... ettt an : - -

Special Projects {(Federal and‘State Catego‘ri_c_al Aid ‘ , \ ' '
~N

Instructional Media . .. L . 7

School Administration ©....... f et e e e,

- Total Instructional Support ...... S .
Pupil Services ........ e PR e e .
General Support: :

- District-and County Supenntendents Admlmstratton ........

Maintenance ... .. e e e e e e i .

OPeratioNS ... it e e e e e

Transportation ............... e .

Tota] General Support............ Y REEERE R
TOTAL SUPPORT SERVICE 7ROGRAMS .............. e

AUXILIARY PROGRAMS

Community Services . ...........uiiirinnoeraiinieyns
, Food Services .............. ... ... e

Facnllty Acqunsntlon and Cénstructlon ...................

TOTAL AUXILIARY PROGRAMS .................... —_— e

TOTAL INSTRUCTIONAL PROGRAMS, SUPPORT .
SERVICE PROGRAMS, AND AUXILIARY ' ~
PROGRAMS . ... ... ..ttt S .. —_—
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Exhitpit 1-C ,(Coetinued)

.

. .

_ o s Last
<~ . : ) Preceding -~ completegp suing \
o (4 ‘ . fiscal year fiseal year fiscal year ,
- ,  MActual) | (AYtual) (Budget) ‘
> L ’ Col. 1 i /. Col. 3-
OTHER OUTGO - - - :
itio® ... .. YL Ve AP AL ; : _
Al Other Qutgo ........ et teeareae e /
TOTALOTHER OUTGO ......... PR et e oy
- - o L 3
Apbropriation For Contingencies ........ R S T L XXXXT N XXXX
0 . -
Net Ending Balances . .. ............... e
.éRAND TaTAL, E/XPENDITUREé FOR INSTRUCTIONAL

PROGRAMS, SRFPORT SERVICE PROGRAMS, .

AUXILIARY PROGRAMS, OTHER QUTGO, AND NET '

ENDING BALANCES .. ... ... ..
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‘Exhibit -D *

-

PROGjM CLASSIFI

-'

SR

The foIIonng definitions are*appiicable to th‘e '

program categories shown jn Exhibit }L-C:
: . [ -
Instructional Programs

&

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

General education- lnstructlonal programs are

lnétructlonal activities "designed prlmarlly‘o pre-

pare pupt¥ for the common activities as ci

including occupational preparation. Direct instruc-
tional program charges include salaries of teachers,
including amounts paid for chairing an acagemic

department; ‘aldes’ ‘salaries; employee benefits:
textbooks; «f sq'uctic'mal supplies;- equipment
" rgplacement on at™piece- for-plece basis; and new
equipment. . :

: Examples of servaces excluded as direct charges *

to -instructional programs aMalntenance of
eqm'ﬁment (to be/charged to the maintenance
program); field trlps (tobe charged to the trans-
portation'program); an7/custodial services, utilities,
and so forth (to‘ be ‘charged to the'.operations
program).. . . .~

For exceptlons to these exampips see the
discussion 'under Special Pro;ects in this section..

Special Education. Specnal education instruc-
tional programs are direct instructional activities
designed primaril§ to deal With special pupil
characteristics of an exceptional ‘nature. The activ-
ities ace the same as for general education.

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

v

Life or Grade Span.

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

Elementary means those programs and sérvices
provided for pupils enrolled in kindergarten
through grade six or kmdergarten through grade
eight in unified districts, and kindergarten through
gradé eight in elementary dlstrlcts

3

Q

¢

‘or rg

t e

CATION DEF‘NITIONS v ;
Secb mearms those rogr‘ams amd services .
provn ed for pupils in grades‘seven -through tG/el.ve

through twelvd in unified districts,Jrades,

nine through twelve- in hlgh school districts, or

gra s seven through twelve in high school du;tnc%
taining jynior high schools.

Reglonal occupational centers or programs:
(ROQ/ROP} means those vocational or technical
training programs and services provided as defined "
in Education Code sections 52300—52330 and
California Administrative Code, Title 5, Education,

. sections 11500—11508.

- Adult means those programs: and senl‘ es pro-
vided for adults, as defined in Education Code
Section 52610 and California Administrative Code,
Title 5, Educagon, sections 10500‘—10591.'

Support Service Programs -

Special Projects

Special projects are projects and programs that
may have their own project d|rect rs; are approved
and funded by state, federal, private agencies
and require special project budgets and audits; and
may require financial reports. ‘They usually are
entirely ip support of an instructional program or
another support program Direct charges shall be
made to a specnal prolect when the expendituge
classification has been expressly funded sy the
donor.

The charging of donor- authorlzed costs directly
to special projects means that the district may
never have available the total e®penditures made
from all funds for various support items such as
administration, pupil services, operation, main-
tenance, transportation, and so forth. Although it
is not required for state reporting, the dist
should display at the end of ‘the fiscal yvear the
total expenditures in each of these support
categories by summarizing the expenditures made

.from general support and categorical aid support;

this activity would be most helpfu! for local
management purposes.

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

1. !iariy Childhood Education

©:



T

2 American vindian Early Ch|ldhoo¢Qdu-

-

cati
3. Educa%onally Dlsadvantageé’ Youth Prq:

- rams i .,\—’
4. Miller-Unruh Basic;Remding Act »
5. Bilingual-Bicultural Ed catlon 3 |

6 Vocational Education A
7 Elementary and Secondary

ucation Act,

g

Title | (Regular; Negleqted and Delin-

_ quent) .

8. Elementary and Secondarv Educatlon Act,
Title IV-8 -7

9. Elementary andﬁvindary Education Act - 45,
Title IV-C

" 10. Elementary and Secdndary Education Act,
Title VI

1. mprehensive  Employment and Training
Act '

»
lmtructlonal Support z-' ’

Certificated or classified ery(ployees as%rgned to
instructional support programs may not He classi-
fied as teachers or instructional aides. )

Instructional Administration. |nstructional ad-
ministratl thls the area of responsibility for the
improvement of teaching through a program of
leadership, ‘guidance, and assistance to aid teaching

staff and to improve curriculum and curriculum.

materials used by teachers. It consists of super-
vising instruction, developing and improving cur-
ricula and curriculum materials, guiding teachers in
the use of instructional materials, administering
sabbatical leave, provudung for inservice training,
and so forth.

Normal direct charges to this' program are
director(s) or supervisor(s) of elementary and/or

secondary instruction or curriculum laboratories,

clerks, employee benefits, consultants for inservice
training, instructional supplies, office Supplies,
travel and conferénce expenses for assngr;zg person-
nel, equipment replacement and new ipment.

Expenses for those activities that have- as their
purpose overall general administrative responsi-
bility for the entife school distrigty or county
‘superintendent’s office are not charged here. These
_(—expenses shall be charged to the district administra-

tion program. .

Instructional Media. |Instructional media is the
program area consisting of those activities whose
ol - v . . N o~

IR

\ f,aculty planning fdr the use o

o
Co.

Exhibit I-D (Continued)

purpose is o provide resources to su'pport instrut-
tion for a ol or a school district. ncluded in
this c!ategory are the, fo]lowmd

Schoo! Library and Audlawsual A schoo! ;
library and audiovisual program includes respon-
' snbnhty for organizing and mawaging library

book%land“prepanng, caring for, and maklngl

avalla audiovisuel equipment,” materiajs,
scrlpts and other aids to teaching and learning
that have special appeal to sight and heanng
Actuvmes include ordering, cataloging, process—
mg, and - circulating books and audiovisual

aterials and equipment; planning for the use of
ihe library by teachers and pupils; selecting
ooks and -audiovisual materials; pgrticipating in
books d
quduovnsual materials; and guiding teachers ahd
pupils in the use of the‘hbrary

j"

. .
Educational Te/ewsron. An educational tele- -

4

vision progranr_consists of- such activities as'

-writing, programming, and dire¢ting educational
television programs as a part of the |nstruct|ona|
program of the school or district.

Computer ‘Assistance 4n Instruction. Com-

school or a
ctivities as‘

puter assistance in instruction for
school district consists of such

writing, programming, and directing ongoing
computer-based instructional programs and
instructional management information pro-

grams. ™=

Direct charges to the{jpstructional media pro-
gram shall” include salg st Tor librarians, libcary
clerks, audiovisual persgfRel, personnel involved in
writin programming
di%ga‘zonal television 4

I programs; empl@

d#mputer-based instruc-
' nef)jts; library books,
regardless of where: tiey a£é placed in the district;
audiovisual equipment and materials; and I|brary
equipment.

Textbapks are Ot charged here they are
charged to the appropriate instructional program.
+ Computer assisted instructional activities of an
e>‘<perime[\'tal nature are not charged here; they are
charged to instructional administration.

School Administration. School administration
constitutes those activities that have as their
purpose overall administrative responsibility tor a
single school or several schools {but not a district).

i

-



. -

" Exhibit I-D '(_Cont‘inued)

It consists of—tie—activities performed by the
principal, assisfant principals, and other assistants
in the gene%sypervisi‘o\nlof all operations of the
school; evaltktion of the staff members of the
supervision of the records of the school; coordina-
tion of school instructionakactivities with instrug-

tional activities of the schooldistrict; and so forth.
. \-’ \__‘

‘-

~

‘upil Services »

Attendance. Attendance includes thGse activities
that pyomote and improve school attenWance of
pupils. Attendance services cofsist of such acr\v—
ities 4s early identification of patterns of nonatten’
dance, promotion of positive pupil and parent

- attitudes toward attendance, analysis of causes of

nonattendance, early action on problems of non-
attenda‘n'ce*, and enforcem®nt of compulsory atten-
dance laws. The mechanics of atgendance recording
and reporting on a districtwide basis is charged to
the district administration program.

Welfare. Yelfare inc:ades those -activities that
assist in the prevention lution of the personal,
social, and emotional problems of pupils involving
family, school, and community relationships when
such problems have a bearing upon the quality of
the schoolwork of pupils. It consists of such
professional services as diagnosing the problems of
pupils arising out of the home, school, or
community; undertaking casework services for the
child or parent or both; interpreting these prob-

. lems of pupils* for other staff Tpembers; and

._lties, - dptitudes,

promoting modification of the circumstances
surrounding the individual pupil that are related to
his or her problem insofar as the resources of .the
family, school, and community can be’ brought to
bear on the problem These activities are usually
assigned to such staff members as school social

_workers, visiting teachers, or directors of school

social wark. Programs providing wearmg apparel

for children are included here.

Guidahce. Guidance includes those activities
that help pupils assess .and understand thtir- abil-
ifterests, environmental factors,
and educational needs; assist pupils in understand-
ing educational and O@rehr opportunities; and aid

pupils ip making optimum use ofyeducational and
career ~&%p:ortunmes through th:a\formulatlon of
realistic gtaals. Guidance includes such act|V|t|es as

~ ) >

ERIC - o
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" school._assignment of duties of staff members¥y”

" ities of pupils, assisting pupils to make their

¢

counseling pupils and pérents, evaluating the abil-

wn

educational ancl;:;gazﬂ]ans'aﬁd choices, ass{Sting’ \\

puptts in pers social adju tmeni§ and .
working with other staff members-in plan d
conductmg guidance programs. Guidapce aI
includes administering psychological * tests and
managing and planning a program of psychok)glggl
services for the school svstem\ .

Counseling. Counseling covers \those actiyities .

that supplement the school system reservoir of

_information "identifying the individuality of each

pupil, his or her capacities, achievements, interests,
potentialities, and needs; stud\} the individual pupil
experiencing gcute problems of educational devel-
opment to furnish diagnostic information; and
suggest programs concerning the psychological

" aspects of these problems. " ‘

" Health. Haalth covers thfyactivities that pro-
vide physical and mental services not directly
instfuctional, such as medical, dental psychlatrlc
and nursing services. .

Direct charges to the pupil serv}és program shall
include salaries of counselors, attendande officers,
psychologists, nurses, physicians, psychiatrists, and
other persénrel authorized in the field of physical
and mental
district; salaries of secretaries and‘clerks; employee
benefits; office, medical, dental, and fir

sonnel employed . in pupil services; contractual
services of personnel who are not on the payroll of
the district; and so forth. N .

General Support

Admm/stratlon by the Office of the County
Superintendent and the District. Those activities
that have as their purpose overall general adminis-
trative responsibility for the entire county super-
intendent’s office or school district are classed as
county/district administration. Administration

consists of the activities performed by the county

board of education, the school district governing
board, and the superintendent and his or her staff,
such as deputy, associate, area, and assistant
superintendents; business managers; personnel
direggors; and directors of pupil services for the
gen direction and management of all affairs of

the school district.
P ' "

health who are employees of the

/

FAe

V-

.aid,
supplies; travel and g¢onference expenses for per-
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Direct charges to this progrant shall alsd include keeping activities as arg- repeated sgrpewhd gu-
salaries of administrative secretaries and clerks and IarIy on a daily, weeilly, monthly, seasonal basis.

accoumting and purchasi persOnnel emp‘loyee
beneflts for afl. employees m ‘this pfogram; rion-

mstructnonal data processing services; .duplicating _ lsor§ of operations, cp todlans guards,
. .and reprod ction services; Yoxpentitures for all ®wrdeners teleph 3 siitchboaré pperators, truck’

insurance (other than Msurance ef a dlrect-cost7 'drivers, dperatlouﬁs clerks security mersonnel, .and =

type for employee benefrts—ol{ ect classification . the like. - ; u T '

"3000); and new equipment. The cost of attendance _‘ Supplles r)or,rnalw c’hargégr'. Nis ‘_ﬂprogram .

recording @nd reporting on a dlstrlctW|de basis m include " brooms, ° brushes, disinfectants, - fuseés, .n
so charged tqj,thls program.. . - j-‘:; garbage - cans, Ilght bulbs and fluorescent tubes,

mops, wax, soap, tonlet paper, .towels, ‘outdoor

Maintenance. "Maintenance mcIudes those activ- ) oo
flags, weed killers, fertilfzers,*and-so forth.

ities that are required to repair, restore, or renovate

: L
school property, mcltfdmg grouhds bunldlngs, and Transportation. Transportation means the con-
equipment. ‘veying of pupils to and from school activities,
Includéd as charges to this program are salaries  \e/ther between home and school or on trips to
and employee benefits for directors and supervisors ~ 5¢hool activities. ‘

of maintenance, carpenters, painters, electricians, Direct charges 1q the transportafion services pro-
plumbers, and the  like: necessary materials and gram shall include salaries and the respective em-
supplies; rental and replacement of maintenance ployee “benefits for directors and supervisors, bus
equipment; and contracts fof repair, restoration, or . drivers, clerks, and mechanics; gas, &, tires, and
renovation of the grounds) buildings, or equip- supplies for the repair and maintenance of the buses;
- ment, including regrading sites; repairing retaining ontracts for outside repair; contracts with individ-
' als, othgr districts, or firms for transporting

Is, walks, driveways, sprinkler systems, and

playground apparatus or equipment: reseeding pupils; rental of blses; .replacement of buses; and
lawns; repainting; repairing or replacing roofs, the purchase of nepequipment, including buses. -
walls, heatlng and air condmonlng units, and . Bepalr and mai t nance °f'°”?e' dlstrl_ct-owned
electrical and plumbing installations; repairing vehicles shall be a direct charge to the.mamtenang:e
building fixtures; resurfacing and refinishing floors; .program. N 7

moving movable walls or partitions; and repairing  Auxiliary Programs

-

equrpment—lnstructuonal and noninstructional.

.Community Services. Community s |ces

Example of items to be exc/uded are materiais those activities that have. as thei purpose
which must replaced frequently, sach as light . community and schoot recreation a her activ-
.bulbs and fluorgscent tubes, fuses, and so forth. ities authorized by the Civic Center Act {(Education

These items muktube charged to the operations Code -Section 40040 et seq.), the Community

program. . Recreation Act (Education Code Section, 10900 et
Changes of itions (nonmovable t pe), walls, seq.), and Duty-free Lunch Periods for Teachers

and roof structures should be chafged to the (EducationCode sections 44813 and 4aR14). .

facilities acquisition and construction program.’ " Saleries and employee benefits for: playground

directors, noon supervisors, clerks,, and’ other
instructional or riéreatiorral personnel afid the
necessary expendifires to conduct activities under

Operations. ' Operations are those hoysekeeping
activities concerned with keeping the physigal

pI "t open and ready for use. Included are cleaning hese acts are recorded as direct charges to this

disinfecting; heatmg and lighting; communica- y
L program. .
_tlon_s, maintenance of power; mov&of furniture; .
caring for grounds; garbage and trash disposal; "' Food Services. Food sefvices includes manage--
laundry and drycleaning_service, including the ment of the food services program of the school or
rental of towels; rental of equipment such as floor -school district, including the preparation and 'serv-
'palishers; soft water service; and such other house- ", ing of regular and incidental meals, lunches, or

o ’ ~ e
EKC | 25 R
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o

d livery of food. -

Direct charges to t‘hns proqram shall include] ~
loyee benefits for-

salaries and thle respective e

directors.and supervisors, managers, cooks,. helpers, °

o bookkeepers, and clerks; food; meals for needy

pupils; operating supplies; replacement of equip-
ment; costs of vehicles used in the delivery of food
to various - ldcafions; and additional equipment
purchased for centralized services. » '

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

The salaries and other expenses of school d|str|ct
employees assigned specifically to facilities acquisi-
tion and gonstruction, or architects, engineers, and
contractors hired for capital improvement prOjects
are recorded in this program.

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

As a general guide concerning repairs to building
structures, if changes of partitions-(nonmovable
type), the roof structure, or walls are not involved,
the expenditures are recorded in the maintgnance

acks in connection with st:hodl aétlvtt :-ihd :th.e '

d buildings; major remodeling .

program; if such changes are involved, the expendi--

tures are recorded |n the facilities acquisition and
construction program Expendltures for the initial
installation and extension of service systems and
other builtgn fixtures in existing buildings are
recorded in the facilities acquisition and construc-
tion program, and -expenditures for repairs and

replacements of service systems and other built-,

i

v

LN N A
. . . . . -~ .
Ty - &: ‘i{é . \ . ,-\1?*_ o

R TV —_
i T e -

-t ’ ’
r%:.t‘en ance pfo-

in fixture® are recorded j§n the

grﬁm S b .> R
Expendntuges Jor nonconsumable articles gener-

atly classified ‘as supplles but necessary to start or
materialy expand the equipping of a s¢hool, cIass-
o{;\r T 3pec|f|ed area other than a classrqom or

: another facility shall be charged as equipment to

the facilities acqujsition and construction program.
ExampleS are small tools, dishes, utensils, peficil

sharpeners, staplers and library bogks
Other Outgo

Debt Service. Debt service consists of expendi-
tdfes for the retirement of debt and for interest on
debt, except.principal and interest on current oans
{money borrowed and repaid” during the same
year). .

v

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

. [ ]
Interfund Transfers. Interfund transfers consist
of various transfers from the General Fund to
various other funds and from lpe various f%blds to

the General Fund.

Appropriation for Contingencies. Appropriation
fort contingencies is that portion of the cugrent
{scal year’s appropriation that is not designated
for any specific purpose bgt is held subjec\:t to
intrabudget transfers. R :

-

Site pr Operational Unit

« Instructional and support programs may be
identified by school site, location; or operational ~
unit |n\order to provide additional management
information relative to the total operation of a
district. '

.

»
. ]
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NORMAL OBJECT CLASSIFICATION OF EXPENDITURES BY MAJOR PROGRAM ruucno“s- |

v

.| Instructiona Support sarvice progritns
programs o
(General Instructional support Pupil sarviced
. wnd b .
special Special | Instructionsl | Instructional School . | Attendance/ | Guidance/
ObIect. by program oducation] | projects | administration media administration welfare | counssling | Health

1000 Certificatsd Parsonnel Selarles , '
1100 " Teachers' Salaries .............. e X X \
1200  School Administrators' Salaries ................. X
1300 Supgrvisors' Salaries ....................oii, X X X '
1400  Librarians’ Selariss ............... EUTTTT X
1500  Guidance, Welfars, and Attendance Penonnal

Salaries ...oovviineiiiinn, L i, X X
1600  Physical and Mental Health Personnal Salaries .. . ... \ X
1700  Superintendents’ Salsries ......................
1800  Other Certificated Salaries—Administrative .

Office Porsonnel ..................cooeinnn, ] ‘
1900  Other Certificated Parsonnel Salanes—Vanous .

FURCEIONS ... ovvvee e ciies e X
2000  Classifiod Parsonnal Salaries
2100 Instructional Aides .. ...........ocovviiinin, X X
2200  Classified Salarts~County Superintendents’

Qffices and District Administrative Personnel . . ... :
2300  Clericat and Other-Office Personnel Salaries ... . ... ‘ X X X X X X X
2400  Maintenance and Operations Personnel Salaries .. ...
2800  Food Service Persannd! Salaries ................. ,
2600 Transportation Po}mnsl Salaries . ...... e ' ‘ ‘
2000 Classified Personnbl Salaries—Other .............. X X X X X X X

+ { '
3000  Employes Banefity x L
3100  State Teachers' Retirement System Fund . . X X X X X X X X
3200 Pubthmployees Ratirament System Fund X X X X X X X X
300 OASOHI..ooiiiio e X X % X X X X X
3410 Health and Welfare Banefits—~Teachers and Audes X X
320 Health and Welfars Banefits—All Other Employees .. X X X X X X X
310 Unemployment Insurance—Teachers and Aides ... .. X X ,
3520 Unemployment Insurance-All Other Ernleyrs: X X X X X X X
3600  Workers’ Compansatior Ingyraree X X X X X X X X
300 Other Benefite , ¥ X X v v v v ¥
3
A
y )

-1 MqIyxy

L_
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.~ NORWAL OBJECT CLASSIFICATION. OF EXPENDITURES BY MAJOR PROGRAM FUNCTIONS

"o Object by program

[

- (Ganaral
{

Instructional |

programs

and
special
education

v

)

Support service programs

——

Special
projects

. Instructional support

-l

Pupil services

Instructionsl
administration

Instructional
media

.
School

| administration

Attendance/
welfare

Guidance/
counsaling

Heslth

4100
4200
4300
410

0

4500
4600
40
4720
4790
4800

5100

5200
5300
5410
5500
5600
5700
5800

6100

" 6200

6310
6320
6410

6420 .

6430
6440
6490

‘Books, Supplies, ahd Equipmen

‘Now Sites and Improvement of Sites

Replacyment ‘

Taxtbooks ..o
Other Books . ............. ST
Instructional Supplies ... .........ovveniivnnn,
Instructional Media Materials .. .................
Instructional Media Supplies ...................
Other Suppliss .......«ooiivviveiniiins. "
Pupil Transportation Supplies
Food Servicas=Food ............ocoiiinnn,
Food Services—Meals for Needy Pupils ............
Other Food Services Supplies ...................
Equipment Replacement

......................

Contracted Services and Other ‘

Operating Expense .
Personal Sarvices~Consultants, Lecturers,

and Others .........oovvvrieiiiiiiiinens
Travel and Conference Expense .................
Dues and Memberships . .......................
Insurance-All, Including Pupil Insuranca ... ... .. ..
Utilities and Housakeeping Services
Contracts, Rents, and Leases ...................
Legal, Election, and Audit Expense .............
Other Services and Expenses~Administrative ... ...,

.............
E ¢

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

.............

New Buildings and Improvement of Buildings
Boaks for New or Expanded Libraries
Media for New or Expanded Libraries
Audiovisual Equipment .......................
Library Equipment.........................
Food Service Equipment ..... ................
Pupil Transportation Equipmen?
All Other Equipment

......

............

...........

>

\

> > > > > K=

> > > >

> > > >

> > > > >

> > > >

v

]

-
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- § | 1 y
Support service programs o R
) Generel suppart " Auxiligry programs .
District/ | Fagilities -
county ) ‘ 2| acquisition
‘ ' Superintendénts | Maints- Trans: Community | * Food and Other
Object by program administration | nance | Operations | portation sorvices h\wim construétion | outgo
Co ' Tt

1000  Cartificated Porsonnal Salares [
1100 - AT%C‘“S' Salaries ..., ..vuiiii
1200 School Administrators' Salaries .................
1300  Supervisors' Salaries ... .. et . X,
1400 Librarians’ Salaries ..........................
1500  Guidance, Welfare, and Attendance Personnel ;

Salaries i

. 1600  Physical and Mental Health Personnel Salaries ...... o
1700 Superintendents’ Salaries ..., X \ '
1800  Other Certificated Selaries—Administrative
. Office Personnel ........0.....ccceerevnnnnn, X X
1900 Othar Certificated Personnel Salaries—Various .
FURCEIONS .. ... \evee e eeesens e . '
2000  Classified Personnel Salaries ‘
2100 Instructional Aides ... ..., .i.iens. e ' ¢
2200  Classified Salaries—County Superintendents’
Officas and District Administrative Personnel .. ... X X X X , X

2300  Clerical and Other Office Personnel Salaries ... .. .. X X X X X X
2400  Maintenance and Operations Personnel Salaries . ... . X X X
2500  Food Service Personnel Salaries ................. ' X
2600  Transportation Personnel Salaries................ X
2900  Classified Personnel Salaries—Other ...........,.. X X 1, X X X X
3000  Employee Benefits
3100  State Teachers' Retirement System Fund .. .. .. ... X , X X
3200 Public Employess' Retirement System Fund .. ... X X X X X X X
300 0ASDHL................ [RTTPTPPRRI P X X X X X ' X X
310 Health and Welfare Benefits- Teachers and Aides . ..
3420 Health and Welfare Benefits—All Other Employer . . X X X e, X X X X
3510 Unemployment Insurahice-Instructional Aides . ... A
3520 Unemployment InSuranra - All Qtha Fepipyre X X X X X )5 X
3600 Workers® Compongatine tere ey X X X X X X, X
000 Other Panafiye o ' '

aD
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. NORMAL OBJECT CLAGSIFICATION OF EXPEND

+

Object by program ¢

e —

Support service

programs

‘- General suppon

Auxiligry programs

ITURES BY MAJOR PROGRAM FUNCTIONS

District/
county
superintendants
administration

Mainte-
nance

Oparations

Trans-
portation

ot

Community
sorviees

Food
service

"y Facility
Sﬁquisin‘on

and

construction

i

QOther
outgo

4720

47907, Other Food Service Supplies

4800

5000

5100

5200+
8300

5410

5500
5600
5700
5800

6000

6100
6200
8310
6320

. 6410

6420
6430

640

6490

7000

100
1200
1300
1400
7900

- Replacement

* Utilities and Housekeeping Services

Books, Supplies, and Equipiﬁmt

Textbooks
Other Books ...... D e e
Instructional Supplies ..........v v veinienne
Instructional Media Materials ... ........c......

InstructE\'al Media Supplies

.................................

nnnnnnnnnnnnnnnnnnn

Other Supplies ...o.v'vvrvin i -

Pupil Trasportation Supplies
Food Services~Foed ...... PR Cberrereane
Food Sarvicas—Meals for Needy Pupils ............

..................

...................

Equipment Replacement ... .. S TTTTRTTRIOOR
Contracted Services and Other

Operating Expense
Personal Sérvices—Consultants, Lecturers,

and Others ....ooovivivinininn, [P
Travel, Conférence, and Other Expense
Dues arid Memberships ............. PRTTTRTRITS
Insurance-All, Including Pupil Insurance ....... ...

...........

..............

Contracts, Rents, and Leases
Legal, Election, and Audit Expense

...................

.............

-Other Services and Expenses—Administrative ..... ..

Sites, Buildings, Books and Media,
and New Equipment

.............

New Sites and (mprovement of Sites
New Buildings and Improvement of Buildings
Books for New or Expanded Libraries
Media for New or Expanded Libraries
Audiovisual Eduipment . [0
Library Equipment ...
Food Service Equipment ............. ... ...
Pupil Transportation Fruipment
All Other Equipment

]

Other Outgo

Debt Service . .. .. D i
Outgoing Tuition .

Interfund Transfars .
Other Transfers
Appropriation far Continggncies

.........

>

>

T
L

> > > >
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['school district

County

Type of program

Direct
costs

“Direct
3 N
support

costs
Out ()
ln'_("')'

Total direct
and direct
support costs
{Col. 1 +
Col. 2}

Indirect
. Lcosts
Out (-}
In {+]

Progra:n » Cabpital outiay

costs before
distribution -
of special
project costs
{Col»3 +
Col. 4)

Allowed
capital -

outiay for
cost to incom
comparison

Capital
outiay
included in
program costs

1

2

3

4

5

INSTRUCTIONAL AROGRAMS

General Education:

Preformal . . . ... ... .......
Elementary, . . . [ .. .. ... .
Secondary

. Regional Occupational Center or Program |

Adult . . . . ... Lo
Total, General Edugation

P

Special Education:

Physically handicapped
Special day classes
Regular day classes
Remedial physical education . . . . . .
Other remedial instruc*, spdch . . .
Individual instruction, home and hospital
Special speech instruction, aicles
Special blind allowance .

Educable mentally retarded
Special class
Regujar class, by aides

Trainable mentally rerardnd
Special class

Transportation
PH/TMR/autistic .
To state school or other dictiint

Fducationally handicapped
Special day classes (EH pliis auniseic!
Learnmg disability group
Home and hospital . .
Regular class, instructional a:dn
Special consultation allowanre

Mentally gifted minors
Special day classes and other programs
Identificati&n allowance .

. PH in ROE (not concurrently emollpd)

Visually handicapped persons . .

‘Deaf persons . . . . . . . ... ..
Orthopedically handicapped persons . .

Master Plan for Special Education
Special class

Resource speczaltst L. L
Desngnated instruction and services . . .
Nonpublicschools . . . . . . . . . .
Total, Special Education._.____ ...

TOTAL INSTRUCTIONAL PR OGRAMS

-

k)
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Direct
costs’

Direct
support
costs
Out ()
In(+) .

Total direct
and direes
support costs
(Col..t +
Col. 2)

Indirect
CO5ts
Out ()
n(+)

-

Capital outiay

Capitat
outlay
included in

" Allowed
qapilai
outlay for
cost to income
comparison

Type of program . ®

2

3

4

SUPPORT SERVICES PROGRAMS
Special Projects** .

Early childhood education . . . . . .
American Indian ECE . . . . . . . \
Educationally Disadvantaged L

Youth Program. . . . . .. ... ... L

Milter-Unruh Basic Reading Act

Bilingual-bicultural education

Vocational Education Act

ESEA, Title I:
Regular

Neglected and delinquent

ESEA, Title 1V-B

ESEA, Title IV-C {Innovative projects} . .

ESEA, Title VIL . o o o o e

Comprehensive Employment
and Training Act

\Jn._

[ 4

Dy

Total, Special Projects

Instructional Support __
Instructibnal Administration . . . . .
Instructional Media
School Adminjstration .
Total, Instructional Suppoert ... .. ..

Pupil Services . |

General Support
District Administraticon
Maintenance
Operations
Transportation
Total, General SuppOrt
TOTAL, SUPPORT SERVICES
PROGRAMS {(without Sperial Frajects)

AUXILIARY PROGRAMS
Community Services . . . . . L
Food Services
Facilitias Acquisition and Constructmn
& TOTAL, AUXILIARY PROGRAMS __

ST VA

L4

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

OTHER OUTGO
Tuition
AllOtherQutgo . . . . . ... . ... ..

TOTAL, OTHER OUTGO

-

TOTAL EXPENDLTURES AND

_
////////
W

OTHER OUTGO

o~

 program costs

6

* The formula for determining the sndirect cost rate 1s”

Q

ERIC

Aruitoxt provided by Eic:

. Col. 3 (d}
Indirect cost rate=

Col.3{a+b +c)

7

**The special projects listed are not all inclusive, but Only some

ollection purposes.

;xamptes of current projects. The list will be revised each vaar for



N B | . - .Exhibit I-F

' .°  SAMPLE PROGRAM BUDGET | '- ;
(for use in development of program budget) | '

> ) o

-
L]

Special project or program title Fiscal year

PUPIL/EMPLOYEE DATA: : ' _ ' Number

. Enrollment e e e e e e e e e e e e e e e e
. Average daily attendance or bartlcupatlon data
a. Kindergarten and grades one through eight . . . . . e e e e e e
b. Grades nine through twelve . . . . . . . .. T

c. Total{(Z.aand2b) . . .. .. ... ... e /. e e e e e e e e

3. Teachers (full-tirve eq'uwale'n;) e e e e e e e e e e e e e .
-4. Other Certificated Employees (full-time equwalent) ......... e e
5. Classified Employees. (full-time equuvalent) e e e e e e e e e e e e e e

N -

DIRECT COSTS: _ : : - ~ Amount

Certificated Salaries™ . . . . . S $
Classified Salaries . . . . . . . . . L . L L e e e e e e e e e e e e .. :
Employee Benefits . . . . . . . . . . . . ... oo e e e
Books and Supplies ... . . . . . . . L0 L e e e e e e e e e e e e e e e o .
Equipment Replacement . . . . e e e e e e e e e e e e e e e e .
. Contracted Servnces (6100 and 5600)

e I R ]
© NZoOo@mND

14. Capital Outlay . . . . . . . . . o« o ... N
15. Tota'l Direct Costs (lines 13 and 14)

DIRECT SUPPORT CHARGES:

16. Instructional Administration, Media, and Schonl Administ-arine $ . .
17. Pupil Services e e e . . .
18. General Support . . . . . . .

19. Subtotal (lines 1R rhrough 18)

‘e

20. Awuxiliary Services . . . . . . . .
21. ® Total Direct Support Charges {lines 19and 20) . . . . . . . . . . . . . . . . . ...

INDIRECT SUPPORT CHARGES:

22. Total Indirect Supporf Charges (percentage of remaining costs allocated to this program)
{See bottom of page |1—20 for indirect cost rate formulia). . . . . . . . R

23. Total, Cost of Program (lines 15, 21, and 7.

-

REVENUE SOURCES

24. Federal . . . .. ... U $
26. State . . . . . ... ... e e e e e e e e e e e
26. CoUuNty . . . . . . . . . oo S
27. Local . . . .« . e e e e e e e e e e e e e :

28. Total.Revenue . . . . . . . . . .00 e e e

I-21




. Income includes botﬁ revenue and nonrevenue
receipts.. Revenue receipts are additions fo assets
for which no obligations are incurred by the school

district and may be used for expenditures at the

discretion of the governing board of the district.
Revenue receipts include money received through
state apport;onments and district tax&. Nonreve-
nue receipts consist of money received in exchange
for property of the school district of receipts for
which the district incurs an obligaffon, such as
" money received through loans or the sale 6f bonds.
Bond or loan receipts must be used by the
governing board of the district for the purpqses
outlined at the time loans are secured or bonds are
issued. .

The instructions in this manual prov1de for
-uniform identification ‘and classification of the
- receipts for all-the funds and accounts of a school
district. The instructions should be followed in (1)
the day-to-day accounting for receipts; (2) .the

| 'P'art n
- Income

'_supplied by the Superintendent of Public Instruc-

tion contemplate the use of the accrual basis of -

accounting for expenditures and the partial accrual

basis of accounting for the income of school
district funds, except for the Bond Interest and
Redemption Fund. The accounting and reporting
of a school district’s Bond Interest and Redemp-
tion Fund either on a cash basis or on an accrual
basis, as détermined by the county auditor, are
acceptable to the Superintendent of Public .
Instruction.

"Classification of Income

School districts are required to classify income
according to théNmajor and subordinate classifica-
tions outlined in this section. Major classifications .
are printed in boldface roman capital and lower-

_ case letters; for example, 8100, Federal Income.

preparation of budget; and (3) the preparation of

all financial reports. The instructions are applicabie
to the budgeting, accounting, and reporting of the
General Fund and of all special funds of every
school district. The designation of the income
classification applicable ‘to any particular receipt
shall not be interpreted to mean that such income
represents an income of the General Fund or of
any particular special fund. The selection of the
fund must be made in accordance with the
provisions of law. In no case should designation of
the income classification, such as 8100, Federal
Income, or 8700, County Income, be confused
with the selection of the fund, such as the General
Fund, Building Fund, or Cafeteria Fund.

School districts operating on a cash basis

account for income when it is received. Districts

~operating on an accrual basis account for income
when it is earned. The school district budget form

prescribed and the annual fihancial report foy

w

Q

Required subordinate classifications are printed in
boldface italic capital and lower case letters; for
example, 8110, Maintenance and Operation (Public
Law 81-874). Many school districts may find it
desirable to increase the number of subdivisions of
the income classifications in accordance with local
administrative needs.
Major classifications of income are as follnwc

8100—-8499 Federal Income

8500--8599 Combined State and Federal
Income N

8600-8699, . State Income

8700— 87995?" ~County Income

8800—8899- Local Irlcome

89008999 Incoming Transfers

e

Instructions for Using Income
Classifications

8100—-8499 Federal Income

Record in the, appropriate subordir}ate classifications all
income received fropr the federal government. Record

-1
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- federal income for which the state or any other agency -

,\_/"

‘'serves as the distributing agency. Identify the purposes for

' which

income is received and account for the money

received for each purpose.

8110

8120

8130

8140

8150

R160

R1 70

8210

-8220

Mainténage -and Operation (Public Law
81-874)

Record amounts al]owed for maintenance and
operation resulting from the identification of
students or parents in federally imp'acted areas in
accordance wnh Federally Impacted Aid programs.

Veterans’ Educanon
Record amounts allowed for veterans’ education.

School Construction (Public Law 81-815)

Record amounts allowed for school construction
and facilities acquisition.

Education Professions Development Act,
B-1 and B-2 (Public Law 90-35)
Record amounts received from federal agencies for

the Education Professions Development Act, Title
I. ~

Economic “Opporrum'ty Act (Public Law
88-452)

Record amounts received directly from federal
agencies for Economic Opportunity Act programs

Elementary !nd Secondary Education Act
(Public Law 89-10)

Record amonnts received from federal agencies for

Elementary and

Qecondary Education Act pro

grams -

Comprehensive FEmployment agnd Training
Act of 1973 (Public Taw 93.203)

Record amounts received from federal
of  ‘the
Employment and Training Act, including amounts

received under provisions of the

sources

under the provisions Comprehensive

Emergency

Employment Act of 1971 and Public Frnplc\vn{ent )

Act programs.

National Defense Education Act (Public
Law 85-864)

Record amounts allowed under
Defense Education Act.

the Natiopal
¥

Child Nutrition Programs

Record amounts* allowed for

program, special milk program, school breakfast

§ N,

8230

8240

'8310

8320

RI70

RARN

8490

the school Iunch"“

39

program, food assistance program, and special
rassistance program (free meals) received frpn)
federal sources.

Manpower Development and Training Act

_(Public Law 87415) . .

Record amounts allowed for Manpower Develop-
ment and Training Act programs from federal
sources. '

Vocational Education Amendmen ts o f 1968
(Public Law 90-576) ’

Record amounts allowed for Vocational Educatlon
Amendments of 1968 programs from federal
sources. . -

Forest Reserve Funds (Education Code Sec-
tion 2300) _
Record all income from forest resérve funds appor-
tioned by the federal government but distributed
to the district by the county superintendent -of
schools with the approval of the county board of
education.

Flood Control Funds (Education Code Sec-
tion 1606)

Record all income from flood control funds appor-
tioned by the federal government but distributed
to the district ‘by the county superintendent of
schools with the approval of the
edueation.

n-\"nfy b()ard ﬂf

s

U.S. Wildlife Reserve Funds

Record amonnte gecrived from 118 Wildlife
Reserve funde
‘Miscellaneous T unds (Fdneation f'ade

Section 41604)

See explanation on page (1.9,

8481 Royalties and Ronuses

8482 Rentals

8483 [ncome from Property Nor Subject
ro Tax

8484 Payme.’r.u‘s in Lieu of Taxes

Other Federal Funds

Record all other federal funds received except
funds defined as ‘‘miscellaneous funds' by the
California Administrative Code, Title 5. Education,
Section 17261. These are to be recorded in
classification 8480, Mi.ct-ellan_eous Funds.



8500 Combined State and Federal Income

Record. in the appropnate sub‘3rdmate classes of this ma_|or
ass all'income received that includes combined state and

‘federal funds and that is distributed by the state agency

with no indication of how the aliowance is pror?ated
’between federal and state-funds. )

8530 Children’s C‘xm&rs (Edl}catron Code Section
~8206)

1
o

Record amounts allowed .for day care centers and—

migrant day care centers.

8580
Section 8207)

See explanation on page 119,

. 8581
. 8582
8583

@

Royaltres and Bonuses
Rentals

Income from Rropbrt_;: Not Subject
-to Tax

8584 Payméit"ts in (Lieu of Taxes -

8590 Other

Record all other combmed state and federal funds

except funds defined as *“‘miscellaneous funds™ by

the California Administrative Code, Title 5, Educa-

tion, Section 17261. These are to be recorded in
* classification 8580. “‘Miscellaneous Funds =

8600 State Inpome

Record in the appropriate subordinate classes of this major
class all state funds received. Do not record federal funds
dlstnbuted by the state. These are to be recorded under
federal income. By law, any State School Fund apportioh-
ment or allowance to a school district must be deposited in
the General Fund of the school district.

‘All such amounts.should be acoounted in terms of .the gross

amount apportioned. Deductions and withholdings made- -

by the State  Controller as requrred by law must be
accounted as expenditures in the same manner as if the full
amount had been received and a school district warrant had
been drawn for such purpose.

Seventh and eighth grade tuition adjustment is made by the
state before gross pportionment is determined. Any
income received in correction of a prior apportionment
(Education Code Section '41341) or included in the Final
State Apportionment should be recorded- in the class or
classes that define the original apportionment.

-

: t&c

wll Toxt Provided by ERIC

“Miscellaneous Funds” (Edugation Code

40

8610 Princrpal Apportionment

Retord all amounts allbwed under the Prmcrpa.l

vﬁpportlonment including advance apportion- ,

ments, basic and equahzatron aid, and final appor-’

. ttonments. Record also flat grant allowances

' received from -the followmg programs on a current
basis:

8611 Basic and Equahzanon Aid

8612 Ph yszcaII [y Handrcapped
8613

8614

-Edu gable-MentaIIy Retrarded
Tnirinab,Ie-'./llentrzl-ly-Retarded.;-t -

8615

ﬂﬁ I 6
8 I 7

Educationally Handicapped

RYS
L

&
Mentally Gifted

‘Direi't Service Apportionment
(County School Service Find only)

8618

Other Purposes ;Tl'pportionment
(County School Service Fund only)

R620 I Purpose Apportionment

: ‘mountq received for the exrenses of
sining any or all of the follnwing rrograme
d,urmg the preceding fiscal vear

R62I

Drivver Training

R627 Transportation

' Record amounbg, received for transporta-
v tion, based upon records of expense and
approved capital outlay, of furnishing, dur-
ing the preceding fiscal year, transportation
of pupils between their homes and the
regular full-time day schools attended by

them.

8623 Project-connected Pupils

8624 Educationally Disadvantaged Youth
(Education Code Section 54000 et
seq.)

8625 Early Childhood FEducation
(Education Code sectigns

52014)

52013-

11-3

Transporiation’ P f Han'di‘cappe'ld Pupr'ls



-

.8630 Special .;lllowances

8631 Appo}ﬂonment for the Eiementary
School Reading Program ~

Record amounts receivéd under the Basic
Readin} Act of 1965 (Education Code
sections 54100—54180).

8632 Allowance for Instructional
Television

* Record amounts received under Education

Code Section 41920 for participation in a

program for instructional television estab-
lished pursuant to Education Code sections
51870 or 51871.

8633 Apportionment for Special Teacher
Employment
Record amounts received under Chapter
106, Statutes of 1966 (Education Code
sections 54480-—-54486) for the special
teacher employment program.

8634 Allowance for Demonstration Pro-
. &rams in Reading and Mathematics
Record amounts re¢eived under Chapter

106, Statutes of .1966 (Educatian Code
sections 58600—58608) for demonstration
programs in intensive instruction in reading

and mathematics for low-achieving pupils.

Apportionment for Handicapped
Minors for Whom No State Special
Education Facilities Are Available

Record amounts received for the education
of those physically handieapped minors for
whom appropriate education facilities and

8635

services are not made available by school

districts, the 'county superintendent of
schools, or the State of California (Educa-
tion Code sections 56031—56035).

8636 Apportionment for Instructional
Materials (Kindergarten Through
Grade Eight)

Record state special allowances for instruc-
. tional materials for pupils in kindergarten.
through grade eight (Education Code
Se/ction 60242).

8640

51*1{/
650

8660

41

8637 Child Nutrition Program
Record amounts: received as a result of

implementation of the Duffy-Moscone Act .

of 1970 (Educatio Code sections
49510—-49520). Also | record amounts
received under the Child Nutrition Act of
1974.(Education Code Settion 49536).

8638 .Special Education Master Plan

Record amounts received for the special
education of handicapped pupils as autho-
rized by Chapter 1532, Stats. 1974
(Education Code sections 56300—56367).

Other -

Record any :;;ecial allowances not listed
elsewhere, including allowances under the
Bilingual Education Act of 1972 (Educa-
tion Code sections 52100—52114); one-

8639

time grants for schools converting to a

continuous education- program (Education

Code Section 37644); and state grants

made to school districts under the Profes-

sional Development and Program Improve-

ment Actof 1968 (Educatlon Code Section
_ 44643),

Apportionment for School Facilities

Record any amounts allowed for school housing
aid *for compensatory education purposes and for
districts impacted by seasonal agricultural employ-
ment-(Education Code sections 16210—16234).

Also record amounts allowed through the State
School Building Aid Fund. These funds shall be
deposited in the State School Building Fund of the
school district for school building purposes.

Apportionments for Children’s Centers

Record amounts allowed for children’s centers.
School disteict fiscal control may find it advisable
to compute monthly the earned income from this
source. Apportionment in advance is based upon
estimated attendance. Adjustments at the ,end of

the fiscal year are uQually required (Educatnon
Code Section 8382).

Apportionments for Development Centers
for Handicapped Pupils

Record amounts allowed for purposes of develop
ment centers for handicapped minors. School

L



"8670

8680

district fiscal control y find it advisable to
compute monthly the e income Ffrom this
source. Apportionment in advance sed upon

estimated attendance. Adjustments at the end of

the fiscal year are usually required (Education
gode Section 56810). '

8661 Artendance
8662 Transportation

Tax Relief Subventions

8671 Reimbursement for Income Lost
Because of Business Inventory
Exemptions _

. Record amounts received for loss of in-
come because of business inventory exemp-

tions (Revenue and Taxation Code Sectien
219).

8672 Reimbursement for Income Lost Be-
‘cause of Home Owné¥s’ Exemptions

Record amounts received for loss of in-

come because of home owners’ exemptions °

(Revenue and Taxation Code Section 218;
Education Code Section 17252). . -

8673  Reimbursement for Income Lost -

Through Operations Under the
Williamson Land Act of 1967

Record amounts received for loss of in-
come because of the Williamson Land Act
of 1967.

8679 Other Tax Relief Subventions

Record amounts received for loss of in-
come because of exemptions on motion
picture films and wine and brandy prod-
ucts (Revenue and Taxation Codé sections
988 and 992; Education Code Section
17254; and severance aid allowances ‘for
‘real property acquired for state highway
purposes (Education ‘Code Section 41960).

“Miscellaneous Funds’ (Education Code
Section 41604). ’

§See explanation on page 11.9.
8681 Royalties and Bonuses
8682 Rentals

8690

8700

8683 Income from Property Not S[cbject
to Tax ‘

‘ 8684 Payments in Lieu oj‘ Taxes

Other State income

Record all other state funds received including
preschool education funds (Education Eode sec-
tions 8256 and 8327) except funds defined as
“miscellaneous funds” by the California Adminis-
trative Code, Title 5, Education, Section 17261.
These are to be recorded in classification 8680,
“Miscellaneous Funds."'

*

County Income

Record in the appropriate subordinate classifications of this
major classification all county funds received. Do not
record federal funds distributed by the county. These are to
be recorded as federal income.

8710

8720

8730

8740

oY
[4b]

Community College Tuition Tax

Record income from counties for nondistrict
students attending community college; from taxes
levied on territory not within a community college
district; and from state funds allocated for newly
formed or annexed community colleges and for
nondistrict students attending community colleges.
Allgncome recorded in classification 8710 shall be
deposited for the County School Service Fund for
later distribution (Education Code sections
2100-2111).

Equalization Aid Oﬁset Tax

Record income from taxes levied upon all the
assessell valuation of the county to offset the
decrease in equalization aid resulting from the
upward modification of the assessed valuation
(Education Code sections 41200—41206).-

High School Tuition Tax ’

Record income received as high school tuition for
pupils who reside in elementary school districts
that are not in high school districts, and record
income raised by tax levies against the tax rolls of
the elementary school districts.

County School Tuition Fund

- Record income received from taxes levied for the

purposes stated in Education Code secfions

2000-2011.



¢+

8750

8760

8780

- 8790

8800

N\

Contract Services (County School: Service
Fund only) '

Record ‘income received from contracts between -

the county superintendent of schools and other
county agencies. )

County School Building Aid

Record income receifed for payments required
pursuant to Schoo! Building Aid laws (Education
Code sections 16196, 16202, 16204, and 2503).

“Miscellaneous Funds’ (Education Code
Section 41604)

See explanation on page 11.9.

8781 1'20 yalties and Bonuses ;‘:

8782 Rentals "'

8783 Income from Property Not Subject
to Tax

8784 Payments in Lieu of Taxes

Other

Record all other county funds received except
funds defined as “miscellaneous funds” by the
California Administrative Code, Title 5, Education,
Section 17261. These are to be recorded in
classification 8780, “Miscellaneous Funds. "'

Local Income

Record in the appropriate subordinate classifications in this
major classification all income from local sources. Identify
the sources of income and account for the income received
from each source.

8810

District Taxes

8811 Secured Roll (Education Code sec-
‘ tions 4364, 1624, 2500 et seq.,

42202, and 42230 ef seq.)

Record ingcome from taxes levied on the
secured taX roll. District taxes are levied as
a result of the filing of an annual budget
with the couhty superintendent of schools
for approval and transmittal,to;_ the county
board of supervisors setting forth the tax
© requirements of the district as provided in
Division 16, Chapter 3, of the Education
Code. The board of supervisors determines
for the budget year a tax rate that will

8820

8830

43

produce the amount of district tax money
requested by the district in its annual
budget. ‘

Certain tax rates in exdess of the statutory
or voted rates are authorized in the Educa-
tion Code for restricted purposes and for
special funds of the school district.

All income received from district tax
sources is to be accounted Qn' a cash basis.
Credits to the various district tax income
accounts are made upon receipt of an
apportionment notice from the county
superintendent of schools indicating that
taxes have been deposited in the county

treasury.

8812 Unsecured Roll
‘Record income from taxes levied on the
unsecured tax roll.

8813 Prior Years’ Taxes

Record income from tax levies of prior
years. Include secured and unsecured tax
receipts from redemptions and tax sales.

City and County Taxes

8821 City Taxes

Record income fiom taxes from an ad
valorem levy for school purposes upon the
real and personal property located in, and '
assessed by, a chartered city, which levy is
authorized or required by the city charter.

8822 County Taxes

Record income Er‘)om taxes from an ad
valorem levy for school purposes upon the
real and personal property under the juris-
diction of the county superintendent of
schools.

Areawide Taxes (Education Code Section
20911) ’

8831 Secured Roll
.8832‘
8833

Unsecured Roll

Prior Years’ Taxes

Record income received from taxes levied
on an areawide basis under provisions of
Education Code Section 42402,



8840

8850

Sales’ |

8841 Saleof Bonds

Record income from sale of bonds at par
value. The amounts received from the sale
“of bonds at par value must be deposited in
the. Building Fund of the district (Educa-
tion Code Section 15146).

8842 Sale of Equi,bment and Supplies

Record ‘income fromi the sale of supplies

and equipment no longer needed by the

schools. The money received is to be

placed to the credit of the fund from

which the original expenditure for the

purchase of .the personal property was
' ‘made (Education Code Section 39522).

8843 Sale of Land and Buildings

Record income from the sale of land and
buildings. Such income must be used for
capital outlay or repaid to the state if
under the State Aid Building Program
(Education Code sections 39360—-39363).

8844 Food Service Sales
Record income from the sale of meals and
other food items. This income is usually
recorded in the Cafeteria Fund or Cafeteria

. Account.
8845 Sale of Publications
Record income from the sale of publi-
cations. N~
8849 Other Sales

Record income received from all other
sales, such as farm products and printed
forms. . =

Renztals and Leases, Except ‘‘Miscellaneous
Funds''

Record income for the use of school buildings or
sportions thereof, houses, and other properties of
the district that are rented or leased to other school
districts for school purposes; and portions of
amounts received that are excluded from *“miscella-
neous funds” in accordance with the California

" Administrative Code; Title S, Edhcation, Section -
17261, including rentais by Civic Center groups.

8860

Rental or lease income defined as “‘miscellaneous
funds” is to be recorded in classification 8880,
“Miscellaneous Funds.''

Interest .
Record income credited or prorated by the county

~ auditor for interest on deposits of school Hstrict

8870

44.

8872

funds with- the county treasurer and interest
earnings (Education Code Section 41015).

Money received as premiums and accrued interest
at the time of sale of bonds must be deposited in
the Bond Interest and Redemption Fund (Educa-
tion Code Section 15146).

Fees and Contracts

8871 Adult Educarion

Record income received from students
enrolled in classes for adults as tuition
under Education Code Section 52612 or as
incidental fees under Education Code Sec-
tion 52613. '

Nonresident Students

Record income received from parents or
guardians for the total cost of educating
foreign residents in the schools of the
district (Education Code Section 48052).

8873 Children's Centers

Record income received from parents,
guardians, or welfare agencies as fees for the
instruction and care of children in children's
centers (Education Code Section 8249).

8874 Development Centers for Handi-

capped Minors

Record income received from parents,
guardians, or welfare agencies as fees for
the instruction and care of children in
development centers.

8875 Contract Services

Record income received for contract ser-
vices rendered by one district or office of
county superintendent of schools for
another district or office of county super-
intendent of schools. >

See Note on page I11-10.
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8880

8890

8900

8876 Use of Building Fees

Record income received from the county
of pupils’ residence for use of buildings
(Education Code sections 56814 and
42905). Deposit income to credit of Bond
Interest and Redemption Fund, Building
Fund, or County School Service Fund.
NOTE: Record other income from rental
of facilities to income classification 8850,
Renrtals and Leases. '

8879 Other Fees and Contract Services

Record income received from all other fees
and contract services.

“Miscellaneous Funds'’
Section 41604)

(Education Code

See explanation on page 11-9.
8881
8882
8883

Royalties and Bonuses
Renzals

Income from Property Not Subject
to Tax

8884 Payments in Lieu of Taxes

Other

Record all other income froin local sources such as
library fines, contributions, gifts, outlawed war-
rants, practice teaching, and so forth, except funds
defined as “miscellaneous funds™ by the California
Administrative Code, Title 5, Education, Section
17261. These are to be recorded in classification
8880, “Miscellaneous Funds. "’

Incoming Transfers

Record in the appropriate suborfiinate classes in this ;najor
class all income received for incoming transfers. Identify
the sources of tuition payments and account for the income
received from each source.

8910 Junior High School Tuition for Grades

Seven and Eight

Record income received from tuition transfers for

"spupils attending grades seven and eight in a junior

high school and fixed in accordance with provisions
of Education Code sections 37062-37071.

5

8920 Orher Tuition

8930

Record tuition payments received from the follow-
ing sources:

Interdistrict contracts for general or specific in-
structional services, including transportation for
designated pupils (Education Code
46600—46613).

sections

Governing boards or authorities in other states for
the totat t of education of elementary or high
school pupils whose places of residence are in the
other states (Education Code Section 48050). No
California state’ aid is apportioned for such
pupils.

Districts for education peovided in a tuberculosts or
polio ward of a hospital or sanatorium maintained
by a county or group of counties (Education Code
sections 56750--56752). Wy

Districts for special education of pupils provided
by the county superintendent of schools (Educa-
tion Code Section 1705).

Districts and offices of county superintendents of
schools for tuition received for the instruction of
nonimmigrant children and children residing in
children’s institutions and foster homes.

All other tuition payments not identified above.

Inrserfund Transfers

Record the amount of moncy 1nvolved in each of
the following transfers between funds:

To the Child Development Fund and Developimient
Centers for Handicapped Pupils Fund from the
General Fund (Education Code Section 41013 and
California Administrative Code, Title 5, Education,
sections 15050—15052).

Between the General Fund and the Special Reserte
Fund (Education Code sections 42840~ 42843).

From any fund of the district to the Public School
Building Fund (Education Code Section 15746) or
to the State School Building Fund (Education

" Code Section 16095).

To the General Fund ar to the Special Reserve
Fund from the Bond Interest and aRedemption
Fund after all principal and interest payments have
been made (Education Code sections 15234 and
15235).

s v
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8990 Other Incoming Transfers

Record income received from funds of lapsed or
reorganized school districts and any other i income
from transfers not otherwise classified.

Miscellaneous Funds

Education‘Code Section 41604 covers “miscel-
laneous funds” under classifications 8480 (federal),
8580 (federal and state), 8680 (state), 8780
(county), and 8880 (local). Sources of -funds
classified as miscellaneous under this section are
(1) royalties and bonuses; (2) rentals; (3). income
from property not subject to tax; and (4) pay-
ments in lieu of taxes.

Royalties and Bonuses - ¢

Record the total amount of payments of all ora’
portion of the royalties and bonuses received from
the operation of any law under the terms of any
agreement. For example, royalties on federal min-
.eral deposits are accoynted under 8481, ‘“Miscel-

laneous Funds™ (federal). Classifications by source
are s follows:

" Federal

8481 .
8581 Federal and state
8681 State
8781 County
8881 Local

Rentals

Record the amount by which the total of all
- payments received for the rental of property
owned by the county superintendent of schools or

by the school district and not on the tax rolls of

the county or district exceeds the.actual expense
of operating and maintaining the property Clasmﬁ
cations by source are as follows:

- 8482 Federal P
8582 Federal and state ’
8682 State . * =
8782 County . 5
8882 . Local - o

Income from Property N6t Subj?ét to Tax

Record the total of all payments received from,

or on account %f, property of a school district or -

of 4 county superinterident of schools or any other
property within ﬂﬁ..district, county, or state that is
2 . (Y3 :

. W
\)‘ . ! - '"’?'\ -

»

not being assessed for tax purposes and not being

used for school purposes. Classifications by source
are as follows:

Federal

8483

8583 - Federal and state
8683 State -
8783 County

8883 Local

Payments in Lieu of Taxes

Record the total of all payments made in lieu of
taxes and received by the county superintendent of
schools or school district. \Examples are levies on
aircraft, baled cotton, or federal housing; head-day
tax on livestock; and license fees on trailer coaches.
Classifications by source are as follows:

8484 Federal -
8584 Federal and state
8684 State *

8784 County

8884 Local

(%
Abatement of Income

When part qr all of the income of a school
district or office -of a county superintendent of
schools must be réturned’ to the source from which
it is received or prorated to participating districts
for a specific project, the transaction shall be
accounted as an abatement of income. In other
words, abatement of income is the cancellation of
a 'part or the whole of Any specific receipt
previously recorded. Such cancellations of previ-
ously recorded receipts usually result from tax

_refunds, refunds of money received from state or
I federal sources, refunds of monies previously
Teceived in error, or the distribution of monies

eceived for others. The accounting for such
ansactions in thls manner keeps both income and
. expenditures in true perspectlve and maintains
- proper balance of the two.

, ‘Uniformity in accountmg for abatements oéﬁ
mcome is required to secure comparable fiscal ot

records.and reports of school finances. Accuracy in

the récords requires proper use -of 'a correct -

accounting procedure for the elimination from the
fiscal records of those items representing cancella-
tions of previous fiscal transactlons or parts of
them. d

-9



‘Accounting Procedure

L]

- Payments that represent cancellations or reduc-
tions of receipts must be accounted as abatements
of income previously recorded by abating such
payments to such income account, thereby elimi-
nating any.charge to an expenditure account. Such
payments must be accounted by abating the
income account for the original source during the
fiscal year in which the payments are made,
irrespective of the fiscal year in which the original
receipt was recorded, even though such payments
may in some cases exceed the actual income of the
fiscal year in which the abatement is made and
thus result in negative balances in the accounts, or
entries in reports. Abatements of income shall be
recorded as they occur and shall not be accymu—
lated until the end of the fiscal year.

Because payments that constitute abatements of
income are not expenditures, they are not subject
, to appropriation control. However, any abatement
" of income that -constitutes a major reduction of
income in comparison with- estimated income
should be recognized as requiring a corresponding
reduction in estimated income and reserves, or
requiring a reduction in actual appropriations.

The following kinds of transactions shall be
accounted as abatements of income:

‘1. Tax refunds
2. Rental refunds
3. Tuition refunds !
a. To students, parents, or guardians

b. To other distjicts on account of over-
payments

4. Refunds of UICth"f,tOm ederal sources
inghH f"f'qom tate sources -
aeniss received in error

"

v 7. Dlst.myﬁti(m ’§r ploration of monies received

by a loc
districts.

\

Because it is ‘often difficult to distinguish be-
tween recexpts that should be treated as abate-,
ments of expenditure and those that should be
, treated as income, a list of income receipts is
presented- also. The following receipts must be
accounted as income (income classifications are
shown in parentheses): -

' oper ting agency to operating

Income

/

-

{

1. Tuition (8910, 8920)
a. Adult education tuition (8920)
2. Fees (8870)
a. Teachers’ and employees’ examination
. fees (8879)
b. Certificate fees (8879)
c. Transcript fees (8879)

3. Rentals (8782, 8850, 8882)
a. Civic Center (all charges) (8782, 8850,
8882) '
Classrooms (8782, 8850, 8882)
Easement leases (8782, 8850, 8882)
Houses (8782, 8850, 8882)
Sites (8782, 8850, 8882)
4. Collections for' use of swimming pools,
tennis courts, and the like (8879) -

. Library fines (8890)

6. Receipts from sale of junk or salvage
material no longer needed (8842)

. Contributions and gifts (8890)

8. Receipts from sale of courses of study,
printed forms; and the like (8845)

9. Amounts received from forfeitures of
surety -or indemnity bonds because of
noncompliance with contracts (8890)
Interest on deposits and investments
(8860) "
Outlawed warrants and other warrants can-
celled in a fiscal year subsequent to the
year of expenditure (8890)

Receipts from sale of land and buildings
(except that receipts from the sale either of
a portion of a new site or of buildin
improvements. thereon shall be accounted
as abatements of expenditure) (8843)

..Receipts from teacher-training institutions"
for practiee teaching services (8890)

oo g

(9]

~

10,

11.

12.

Accounting for Certain Apportionments
(Loans)

Certain apportionments that the State of Cali-
fornia currently authorizes to be made to districts
from the State General Fund are loans and dq not
constitute grants or subventxons Because such
apportionments sare . nonrevenue receipts, which

‘increase a district’s liabilities, they should not ber
accounted for as income. These apportionments

47



are advances made to eligible. districts for the
following purposes:

l To aid in establishing (a) special training
schools or classes for the education of
mentally retarded minors who come within
the provisions of Education Code Section

+ 56515; or (b) special schools, classes, or
integrated programs for which a qualified
special teacher is provided for educating
physically handicapped- minors who come
within the provisions of Education Code
sections 56700 and 56701 (Education Code
sections 56536-56541)

2. To aid newly organized ¢lementary school,
high school, or unified school districts

[

(Education Code Section 41360)
To provide emergency apportionments (loans)

to school districts as provided by Education
Code sections 41310 and 41320--41324

When such an apportionment has been made by
the Superintendent “of Public Instruction, a state
warrant is.-issued by the State Treasurer for the
‘entire amount., Thegylaw specifies that the county
treasurer recei ich a warrant shall deposit it to
the credit of the/ General Fund of the district
designated in the apportionment. The district
records should reflect the receipt of the crudit.

Exuample:
Darsn Accuunis Debn Credi
4 10 7!1. Cash in COuan Taedaufy $5.360

s ccount Payable, State,
(Long Term Debt) 35 360

. ‘To regory credit received for a loan fivin the State General Fuild
to finance. the establishment of the new classes for the mentally
retarded ($2,680 payable during 1971-72 and $2.,680 payable
during 197273) ' '

-

The repayment of the loan will be automatically
accomplished by the withholding of half of the
" amount from regular apportionments being cred-
ited to the district during each of the next two
fiscal years. The practice of the State Controller is
- to make the withholdings over a period of four
months—February, March, April, and May Accord-
ingly, during each of those months (in'1973 in the
above example), one-eighth of the tdtal loan will
be subtracted from the amounts otherwise due the
district from the State S¢chool Fund in accordance
with . regular apportionment calculations’. This
means that the _credit to the district funds an-

nounced by the county.superintendent will be
smaller by the same amount than the announce-
ments by the State Superintendent of Public
Instruction would indicate. District records must
reflect this . transaction in each of the months
named in each of the two years following the year
of the loan so that the liability will be properly
cleared and the proper State School Fund appor-
tionments credited. In the above example of a
loan, the entry to be made by the district and
repeated seven times in the respective months is as

follows:
Date Avcounts Delbsit Cradit
2-20-72 Account Payable State $670
Basic land Equali-
zation Aid $6/0

1o record the withholding Ly the state of one elghlh ot the
amount of the long-term loan received 4-10-71

‘Any statement of financial condition prepared
from the district records during or at the close of
the fiscal year will shovf?, if the foregoing proce-
dures are used, the proper amount of lability to
the state. This accounting procedure is indicated
by the instructions that accompany ‘the Annual
Report of Current Liabilities, Form J43. The
proper recording by the district of amounts with-
held by the state is also ingtluded in the specific
audit instructions to acﬂé)untants conducting
annual audits. :

The }epaymcxll of a loan under Education Code
sections 41320 41324 js done in the same man-
ner, except that the principal repayment must be
accompllshed over not more than a Ihrﬂe-year
period (EducationCode Section 41323).

The interest and principal payment due annually
on this emergency loan will be withheld from the
school district’s regular apportionments. However,
the district must:- record the amount due for
interest as a current expenditure under expenditure
classification 5800, Other Services and Expense for

'Adni?tustrat:ve Districtwide Operation. -

All loans; e.g., state emergency apportionments

(loans), loans from a county board of supervisors,

tax anticipation notes, and transfers (loans) from
special. or restricted funds., of the district
(Education Code Section 42603) should be
recorded in the same .basic manner as described m
this section.

I-11
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Expenditures
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The Education Code limits school district expen-

- ditures to the amounts appropriated for the several

major expenditure classes by the adoption and
approval of the school distrigt budget or by
subsequent intrabudget transfer: Because of this
budget or appropriation control of expentfitures,
the budget and all documents dealing with appro-
priations must be prepared according to the same

classification plan as that employed in the account-.
ing of expenditures. Similarly, financial reports for -

local use as well as those prepared for county,
state, or federal use should follow the same
classification plan in order that their reliability for
. comparative purposes is not impaired.

A basic classification by object is the most
suitable instrument for the classification of expen-
ditures within a specified “program.” Object classi-
fications are for the most part self-explanatory,
such as “teachers’ salaries” or ‘“‘custodians’ sala-
ries.”” The purpose or “‘function” that the employee
serves is -covered by the program designation. The
numbering system used is adaptable for use with
manual systems a.pid with data processing equip-
ment. The system is designed to be used either in
its minimum required form or in expanded form to
allow for as many subaccounts as desired.

County auditors and county superintendents of
schools who maintain detailed records of the
financial transactions of school districts for budget

control of expenditures or ‘for any other purpose

are required to use this' manual as a guide.
 Districts should identify the origin of each
school 'district expenditure by designating the
appropriate program and object classifications on
the orders or requisitions, commonly called war-
rants or ‘warrant registers. The officials of the
school district who have direct knowledge of the
nature and purpose of each expenditure should
make decisions regarding the object classifications
~ to be used for each expenditure at the time that

G T8
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commitments are made. The account or accounts

to be charged should be selected when goods or
services are ordered or when certificated or classi-
fied employees are assigned or reassigned. ,
Insofar as it is feasible, notices of employment,
copies of contracts, and other school district .
documents relating to expenditures or to commit- .
ments that will become expenditures should bear

"the designation of the object for review and

approval of county superintendents of schools.
This procedure permits any questions concerning
the classification of expenditures to be settled
promptly. One decision regarding object classifica-
tions can thus serve for the several disbursements

- to be made at future dates, such as monthly salary

payments. Furthermore, this procedure is neces-
sary if the encumbrance plan of. accounting is
employed by either the school district or the
county superintendent of schools.

Whether or not object classifications are shown
on commitment. documents, such as notices of
employment and copies of contracts, all school
district orders should show the object classifica-
tions applicable to such disbursement. A part of
the examination and approval of such orders by
the county. superintendent of schools should con-
sist of making sure that the object classifications
are -correctly designated. County superintendents
of schools should serve as coordinating officers to
ensure that all school district officials understand

~and apply unif‘ormly the definitions and instruc-

tions contained in this manual. Where necessary,
county superintendents should consult school dis-
trict officials regarding each seemingly incorrect
designation of the expenditure classification and
advise the school district of any changes made by
the office of the county superintendent.

County superintendents of schools, when draw-
ing requisitions on the funds of school districts in
those relatively infrequent instances in which they

L



are authorized or required by law to initiate the
disbursements, should designate the object classifi-
cations applying to such payments and inform the
district of the date, payee, purpose, amount, and
object classifications of each requisition so drawn.
County superintendents should also notify the
_school district of the date, purpose, amount, and
object classifications of any amount withdrawn
from the funds of the school district other than by
district order or county superintendent’s requisi-
tion and of the amounts withheld from apportion-
ments of state funds that are to be treated as
expenditures, such as the amount withheld for
district repayments of school building apportion-
ments.

The object classifications should be designated
on every warrant or warrant register so that county
superintendents of schools may maintain the
accounting records of expenditures' necessary for
budget control of expenditures and for annual
repoft purposes.

The instructions in-this part of the manual are
applicable to the budgeting, accounting, and
reporting of the General Fund and of all special
funds of every school district. The designation of

b‘bbject classifications applicable to any partic-
ular ‘expenditure shall not be understood to mean
that such expenditure represents an expenditure of
the General Fund or of any particular special fund.
The selection ~of Wthe fund for any particular
expenditure must be mdde in accordance with the
provisions of law; and _if two or more funds
may legally be employed, the determination of a
particular fund must be made by action of the
governing board of the bchool district or of its
administrators.

The instructions in this part of the manual
.provide for the uniform identification and classifi-
‘cation of. all expenditures df school districts and in
the County School Service Fund fiscal operations.
They should be employed in the day-by-day
accounting of expenditures during a fiscal year, in
the preparation of the budgets of the County
School Service Fund and school districts prior to,
or at t.he beginning of, the fiscal year, and in the

"\

(ounty superintendents of schools are required to mamtain
controls of school district expenditures by ubjects under the pro-
visions of qucatlon Code sections 41014 and 42600, ‘

[ 4

preparation of periodic finangial reports, including
annual financial reports at or after the close of the
fiscal year. They should be used as guides in the
accounting of the district expenditures by all
officials of a district who have fiscal responsibilities
and by county superintendents of schools and
members of their staffs. ™
The school district and County School Service
Fund “Annual Financial and Budget Report”
furnished by the Superintendent of Public Instruc-
tion contemplates the use of the accrual basis for
the accounting of expenditures and use of a partial
accrual basis for the accounting of income of the
funds of school districts and the County School
Service Fund, except for the Bond Interest and
Redemption Fund. The accounting and reporting
of school district Bond Interest and Redemption
funds either on the cash basis or the accrual basis,
as determined by each county auditor, is accept-
able to the Superintendent of Public Instruction.

GENERAL INSTRUCTIONS

School d‘istrictSK and couuly supcritendents of
schools are required to report expenditures accord-
ing to the object classification plan presented in
this part of the manual.

Objects of expenditure represent all the things,
whether goods or services, that may be purchased.
Examples are salaries, supplies, and equipment.

Objects of expenditure may be classified in
many different ways. They may be grouped under
summary headings, or they may be presented in '
great detail. Grouping under summary headings
reduces volumne --at the expense of clarity. Greater

"detail improves understanding but is costly to

proﬂuce In actual practice, considerable detail is
used in developing budgets and recording expendi-
tures; then, for reporting purposes, this detail is
summarized under- more general classification
headings. .

All objects of expenditures listed in Part Ifl,
hxpendltures must be maintained by all school
districts and county superintendents of schools in
their day-to-day aecounting of expenditures during
a fiscal year. The use of these objects will facilitate
the -preparation of budgets and the various finan-
cial reports requested by federal, state, county, and
local agencies.
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Muumum budg‘etary control of school districts’
‘accounts by offices of county superintendents of

schools must be maintained on the following major

object of expenditure classifications:

. 1000 Certificated Salaries
2000 ( Classified Salaries
3000 Employee Benefits
4000 Books, Supplies, and Equip-
. ment Replacement N
5000 Contracted Services and Other
B Operating Expenses
6000 Capital Outlay
700Q Other Ou
79?)0. Appropﬁnon for Con-
tingencies :
SECTION A

Objects of Expenditure Classifications,
Their Content, and Instructions.
‘Regarding Their Use

"~

i 1000 Certificated Salaries , -~

Certificated salaries are salaries for services that require a
credential or permit 1ssl|ed by the Commission for Teacher
Preparation and Licensing. '

Salaries paid to an employee on leave of absence- shall
continue to be charged in the same manner and to the same
accoynt classification as was applicable while the employee
was in active service for the district.

11 OO Teachers’ Salaries :'i

. Record the full-time, . part-time, and prorated por- g
. tions of salanes for all certificated personnel
.employed to teach the pupils of the district or
pupils in schools maintained by a county super-
intendent of schools. Include sglaries for teachers
of special ¢lasses, teachers of exceptional children,
teachérs of physically handicapped and mentally
retarded minors, substitute teachers, and instruc- .
tional television teachers.

The separate recording of teachers’ salaries is
required by Education Code Section 41011 and is
limited to salaries of certificated employees paid to '
teach the pupils of the district or pupils in schools
maintained by a county superintendent.

The following comments, interpretations, and defi-
nitions are included to guide school officials in

7z

determining whether the total salary or a portion
of the salary should be charged to classification
1100, Teachers’ Salaries.

The total salary is recorded in classification 1100,

. Teachers’ Salaries, under the following conditions:

The teacher is an employee of the district/office of
the county superintendent in a position~requiring
certification qualifications. The teacher’s duties
require him to teach pupils of the district for at
least one full instructional period on each school
day for which he is employed, and he i3 assigned no
duties other than those that are connected with, or
are extensions of, classroom teaching. Such activi-
ties are limited to the following:
1. Preparation for and evaluation of classraom
~ work
2. Extracurricular activities that arise out of
classroom work and are an extension of it
(e.g., class or club Sponsorship,'supervisio_n at
school functions, or chairing of an academic
department)
. Management and instruction in a study hall
4. Duties that are ordinarily assigned to certifi-
cated personnel in connection with' the cus-
tody and control of pupils at recess, lunch
time, after school, or at other times

w

The salary must be prorated under the following”
conditions: ]

If a certificated employee teaches at least one
instructional period each day that he is employed
to teach and is also assigned other duties neither in
connection with, nor extensions of, classroom
teaching, his salary must be prorated and recorded
in classification 1100, Teachers’ Salaries, and in the
other classifications that provide for recording the

.expenditures for the other assignment. The amount -

recétded in classification 1100, Teachers’ Salaries,
is the product of the employee’s complete salary
afid the fraction of the full-time school day of the
employee spent as a classroom teacher in the
performance of duties that are in connection with,
or an extension of, classroom teaching, as limited
herein. The remaining portion is therr‘fcharged 40
the classification in which expenditures for the’
other assignment are recorded. It should be un‘ger-
stood that some of the other assignments may
pertam to work outside the field of teaching; and if
a teacher performs such assignments, it will be -

]
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1200

1300

11400

necessary to prorate a portion 6f the salary .to
suboidinate classifications other than 1100,
Teachers’ Salaries, :

' The term other assignments includes, but is not -

limited to, assignments usually and specifically
assigned to certificated persons employed in the
following types of positions:

1. General sﬁpgismors, coordinators, directors,

specialists, conisultants, supervisors of special

subjects or grades, and certificated assistants

2. Principals, vice-principals, assistant princi-
pals, deans, and assistant deans in individual
schools -

3. Librarians, assistant librarians, audiovisual
personnel, counselors, nurses, psychologists,
psychometrists, audiometrists, and guidance
and atténdance personnel

The term other assignments also includes, but is
not limited to, assignments usually and specifically
assigned to persons in the classified service em-
ployed as school bus driver, custodian, secretary to
the governing board, and supervisor in transpor-
tation. ° ' -

School Administrators’ Salaries .

Record thesfull-time, part-time, and prorated por-

tions of salaries of principals, vié&rincipa.lsl;
administrative deans in individual schools, and
other personnel performing similar duties.

Supervisors’ Salaries

Record the full-time, -part-time, and prorated por-
tions of salaries for certificated personnel engaged
in the supervision of instruction, including gerieral
supervisors, coordinators, directors, consultants,
and supervisors of special subjects or grades and
their cemﬁcated assistants.

NOTE: The term supervision is used to designate
those activities having as theire purpose the ictual
improvement of instruction under the direction of
supervisors and assistants. Such activities include (1)
personal conferences with teachers on instructional
problems; (2) classroom vimatlon (3) group confer-
ences with teachers; and (4) demonstration teaching.

Librarians’ Salaries

* Record the full-time, part-time, and prorated por-
“tions of salaries of all certificated personnel per-

forming services of a librarian. |
P 3
. s

1500 Guidance Welfare and Attendance Salaries

Record the full-time, part-time, and prorated por-
tions of salaries of social workers and all certifi-
* cated personnel doipg pupil personnel work;
psychologists and psychometrists; and counselors.

1600 Physical and Mental Health Salaries

Record the full-time, part-time, and prorated por-
tions of salaries in -payment of health services
rendered by physicians, oculists, dentists, and
" dental hygienists, nurses, - optometrists, school
audiometrists, psychiatrists, otologists, ‘chirop-
. odists, and such other personnel as are authorized
in the field of physical and mental health and who
are on the payroll of the school district.
Expenditures for health services by personnel not
on the payroll of the school district are recorded in
4 classification 5100, Contracts for Personal Services
' _.of Consultants, Lecturers, and Others.

1700 Superintendents’ Salaries '
Record the full-time, part-time, and prorated por-
tions of salaries of superintendents and of deputy,
associate, area, and assistant superintendents in
districts and offices of county superintendents of
schools (Education Code sections 35028, 35030,
44065, 44066, 44069, and 35029). - -

1800 Other Certiﬁca(ed Salaries of .District and
County Administrative Ofﬁces '

Record the full-time, part-time, and prorated pgr-
tions of salaries of administrative assistants and
directors of administrative activities such as pupil
services or special projects. )

1900 Other Certificated Salaries

Record full-time, part-time, and prorated portions
of salaries for all certificated personnel that do not
fall within one of the categories specified (e.g.,
tesource specialist, program specialist, certificated
civic center employee, resource teacher not per-
forming duties as classroom teacher, and certifi-
cated noon playground supervisor).

2000 Classnfied Salaries

Classified salanes are salaries for services that do not require
a credential or permit issued by the Commission for
Teacher Preparation and Licensing.

Salaries paid to an employee on leave of absence shall
continue to be charged in the same manner and to the same

Yy
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account classification as was applicable while the employee '

was in active service for the district.

v

2100 '. Salaries of Instructional c‘Aides for' Direct
Teaching Assistance

Record total salaries paid to instructional aides
who are required to perform any. portion of their
duties under the supervision of a classroom teacher
or a special education resource specialist (Educa-
tion Code sections 56334 and 41011).

- 2200 Classified Salaries of Personnel in County
Superintendents’ Offices and District
Administrative Personnel

Include governing board members and personnel
commission members. Record the full-time, part-
time, and prorated portions of salaries of super-
visory personnel who are business managers, con-
trollers, directors, chief accountants, supervisors,
purchasing agents, assistant superintendents, and

superintendents. (For assistant superintendents and

superintendents, see Education Code sections 35028,
35030, 44065, 44066, 44069, and 35029).

2300 Clerical and Other Office Salaries

Record the full-time, part-time, and prorated por-
tions of salaries paid to clerks, secretaries, accoun-
‘tants, bookkeepers, machine and computer opera-
tc')-\iﬂd-swnchboard operators under the appro-
priate program(s) for which they serve.

2400 Maintenance and Operation Salaries *

" Record the full-time; part-time, and prorated por-
tions of salaries paid to maintenance and operation
personnet as follows: -

Maintenance: carpenters, painters, plumbers, elec-
tricians, and so forth.

Operations: custodians, matrons, general utility
workers, firemen, dairy workers, watchmen, gar-
deners, elevaior operators, warehouse workers,
delivery persbﬂtfel, truck drivers, and so forth.

2500 Food Service Salaries

Record full-time, part-time, and prorated portions
of salaries of nutritionists, cooks, helpers, and all
other food service personnel except those engaged
in the management of the food services program on
a districtwide basis. The salary of a classified
director of food services at a single site is recorded
under object classification 2500.

The salary of a classified director of food services,
if districtwide, is recorded under object classifica-
tion 2200, Classified Salaries of Personnel in
County. Superintendents’ Offices and District
Administrative Personnel.

The salary of a certificated dlrector of food
serviced, if districtwide, is recorded under object
classification 1800, Other Certificated Salaries of
District and County Administrative Off:ces

2600 Tran.s'portatton Salartes

Record the full-time, part-time, and prorated por-

tions of, salaries paid to bus drivers, mechanics,

field coordinators, gasoline pump attendants, and

-all other personnel whose assignments are related
. to the transportation of students. ’

2900 Other Classified Salaries

Record fuli-time, part-time, and prorated portions
of salaries not identifiable with object classifica-
tions 2100 through 2600 (e.g., noon supemsnon
personnel, students, community aides, health aides,
library aides, and building inspectors).

3000 Employee Benefits

Record all expenditures for employers’ contributions to
retirement plans and for health and welfare benefits for
employees or their dependents, retired employees, and
board members.

3100 State Teachers' Retirement System Fund

»

3200 Public Employees’ Retirement Fund

3300 Old _Age, Survivors, Dtsabtlu‘y. and Health
Insurance

00 Health and Welfare Benefits

3410 Health and Welfare Benefits for
Teachers and Instructional Aides

3420 Health and Welfare Benefits for All
. Other Employees

3500 Srate Unemploymént'ln.;urance

3510 Unemployment Insurance for In-
structional Aides

3520 Unemployment Insurance for All
Other Employees
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3600
3900
4000

T —
Workers' Cqmp.ensation Insurance
Other Benefits |

Books, Supplies, and Equrpment Replace-
ment

K

Record under the&:ropnate subclassification all purchases
by contract or by purchase order for books, supplies,’ and

equipment replacement;
cartage.

include costs for freight and

4100. Textbooks (In' accordance with. state re-

quirements)

Record under the appropriate sq'bclassiﬁcation the
total amount expended each year ¢on supplemen-

tary textbooks or basic textbooks; include’ teach-

ers’ manuals and teacher editions. Definitions to be
employed in classifying the expenditures follow:

Elementary

For elementary school, including grades seven -and

eight of junior high school, “state ‘textbooks™ are

" those textbooks adopted by the State Board of

Education for use in £lementary sc¢hools. b
A *‘basic textbook’ i§ a volume intended for use by
pupils as a principal source of study material for
the completicn of a subject or course. In style,
organization, and content it should meet the basic

requirements of the subject course foP which ll is

intended.

A “supplementary textbook™ is a volume that
covers part or all of a subject or course bwt is not
mtended for use as a basic textbook. A’ supplemen

: tary textbook is mtended to supply information in

addition to,. or in extension of, information pre-
sented’ in- the regular _or basic textbook. The
governing board "r'ney' purchase and adopt supple-
mentary textbooks in addition to those free text-
books supplled to the district. “Supplementary

" textbooks” shall be distinguished from reference or

library books by the fact that they are supplied in

- quantities permitting use by a group or the entire

class.

Teachers’ manuals and teacher editions rela'te to

the specific basic or supplementary texlbtmk in-.
- tended for teachers use rather than for pppﬁs
use. ‘ . ‘ﬂ." v

High Schoal-.
For high school, including grades nine through
twelve, “‘textbooks™. (as defined in the California

Administrativée Code, Title 5, Education, Section
9540 [a]) that ase adopted for use as high school
textbooks by ‘the governing board of the district

- under provisions of Education Code Section 60400

4200

~
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) Record under

shall be recorded in ciessiﬁcation 4100, Textbooks,
Eduedtion Code Section 60400 provides that only
textbooks produced by publishers who have filed a
bond with the State Board of Education may be
adopted by the governing board of a school district

for use as textbooks in the schools of the district. ™

School officials should distinguish textbooks»on
_ the basis of adoptions made by the governing boﬁd
of the district. }

Teachers manuals and teacher editions relate to
the specific basic or supplementary textbook in-
tended for teachers’ use rather than for puplls use’,

. 4110 Textbooks (General Purpose Funds) * -

Record regular purchases of textbooks.

4140 Textbooks (Education Code. Section

\ 60242, Kindergarten Through Grade
Eight Only)

Record purchases of textbooks with funds

apportioned by _the state for instructional
materials purposes under Educatxon Code
Sectlon 6(5242 “_ .

Other Booksr N

the appropriate subclassification
expenditures for (1) books that have not been
adopted by the proper authority for use as text-
books; (2) books such as reference books that are
available for general use by students even though
such books may be used solely in the classroom;
and (3) all other books used for_ reference purposes
supplied in quantities too small for group use. In
accordance with state requirements, library books
are included.

“Expenditures for periodicals, magazines, work-

bdeks, test materials, drill books, or, exercise pads

" and Department of Education bulletins and the like
“recorded . unider j object classlﬁcatlon 4300 .

are
Instructional Materials und Supplies.

Expendltures ,for school library books for-a new -

school library or for material expansion are re-
corded under object classification 6300, Books and

" Media for New School Libraries or Major Expan-

sion of School L:braries

>
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4300

1400

421 0 Other Books (General Purpose Funds)

Record regular purchases of other books.

4240 Other Books (Education Code Sec-
tion 60242, Kindergarten Through
Grade Eight Only).

Record purchases of other books  with
funds apportioned by the state for instruc-

tional materials purposes under Education
- Code Section 60242),

Instructional Materials and Supplies

Record under the appropriate subclassification
expenditures for all supplies to be used by pupils,
teachers, and other personnel in connection with
the instructional program. Include all tests, peri-

" odicals, magazines, workbooks, and any other
supplies used in the classroom. Exclude any items

of equipment as defined in Part IV.

4310 Instructional Materials and Supplies
(General Purpose Funds)

Record regular purchases of instructional
materials and supplies.

4340 Instructional Materials ..(Education

Code Section 60242, Kindergarten
Through Grade Eight Only)

Record purchases of instructional materials
Wwith funds apportioned by the statr for
instructional materials purposes ndes Py
cation ('nde Section AN74)

Instructional Media Materials and Supplies
Record under the appropriate subclassification
expenditures for purchases, only. of all instruc
tional media materials and supplies for use in
library and audiovisual programs. Exclude any
items of equipment as defined in Part IV,
Expenditures for rentals of materials are recorded
under object classification 5600, Conrracts. Rents.
and Leases.

“Instructional media materials” means those
printed and published instructional materials that
are suitable for use by, and are to be used by.
children and teachers in elementary and secondary
schools and in library and audiovisual programs and
that with reasonable care and use may be expected
to last more than one year Include such items as

3
L]

periodicals,\ c‘li;cuments, pamphlets, photographs,
reproductions, pictorial or graphic works, musical
scores, maps, charts, globes, sound recordings
(including But not limited to those on- tapes and
discs), processed slides, transparencies, | films, film-
strips, kinescopes and videotapes, processed .micro-
film, models, realia, or any other printed and
published or audiovisual materials of similar nature
made by any method developed.

“Instructional media supplies” means those sup-
plies necessary for the cataloging, processing, stor-
age, and retrieval functions of the instructional
media program. Supplies include, but aré not
limited to, blank magnetic audio tape and video-
tape, unprocessed photographic ﬁlm,-unprocessed
transparency film and transparency production
supplies, and other supplies necessary for book and
audiovisual cataloging and processing. This term
does not include furniture and equipment neces-
sary for the media program.

Expenditures for motion picture film and video-
tapes of a material cost are recorded under object
classification 6410, Audiovisual Equipment.

41410 Instructional Media Materials (Gen-
' eral Purpose Funds Only)
Record regular purchaces of instinetional

media materials

1170 “Instructional Media Supnlies ((ien
eral Purpose T unds On'y)

Record IPgI]lal prvrehac s o insteag tinnal

medin cuppliec

1110 [nstrustional Media Materinls {Edu-

cation Code Secticn 60247 Kin
dergarten  Through (lrade Fight
Only)
Record purchases of instructional media
materials with funds apportioned by the
state for instructional materials purposes
under Fducation Code Section 60242,

4500 Other Supplies

Record expenditures for other supplies such as
custodial, gardening, and maintenance suppliest
other supplies for, operation, repair, and nupkeep of
equipment, buildings and grounds, and vehicles:
and other medical and affice supplies, .
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4600 Pupll Transporta!lbn Supplies

Record expenditurés for fuel, oil, tires, parts for

repair small tools, and so forth.

4700 Food Services
~ Record under the appropriate subclassification

expenditures for all food afd supplies used in food”

service programs or in 2 particular program or
prOJect ’

4710 Food

Record expendltures for food used inefood
service programs for breakfast, snacks,
lanch, and so forth, other than for instruc-
tional purposes.

Expenditures for food used for instruction
in a regular classroom: {e.g., in a cooking
class) are recorded under object classifica-
tion 4300, Idfrructional Matérials and
Supplies.

4720 Meals for Nbedg\}’upils
- 4790 Other Food Services Supplies
L TN
4800 EquipmengReplacement

Record expenditures for articles of equipment, as
- defined in Part IV, that are replaced on a piece-for-
piece basis.

5000 Contracted Services and Other Operating
Expense¥ ‘

Record expenditures under contracts for personal services,

rents and leases, and other operating expences euch ac dnee,

travel, insurance. utilities, and legal.

5100 Contracts for Pérsonal Services of Consul-
tants, Lecturefs, and Others for Direct
Assistance to Teachers, Pupils, or the Cur-
riculum or Heaith Programs

5110 Contrafts for Personal Services (Gen-
eral Purpose Funds)

de Western Association of Schools

and Colleges (WASC) reports and testing

services. Record expenditures under con-

tracts for services provided by the county

superintendent of schools, ether school
!

districts, or private enterprise.
- .

5140 Contracts for Personal Services (Edu-
cation Code Sectign 60242, Kin-

5300

5400

26

dergarten Th:ough Grade Eight
Only) -

Record expenditures for personal services
of consultants to assist in use of state-
adopted-instructional materiald with funds
apportioned by the state for instructional
materials purposes under Education Code
Section 60242. Record alt' other expen-
ditures for personal services under classifi-
' ' cat’ion 5110.° >

Travel and Conference Expense

Record reimbursements for actual and necessary
expenditures incurred by employees and other
district fepresentatives for travel and conferences
(Education Code sections 35044 and 44032).

Dues and Memberships

Record the membership fee of any district or
school in any society, association, or organization
as authorized by Education Code Section 35172.

Record the membership fee of the governing board
in_any organization as authorized by Education
Code Section 35172. -

Insurance

5410 Fire and Theft '

Record expenditures for all forms of insur-
ance covering the loss of, or damage to.
property of the school district from fire,
theft, storm, or any other cause. Also
record here costs for appraieals of property
for insurance purposes

5420 Liability Insurance
Record expenditures for insurance cover
age of the district, its officers, and em-
ployees against losses .resulting from
property damage or public liability.

5430 Fidelity Bond Premiums

Record expenditures for any bonds guaran-
teeing the school district against losses
resulting from thd action of its employees.

5440 Pupil Insurance
Record expenditures for accidental death
insurance and medical and hospital insur
ance for pupils.



5500

"5600

5700

SRON

5900

Utilities and Housekeeping Service.;

Record expenditures for water, fuel, light, power,
" telephone, waste disposal, laundry and drycleaning,
and so forth. Include contracts for these services.

Contracts, Rents, gfid Leases

Record payments for rentals for, or leasing of,
land, playground sites, athletic fields, eqmpment
" ~and buildings.

- Record payments to independent vendors - for
purchase “orders or contracts for transportation,
maintenance, and repairs to bulldlngs or equ:p-
ment. ‘
Record contracts with architects for repairs.

Record contracts for audiovisual services, library
services, and services not otherwise designated.

Legal, Election, and Audit Expenses
Record assessments for other than capital improve-
ments, including state assessment for nonuse of

school sites.

Record advertisements of bond sales and advertise-
ments required by law.
Record judgments, lawyers’ electinn costs,

audit costs, and so forth.

fees,

Assessments for capital improvements are recorded
under object classification A100 Sites and Im
provement of Sitex.

Advertisements n-\t requirel hy law (e g . employ

ment notirrY are e ded ey byt banaifi

tion SRON

Other Services and Expenss for Administra
tive Districtwide Operation

Record expenditures for surveys, appraisals, and
costs of and interest on loans; physical examina
tions: fingerprinting: X rays: payments for damage
to personal property: advertisements not required
by law;.and so forth.

Appraisals in connection with site purchases are
recorded under object classification 6100, Sites and
Improvement of Sites

lﬁ{erprogram dharges and Credits for Direct
and Indirect Support Services

This object classification is not a bu(igetar_v classifi
cation but is a fransfer classification to be used
only to transfer interprogram debhits and credits for

6000 Capital Outlay

direct and indirect support services, materials, and
equipment. (See discussion on procedure in Section
B, Part 111.)

~

Record under the appropriate subclassification capital
outlay expenditures for sites, buildings, books, and new
equipment.

6100 * Sites and Improvement of Sites

(200

Record expenditures for each of the following:

Acquisition of land and additions to old sites und
adjacent ways. Include incidental expenditures in
connection with the acquisition of sites, such as
appraisal fees, search and title insurance, surveys,
and condemnation proceedings and fees. If a site is
not purchased after the appraisal or survey, record
the expenditure in classification 5800, Other Ser-
vices and Expense for Administrative Districtwide
Operation. Include demolition costs for removal of
old buildings on newly acquired sites. _
Improvement of new and old sites and adjacent
ways. Include.such work as grading, landscaping,
seeding, and planting shrubs and trees; constructing
new sidewalks, roadways, retaining walls, sewers,
and storm drains; installing hydrants; treating soil
and surfacing athletic fields and tennis courts for
the first time: furnishing and installing. for the first
time. fixed playground apparatus, flagpoles, gate-
wayvs, fences. and underground storage tanks that
are not par's of Fuilding service systems: and doing
b in crment

mnection with fmpre:

demolitic-n w
of sites
Payment of specigl avsessme1ts Include assese

ments again~t the school district for capital improve.

ments such as strects, curbe sewers drains, and
pedestrian  tunnele whether  on oy off  schaonl
property

Buildings and Improvement of Bziildiggs
Record costs of construction or purchase of n
buildings and additions and replacement of qbso-
lete buildings, including advertising: agghitectural
and engineering fees; blueprinting; inspection ser-
vice (departmental or contract): tests and examina-
tions; demolition work in connection with con-
struction of new buildings: installation of plumbing:
installation of electrical. spﬁnkliné. or warning

devicea: installatinn  of heating =and ventilating
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fixtures, attachments, and built-in fixtures; and .
other expenditures directly related to. the construg-

tion or acquisition of buildings. =

6300 Books and Media for New School Libraries
or Major Expansien of School Libraries .

6310 Library Books

6320 Library Materials
Refer to object classification 4400, Instruc-

tional Media Materials and Supplies, for
definition of instructional media materials.

6400 Equipment

Record expenditures for initial and additional
items of equipment, such as furniture, vehicles,
machinery, motion picture film, videotape, and
furnishings that are not integral parts of the
building or building service system. Equipment is
defined in Part IV of this manual. "
Piece-for-piece replacements of equipment are
recorded under object classification 4800, Equip-
ment Rgplacémenr. ‘

Initial additional built-in fixtures that are an .

integral part of the building or building service
system are recorded under object classification
6200, Buildings and Improvement of Buildings

6410 Audiovisual Fquipmeny
64207 Library Equipment

.
6430 Food Service Fquipmens

~A440  Pupil  Transportation Foquipmant
Including New Buses

6490 A1l Other Equipment

Note

A district may use day labor or force account within the
, limits of the law (Education Code Section 39649) to
improve new or old sites, construct or improve buildings,
and fabricate equipment. The expenditures for such day
labor or force account, including materials, shall be a direct
charge to the Facilitie§ Acquisition and Construction
. program. Such expenditures may include salaries of mainte-
nance personnel (object classification 2400, Maintenance
and Operation Salaries), fringe benefits (object classifica-
tion 3000, Employee Benefits), and necessary materials and
supplies (object classification 4500, Orher Supplies).

7000

7100

7200

Other Outgo

Debt Service

Debt ‘service consists of experiditurés for the
retirement of debt and for interest on debt, except
principal and interest on current loans (money.
borrowed and repaid during the same fiscal year).

710 Annual Repayment on Account of
Public School Building Apportion-
rent '

7120 Annual Repayment” on Accoimt of
State School Building Apportion-
N ment . :

7130 Bond Rédemption

7140 Bond Interest and Other Service
Charges
Record expenditures for bond interest and
bond and coupon service fees.

7150 Repayment of State School Building
Fund Aid by Warrant to the Stare
Treasurer Out of Proceeds from Sales
of Bonds (Education Code Section
16058)

7160 Payments to Original District for
Acquisition of Property
Record expenditures to cover the liability
of a “rew school district” to the original
district for its proportionate share of the
bonded indebtedness of the original diatrir
(Education Code Sectinn 1147)

7190 Other Paymenis

Outrgoing Tuition

7210 Tuition for Junior HWh School
{Grades Seven and Eight) (Education
Code sections 37062- 37071)

7220 Tuition for Instruction Under Inter-
district Attendance Agreements

Record tuition under interdistrict atten-
dance agreements for general or specific
instructional services, including transporta-
tion, for designated pupils (Education
Code sections 46600- 46610),

55,



7230 Tuition Sfor Instmction Provided in a o dren’s Institutions (Education dee
Tuberculosis or Polio Ward : : sections 42900—-42911). .

Record tuition for education provided in a
tuberculosis or polio ward, hospital, or -
torium maintained by a county or 7280 Tuition for Exceptional Children--

group of counties (Educatlon Code sec- . Record tuition paid for the education of
tions 56750-56752). ) exceptional children for whom no ‘appro-

7 priate 'special education facilities and ser-
- ' vices® are available or can be provided
7240 Tuirion and Transportation of Chil- " 4 (Education Code sections 56030—56038

dren Attending Classes for Handi- " and 56332).
capped

Record tuition and transportation costs of

handicapped (Education Code sections ” Record tuition paid (for current expense
' $850 and 56709); educationally handi- : only) to those regional occupational centers
capped (Education Code Section 56602); or programs operated by other school dis-
multiply handicapped (Education Code tricts not under a joint powers agreemént.
Section 56031); and mentally retarded Also record tuition not otherwise identified.
(Education Code sections 1880, 56519,
and 56529) maintained by a county super- s N(l)te .
intendent of schools or by other school

Interdistrict payments for specific services provided by
one school district for another (such as health, administra-
tion, instruction, or transportation services provided the
7250 Tuition for Regional Occupational pupils of one district by another district) should be charged

" districts.

Centers or Programs (Current - to ebject classification 5600, Contracts, Rents, and Leases,
Expense) and to the appropriate program for the service. When such
Record tuition paid (for current expense  an interdistrict payment is received, it must be accounted
only) to those regional occupational cen- for and recorded on any financial reports of the district
ters or programs operated under a joint receiving the povment ae a seduction of the evpenae fon
powers agreement. (See object ~lassifica- anch cervice.

tion 7290, Other Tuition. for regional

occupational centers or programs operated Example:

by other schonl districte ) Two school districts contract with each ather for

pupil transportaﬁon services. The follawing procedure je
used in reporting such transactions:

District A, which receives pupil transportation ser

)vices. charges object classification 5600. Conracts.

7260 Tuition for Regional Occupational
Centers or Programs ( Capital Outlay )
Record tuition paid (for capital outlay
expense only) to regional occupationzi
centers or programs operated by other’
school districts or county superintendents
-, of schools; and regional occupational cen-
ters operated under a joint powers agree-

ment. ’

Rents. and Leases, and the Pupll"Transpmtatinn pro-
gram. ,

District B, which performs the services, records
income (reimbursement from district A) as an abatement
to the appropriate object of expenditure for such
services and thereby reduces the expenditure charged to
the Pupil Transportation program. (Objects of expendi-
ture that may be abated for such income are classifica-

7270 "Tuition for Nonimmigrant Children, tion 2600 for salaries, appropriate subclassifications of
o Noncitizen Children, and Children ~ the 3000 series for employee benefits, classification
- Residing in Foster Homes and Chil- 4600 for supplies: classification 4800 for equipment

”
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fx'

replacement, classification 6440 for new equipment, and

any others appropriately charged in the"performance of
. the service.)

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

The gross amount expended; the amount recovered by
payments from one or more other districts, and the net
amount of expense are desir. ble for local cost studies.
Costs should be available for state reports 1f requested.

For accounting of interdistrict payments for cooperative
projects, see section {I1-C of this manugl. )

- 7300 Interfund Transfers
‘Record the following trdnsfers:

7310 From the General Fund to the Child
Development Fund and the Develop-
ment Centers for Handicapped Pupils
Fund (Education - Code Section
41013 and California Administrative

Code, Title 5, FEducation, sections
15050  15052)

7320 Between the General Fund and the

Special Reserve Fund (Edwveation
Code cections 42840 42R43)

Ty vYay

T'o the Public School Building Fund
or to the State School R;lilﬂirtg TFund
from All Other U'unds of t4e Disirict
(Education Coile anctions 15746
16095
Record

district that are required to be expended
for the project for which such appartion

el

transfere of any monies of the

ment was made.

7340 From the Bond Interest and Redemp-

tion Fund to the General Fund

Record transfers of monies from the Bond
Interest and Redemption Fund, after all
peincipal and interest payments have been
made.- to the General Fund or to the
Special Reserve Fund (Education Cade
sections 15234-15235).

7390 Other Authorized Inrerfund

Transfers

7400 Other r;';zhsfers

7410 From Funds of a Lapsed or Reorga-

\ = nized School District to Another
School District (Education Code Sec—
tion 35724)

7420 To the County School Service Fund
for the Education of Mentally Re-
tarded Minors

Record. transfers in school districts with
less than 901 units of average daily atten-
dance in the elementary schools of the
district (Education Code Section 1880).
" The funds are raised by a special tax and
transferred by the county auditor.

3

7430 To the County Schdol Servxce Fund
for Special Education Students (Edu-
cation Code Section 1705)

7900 Appropriation for Contingencies (formerly
Undistributed Reserve) _
Appropriation for contingencies is that portion of
the current fiscal year’s appropriation that is not
designated for any specific purpose but is held
subject to the intrabudget transfer; that is, transfer
to other specific appropriations as need~d during

the fiscal year. No expenditur: shall ever ¢
raeorled under this clas~ifi-ati o e vy
Paamific- atinn anly
SECTION, B

Direct Costs, Difdct Support Cost«,
and Indirect Cost Distribution

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

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

Direct Costs

Direct costs are those expenses which can be
charged directly as a part of the cost of a product .
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or service, of a department or operating unit, or of
a program. Direct costs are distinguished from
direct support costs, which can be distributed
among one or more programs, and indirect costs,
which rmust be distributed to all instructional
programs, special projects, and auxiliary programs.

All direct costs charged to programs are classi-
fied as-objects of expenditure. These objects of
expenditure are discussed in detail in Part III,
Section A. (See also Exhibit I-D-1, Normal Object
Classification of Expenditures by Major Program
Functions.) C :

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

Other direct costs such as employee benefits,
substi;ute “teachers’ salaries, and miscellaneous
instructional supplies—costs that are not so easily
related to specific programs—may be charged to
holding (suspense) programs for subsequent real
lncation to using programs.

Direct Cost Prorations

Direct cost prorations mav be defined as the
assignment or distribution »f costs to programs in
proportion to the bevefits such expenditures pro-
vide in accordance with a formula ¢or other
equitabl» procedur~. Two kinds of dirret costs
require proration: these Chnrgmi 1~ a holding
program for suhae quent reallocatic - 2+ d t ~de s 1it
between twn ¢r more proe: o S E A /

initial vecording of the e
Helding Programs

The holding program is a susrense account,
which holde the costs temporarilv until they are
assigned to the appropriate vusing program. Direct
costs such as employee benefits, substitute
teachers salaries, and miscellaneous instructional
supplies are difficult to assign directly because they
are lump sum pavments. The use of holding
programs facilitates timeliness of detail accounting
processes and allows for clear determination of the
appropriate placement of charges.

Sribstitute teacher salaries The method of
allocating the costs of short- and long-term sub-
stitute teacher< should he based upon the number
of certificated teaching personnel eligihle for cuh

stitutes. Since the salaries of substitutes may be
considered a fringe benefit of the teacher and a
normal cost of all programs, both long- and
short-term substitutes’ salaries may be charged to
all programs on a pro rata basis.

The total cost of employing substitutes may be
divided by the number of eligible certificated’
teaching personnel and allocated to the programs
in proportion to the number of eligible certificated
teachers in the program. Collecting these costs by
site may be preferred so that the proration is
relative to experience at each site. The proration is
made monthly from a holdmg program in General
Support.

Employee beriefits. It is recommended that the'

- holding program for employee benefits be located

in General Support. For example, the personnel
program might be used for holding purposes. The
proper object of expenditure is’ used with the
initial charge to the holding program. as in the
following example:

Det_a‘ied expense code Amaunt
] ( Pro- T
Description Site bhjec* | gram Debit Cradit
STRS Fund E x
rense {(halding) s00 r100 XH™M Lo e
Cash in County
Treasury "an nron v ve 1 e
‘nstruntional Pro
gram Employwa
"anafit Expe o TIQ0 e e
YRS Fune! ¥
Expensae .
{Holding) 500 3100 ’(XX 2500

e .. - . .. o
NOTF- The twh entries (apresent (a) the initial recn: "hr nof aState
Teachnrs” Retitamant Syster § und dishursemeat in its proper
object aind holding nrogram; and (b) the s~l'banum\t proration of a
share o' the State Yeachers' Retirtement Systery Find from 'he
holding proaram to an instroctional nrogram. For purposes of
making this empinyee benefit exnense allocation, factars may be
established in the payroll system representing amounts per certifi
rartad employee and amaunts per classified amplayes, 1arpecrively

Miscellaneous instructional supplies. Miscel-

laneous instructional supplies that are not identi-
fiable with specific instructional programs at the

'time of purchase should be charged to a holding

program (subclassification of object of expenditure'
classification 4300) in the instructional administra-
tion or instructional media programs for subse-
quent distribution. The miscellaneous supplies
should be allocated monthly to the instructional

'ptogmme based on actual neage o1 on the ratio of

HI 13
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each program’s enrollment to the total accumu-
-lated enrollment of all instructional programs.

} Two or Moré Programs -

Salaries of personnel working in two or more
programs are prorated on the basis of time spent in

each program. Equipment and services utilized by .

more than one program are prorated on the basis
of equipment usage and the percent of service
provided to each program.

Direct Support
Direct support charges constitute a reallocation

various support programs. In order to comply with
the requirements -of the Annual Financial Report
-of Programs as well as requirements of certain
other programs for which these direct support
charges are requnred for state reporting, eac
- district superintendent and county superintendent
shall allocate the portions of the direct costs in the
support programs for services rendered to the
instructional programs, special projects, and auxnl-
jary programs. The following criteria may 'be
applied to identify a charge as direct support:

I The costs of services are readily and reason-
ahbly identified as «upport to a rarticular
program.

> The administrator of the using rrogram
usually haé some control over. or redpan
sibility for. the costs of services.

1 The cnsts of. sé*r(’hqs in question would nn
longer be nermw'g it the vaing program vere
discontinued

One example of a direct supprort charge is the
cost for a field ftrip charged (debhited) to an
instructional program and credited to the trans
portation program a service that was specifically
requested for an instructional program beyond the
normal home-to-school transportation services pro-
vided to students.

Another example is the salary, or prorated
portion of the salary, of a psychologist who
provides a specific service to a special education
instructional program.

‘Direct costs of support programs also may be
charged to other support programs as direct sup-
port charges. For example, the instructional media
program requests maintenance on its equipment:

v
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"the cost of the time and material is shown initially

as a direct cost of the maintenance program but
subsequently is distributed as a direct support
charge to the instructional media program.
Auxiliary .programs, such as food services, may
be subject to the/ distribution of direct sygport
charges to or from other programs. For example,
the direct costs of special preschool meals initially

- . are charged to the food services program and

subsequently distributed as direct support charges
to the preschool program. ,
As another example, the direct costs of custodial .

. services are initially charged to the operations
of portions:of the direct costs accumulated in the -

program and then distributed as direct support’

. charges to the food services program.

If a support program’s services directly benefit
ch‘er programéi-su.ch as transportation services
provided to an instructional program for a field
trip—the costs should be charged to the using
instructional program in much the same way that
an outside firm would charge for its services. The
charge is actually a transfer of costs by the use of
an interprogram charge and credit transfer.

Several methods may be used to accumulate and
allocate direct support charges. The intent of this
section is to authorize sufficient alternative’
methods tn meet individual needs while at the
same time maintaining a system that develops
reasonable comparable data among all school is-
tricts and offices of county superintendents of
schools: One or more alternative methnds shall be
available for each suppoert and auxiliarv program to
be used in determining direct euypport charps. The
methoda are shown for each proginm in Vipgiire
1

Description of Methads

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

Time-and-materials method. The costs of salaries

. and benefits are accumulated in proportion to the

actual time spent and the cost of materials used (if
any) on a given assignment.

Fxample:

;  The salary and benefits of the director of special
education are a direct charge to the district administra-
tion program. The charges are prorated to each special
education program based on the actual time cpent and
the coct of any materials used
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- Method’
) Time and Rate per Work Ada.or Time-floor ‘Hour Quantity

Support service program materials mile order enrollment area, - consumption | consumed
Instructional Administration ......... X R
Instructionat Media ................ X X
School Adminjstration .............. X -
Pupil Services® . .. .. P X X .
District Administeation .. ........... X X .
Maintenance . ........c covuevusnnn X X P P LN
Operations ......-..c0eiveaecennns X ” X X X
Tralr\sr:aortationa ................... X X - - Xb X .

8 These support programs will h&ve no residual costs remaining to be distributed as indirect costs.

Pupils actually transported.

Figure 111-1. Methods of Allocating Direct Support Costs from Support Service Programs
1o Instructional Programs, Special Projec;ts, and Auxiliary Programs . '

Rate per mile method. Under the rate per mile
-method, the total costs of operating a vehicle are
divided by the number of miles driven. This

formula may be based on the prior year’s costs or °

on estimated costs for the current year.*

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

When actual costs cannot be readily identified
then come method of proration must be uced

Average dailv attendance @ enrollment method.
The average daily attendance or enrollment
method is a way of prorating cos_ts'hy taking the
ratio of the pupils in an individual program to the
total pupils served by the support program. Thisis
a simple method in which the assumption is made
that all pupils are served equally.

Example. _

A team of psychologists serves three special education
programs: Program A, with 30 students; Program B, with
20 students; and Program C, . with 25 students. A ratio is
established between the number of students in each
program and the total number in the three special
education programs served by this team. The total cost
of the psychologists’ salaries and benefits is $6,700 per
month. The cost'is allocated among the programs, 40
percent ($2,680) to Program A: 27 percent ($1.809) to
Program B and 33 percent ($2,211) to Program C.

Q
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\e][inie*ﬂoor area .method. The time-floor area

method is used to prorate expense to a given®

_program on the basis of the floor area occupied by

the program in proportion to the total floor area
and the percent of time such floor area is used.
Example: _

The cost of treatment for an existing plant floor area )
of 60,000 square feet is $1,000. One-third of the total
area, or 20,000 square feet, is used for equal amounts of
time by classes for adults and classes for each of grades
nine through twelve. The classes for adults consume
one-fifth of the class time: therefore, the amount of

expense° distributed to classes for adults ic one-fifth of
one-third of $1.000. or $66.67

Hour-consumption: method. Proration of an
expenditure by the h‘ou/r-cormnnptinn method is
made by charging the program in praportion o the
length of time the program nsee the farilition

Fyample

Classes for the mentally retarded use certain school
facilities. Fxpenditures for water, electricity and heat
are prarated on the basis of the hours the building is used
for classes for the mentally retarded in proportion to the
amount of time the bnilding ic uced for all typec of
classes.

Quantitv-consumed method  The quantity-
consumed method is used to prorate expense to a
given program in proportion to the actual amount
of supplies consumed

Fxampie

Paper towels are purchased at 8 cost of $1.000
One-tenth of the towels are used by recreatioral groups
in. the community service program. Ten percent. or
$100, is a proper charge to this activity

' | 15
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After an allocation of support program charges
has been made, the cost of a support program will
appear as total direct costs plus direct support
costs from other programs, less direct support
charges to other programs. The cost of an instruc-
tional program will appear as total direct costs plus
‘direct support charges.

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

Application of Metheds

.Sp'ecial Projects .

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

SPECIAL NOTE: The distribution of the special projects to the
instructional prosrams is at the discretion 6f the district and is
not required tor state reporting. However; the special projects
shall not be distributed to the instroe tionst ¢

the indirect ooty have

G LRI TE NS RIT S BT X

heen applied

The method of allocating district contributicns
as dife(t Q\![-‘lw\vt charge e b mpecc il g ge 0 il b

ae¢ follows:

1 Salaries of the district ditector of projects,
calaries of clerks. employee benefits, supplies,
and other coste charged directlv to the district
administration program
method

2. Instructional media service costs and media
equipment rental
order method

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

4. Custodial and other operations costs
and materials method, time-floor area
od, or quantity-consumed methnd

titme and materials

time and materials or werk

time
meth

[ 4

5. Food services costs—time and materials or
quantity-consumgd method )
6. All other charges—time and materials method

Instructional Suppcﬂ

Costs of. services that are readily and reasonably
identifiable within the instructional administration,
instructional media, and school administration
programs, which support various instructional and
auxiliary programs, shall be transferred to the using
program through the use of an interprogram charge
and . credit transfer. Examples of such costs are
elementary and secondary. supervisors’ and clerks’
salaries and employeg _benefits; costs of services for

_the use of instructional media and costs of media

equipment rental for a particular program; prin-
cipals’ and clerks’ salaries; employee benefits; and
supplies. All remaining costs shall be distributed as
indirect costs as shown on page II1-18.

Pupil Services .

All pupil services costs shall be distributed as
direct support charges through the use of an
interprogram charge and credit transfer. No
residual costs will remain in.this support <ervice to
he distributed as indirect costs.

Attendance and welfare. Rttendance and welfare
costs =hall be distributed on an enrollment or a.d.a.
basis to all iﬁctruqtional programs. Fxception:
costs of atterndance and welfare persenrsl that
are assigned to a particular plint,

school,

st'ch as a bigh

rvnte higqecdd cony the

shall be direct «upprt
time and materiale method

t‘vidaice and « ounseling Guidance and connsel
ing (et that are readi'v and reasonably identified
hall he dietribaated on

a timme aned imateriala higage

Feagmple

A counselor is assigned 1o a given <ite such as a high
school. The =salary . and employee benefits of the
counselor and the clerks and any matetials used are
charged to the appropriate instructional programs.

If a time-and-materials system is not feasible,
then the distribution shall be on an enrollment ‘or
a.d.a. hasis.

Health. Plé‘é_,]th costs shall be distributed on the
basis of time and materials. Fxagmples are salaries
and employee benefits of psychiatrists and nurses,
special testing, and physical examinations that are

distributed to the applicable instrucfional pro-
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- grams. If the time-and-materials basis is not fedsi-

ble, then the costs shall be distributed on an
enrollment or a. d.a.. basis. .

General Support

Coum‘y superintendent and dzsmct administra-
tion. District and county superintendent adminis-

trative costs shall be distributed using the time-and-

materials method for those costs that are readily
and reasonably identifiable. The work order
method shall be used for administrative services
such as noninstructional data processmg, prmtmg,
and duplicating services.

The remaining administrative costs shall -be
distributed as indirect costs, as described on page
IT1-18.

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

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

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

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

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

Transportation services. Costs of transportation
services shall be transferred as direct support costs
to all the programs and projects utilizing these
services ‘by the use of an interprogram charge and
&edit transfer in the following manner-

"—77995

EKC

wll Toxt Provided by ERIC

.\

1. All field trips sha‘Tl be charged to the using
program based on one of the. following
methods:

a. Actual chafges from the bus contractor

b. Fixed rate\per- mile based on .prior year
costs or esti ated costs for the -current

. year

c. Fixed rate per mile plus hourly rate cha.rge.s
per trip

2. Transportation costs for physically - handi-
capped, trainable mentally retarded, or
autistic students and costs for transportation
of any of those students to California state

schools or to school districts other than their

" own shall be charged to the special education
subprogram, ‘transportation, by one of the
following methods: : )

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

b. Fixed rate per mile, based on prior year
costs~or estimated costs for the current
yefr, Aultiplied by the number ®f miles per
da r each program, multlphed by the
numbeY of school days

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

Y Other transportation, nor home-te school,
such as transportation to athletic events,
delivery of regional occupational program
students to place of emplovment, and trans
portation from school to school ?mll be
charged as in (2).

4 The rfemaining transportation charges (home-
toschool costs for the district preformal,

A elementary, secondary, and regional occupa-

tional centers or programs; educable mentally
retarded students; and educationally handi-
capped students) are distributed as follows:

a. Dwnde the total remaining transportatlon
costs by.the total number of students
transported.

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

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

SPECIAL NOTE: All charges for transportation services to
organizations outside- of the district, such as parent-teacher
associations, recreation districts, senior citizen groups, and so
forth shall be gbated to the transportation program by the use of
a contra account. These charges are based ‘on the methods
mdlcated for field trips in step (1)

Auxiliary Programs

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

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

Facilities acquisition and caolistruction. Expen-
ditures charged to the facilities and construction
program are distributed as direct Support charges
only to community services and adult education
programs, if applicable. Fxpenditures for donnr-
authorized cite acquisitiocn and/or construction of
a facility are distributed as n diveot (hvige o -

epeciol project
LN
Indirect Support

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

. Total the remaining costs in all the snpport
programs_ except special projects and other
outgo. .

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

3. Divide the total determined in step (1) by the
total in step (2). and carry to six decimal places.

4. Apply the rate obtained in step (3) to the
total of the direct and direct support costs of

|_|l_.l$2 :

[mc - ’

.

each instructional program, special project,
and.auxiliary program,

NOTE: The state reporting requirements are shown in Exhibit. .
I-E oh pages 1-19 ang -20 A work sheet showing samples of the

- distribution of dirt ¥ipport and indirect costs is shown on
pages 111-20 and [11-2T%
3 -

' Interprogram Charge and Credit
Transfer Process

~An interprogram charge and credit transfer

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

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

A" General Education, Elementary {Schan!
Adrinistration) {debit)

ROOQN  <nhool Administration {General

Fehirratinn FTlameantacy V {rroelir)

Fxample 7 Fetablish a direct support cnde
using the firat two digits of the objert ccode with OR

as the Tact t - digitg far the debsit aned O oy the xﬂ\

Y

O Seneral Education) Elemerntary (Selhianl

Administration) (debit)
1709 Snhool Administration (Genaral
Fraucation Flamantacy) {rredit)

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

120D General Education, Elementary (School
Administration) {debit)

12D School Administration {General
Fducariaon, Elementary) lcredit)

Example 4. Use a code system preceding “the
ohject of experiditure, and assign code numbers to
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each type of sUpporf program ind the respective
debit and credit codes as follows:

0100 Spe_cial Projects

’ 0110 ' Debit
0115. Credit

Instructional Support A

0210
0215
0220
0225
© 0230
0236

Pupil Services
0310
0315
0320
0325
0330
0335

General Support '

0410 District Administration—-Debilt
0418 District Administration--Cradit
0420 Maintenance--Debit

0425 Maintenance--Credit

0430 Operations--Debit

0435 Operations—Credit

0440 Transportation—-Debit

0445 Transportation—-Credit

0200
o Instructional Administration--Debit
’ Instructional Administration--Cradit
o Instructional Media--Debit
S Instructional Media—Credit
School Administration--Debit
Schdol Administration—Credit

e

‘Attendance/Welfare—-Debit
Attendance/Welfare--Credit
Guidance/Counseling-Debit
Guidance/Counseling--Cred/t
Health--Debit
Haaith--Cradit . T

0500 Auxiliary Support

0510 Community Servuces-Debrt

0515 Community Services—Credit

0520 Food Service--Debit

0525 Food Service--Cradit

0530 Fadility Acquisition and Construction
--Debit

OR2% T agility Arnauicitin.

Ceprfie

vl Tayciatugge i
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This method will help to identify the source of
the transfer along thh a brief descnptlon of the
action:

’

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

0235 -School Administration {Genersi

Education, Elementary) (credlr)
/

indirect Costs Distribution

Only the methods illustrated in Example 1 and
Example 4 can be used to distribute the indirect
costs. In Example 1, change the description in
codes 5910 and 5990 to Indirect Costs. Example 4
requires the addition of codes 0600, Indirect Costs;
0610, Indirect Costs—Debit; and 0615, Indirect
Costs—Credit. In either case all the instructional
programs, spec1a1 projects, and auxiliary- programs
shall -be debited in the manner as described for
computing the indirect costs as illustrated on page

III-18, and each2support program (instructional

support, pupil services, and general support) shall
be credited with the remaining amount after all
direct support charges have been allocated.

-~

SPECIAL NOTES: (1) Regardless of the examples followed, the
interprogram charges  and credits transfer accounts are not
budgetary accounts but are fransfer accounts and must always
have a debit and a credit transaction so that the account balance
is always zero. (2) Regaidless of whether a hand method or a

mechanical accouvnting method is employed, separate t~tals nf

Aebite and crndite rnuct ha mnintsined in sach pragran:

ni-19
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Program costs
Tot\al direct before
nd Indirect distribution Special
Direct support  Direct support  direct support  support costs of spaclal project
Direct corts costs—in costs—out costy 0047425 projectcosts  supportcosts  Total
1 2 3 4 5 8 7 8
INSTRUCTIONAL PROGRAMS -
GaneMumtion bed ‘
Praformal .....vvvvvvvieennen $4,060 sezoo:bw"h $13.250 $ 628 $13878 936213 §60180
Y. 36800 20B00" S - YMBM  vBBBY G033 sAM" 4005540
Socondary. ¥............ T 200100 g pog™*" 2406000 114057, 2519060 11000" 2530087
Regional Occupational Centars (ROC) ok
or Programs (ROP) ......0oveooi . 860,000 25,000’(;h 875,000 41497 916,497 0™ 817997
A e eeeee e, B0 900" - 2,30 2,006 4,206 150" 45806
| ,
Special Educatiqn .
Physically Handicapped be
Specil Day Classes...... ..., pooo0 200" 821 000 £53 8093 a0 doade
Educationally Handicapped b
Special Day Classes ... ... ... 250" 700" 279,800 13210 83000 326" w2
Transportation y .
PHITMR/Autistlc ............ .. 5,500 5,500 261 6,761 6,261
Totl. oo, 7674850 538500 8,213,350 389,518 8602868 112782 8715660
SUPPORT SERVICE PROGRAMS
Special Projects
ESEA, Title |, Preschool ... .. . T 240 1208 wp9s  26pea"
Miller-Unruh Basic Reading Act ....... . 2,000 2,00 1,043 BnM3 @™ )
Comprahensive Employment and
Training Act ICETA) . .......... ... 60,000 - 60,000 2848 62846 (62346)"
Tow............ ... 107,675 - - 107676 5,107 mm el -
Instructional Support
nstructionsl Administiauon ., . .. 21 000 x (lu,uuu): 17,000 (11 ,000)
Instructional Media .. .. ... e, 1000 10000 (13,000)1 43,000 (43,000) -
School Administration ... .. ... ... 75,000 : 176,000} - -
Pupil Services v
Attndancaleltere . 0. 18000 ool |
Guidance/Counseling ................. 21,000 (21,000)b ‘
Health ............ SUTTTTTTT 39,000 (39,0001 - -
General Support A
District Administration . ... ... ... 200000 - @000 (200,000)
MaInINBNCE ... ..vevvreesreiinnns 145,000 185,000/ 80,000 180,000) - - -
298,00 - pogon’ J S0 G200) - - -
97500 - 197 500} - - - - -
89500 10,000 (667,500} 402000 (1402,000) .-
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, Program costs
Total direct before :
. and Indirsct distribution Special
Dirsct support Dir*\ support  directiuppart  supportcosts of spaciel project
Disect costs costs=in coti-out costs 0047425 projectcosts  tupportoasts  Toma
‘& 1 2 3 4§ B b b} 8
AUXILIARY PROGRAMS / ,
CommunitySoniss ...+ 00 1000° SR BTV - - am
Food Serviess ......................... 3500 10,000° (1,000° 40500 1921 24 - 42421
Facillties Acqulsition and -
_Conmuction .......................... 75,000 - - 76000 3567 18,557 - 18567
Total oo, 136500 20,000 (1,000 166,500 1315 162875 ‘ - 162876
Olstrlct total .,......ooovvvivnennn, §$8878526  $568,500 ($ 568,5001 ssm’sm -~ $881852 - $8BMBES

NOTE: Calymn 1 shows al the, direct charggs by eech program. The various direct
WJJ are distributed by th use of ifterprogram charges and credit transfers,
: N

& Pupll services (attendance/welfare distributed by avarage daily attandance plus actual
cost at the sacondary leval): Debit preformal $700, lementary $5,000, secondary
$10,000, ROC/ROP $1,000, adult $500, speclal aducation physically handicapped
$500, and educationally hand\appod $300; and credit attendance/welfare $18,000.

b, Pupll services {heaith distributed by s.da.); Debit preformal $500, elementary
$23,500, secondary $12,800, ROC/ROP $1,000, special education physically
handicapped 8500 and educationally handicapped $1,000; and credit health
- $38,000,

¢. Operations (to charge custodial salarles, employee benefits, supplies, and utilities):
Debit preformal  $5,000, elamentary §$125,000, secondery- $75,000, ROC/ROP
$15,000, udult‘$5.000,\,qhysically handlcapped $1,000, educationally handicapped
$1,000, community services $10,000, and food services $10,000; end credit
operations $247,000,

d. Transportation (distributed on an actual cost besis): Debit preformal $2,000,
slementary $50,000, secondary $35,000, educationslly handicapped $5,000, and
spacial aducation transportation $8,500; and credit transportation $97,500.

/

8. Food sarvices (charges to praformal for meals for needy puplls): Debit preformal
$1,000 and credit food services $1,000,

School adminlstration: Debit slemantary $45,000, sacondery $27,000, and adult
$3,000; and credit school admlnlstration $75,000.

¢ Elementary aducation; Debit elementary $10,000 and credit instructional adminlstre.
tion $10,000,

h. Pupll services (guidence/counseling distributed by actual .cost): Deblt elementary
$4.000, sacondary $13,500, ROC/ROP $3,000, and sdult $500: and credit
quidance/counsaling $21,000,

. Maintenance. Debit Instructional medis $10,000 for the maintenance of oquibmem
debit secondary $48,000 for rpairing the grandstands and the sprinltlar 8ystem and
replécing 2 major portion of the turf at the high school athletic fleld and credit
maintenance $56,000,

- ¥
A, Instructionsl media (charnq{o-r the use of spaclel fiims, timstrips, and squipment):
D{blt ROC/ROP §5,000 and credit Instructional media $5,000, y

m, Distribution of the special projects; Deblt pratormal $26,893 end credit ESEA
preschool $26,893; debit elamentary $23,043 and cradit Miller-Unruh $23,043; debit
preformal $9,380, slementary $32,134, secondary $11,000, ROC/RQP $1,500, adult
$1,500, physically handicapped $4,190, and educat/onally handlcap%ed $3,142; and
credit CETA $82,846. L

Figure 111-2. Mlustration of Dirgct Support Charge Allocation, Indurect Support Cost Allocatuon
and Special Project Cost AIlocatlon




SECTION ¢

Miscellaneous Accounting Procedures

Methods of accounting for cooperative projects
operatecf among districts, accounting by funds,
accounting for stores, and abatements of expendi-
tures including use of contra acCounts are included
in this section.

' Cooperalive Projects

Calitoinia school dlstricts and oftices of county
superintendents of schools often pool their re-
sources and operate certain federal and state
rprojects on a cooperative basis. This procedure
usually calls for one school district or county
superintendent of schools to operate the project
for one or more other school districts or county
superintendents. The operating school agency is
usually referred to as a local educatjonal agency or
local operating agency.

The Annual Financial and Budget Repoit, as
specificd by the State of California, is used to
collect fiscal data for comparative and management
purposes. Current expense and the costs of edu-
cation are developed on the basis ot cost per unit
of average daily attendance (a.d.a.). If valid com-
parative data are to be obtained, cach school
agency must report its own share of the mncome
and expenditures when the agency is involved in a
cooperative project.

District and county supcimtendents patUcipal
uig in cooperative projects must report the inconie
and expenditures resulting from their involvement
in the project in the following manner:

. Each participating district or counly records
its share of the project entitlement in the
appropniate income classification. If 1t is an
ESEA, Title I, project, for example, the
income will appear in ‘classification 8160,
Elementary and Secondary Education Act.

. Each participatingd"rict and cqunty records
its share of the cost of the project in
expenditure object classification 5600, Con-
tracts, Rents, and Leases, when it pays the
district that operates the project. Its share of
the cost will normally be equal to its share of
the income.

3. The operating district must account for all of

the costs of the cooperative project in the

to

appropriate expenditure classifications duiing
the project year. The operating district should
bill each participatingadistrict periodically or
at least by the end of the year for’its share to
date and then abate the cooperative project
object of expenditures by the amount of
income received from each of the participat-
ing school agencies. The net costs will be
reported on the Annual Financial and Budget
Report of the operating district.

Some cooperativan Projects are established only
wo ineet specific federal entitlement requirements.
Such prujects usually require that one district serve
as the applicant district for purposes of disbursing
federal funds to the other participating districts®
The participating districts are operating their own
projects in this situation. In the implementation of
this type of cooperative project, quarterly cash
advances may be made directly to the administra-
tive agent of the applicant district for deposit and
disbursement. Applicant districts should deposit
their prorated amounts in an account under in-
come classification 8160, Elementary and Sec-
ondary Education Act, and the prorated amounts
for participating districts under classification 8490,
Other Federal Funds. A copy of the cooperative
agreement filed with the county superintendent
will serve to authorize payment to the participating
districts. Disbursement transactions by the operat-
ing distiict should be handled as abatements to
classification 8490 Participafing districts should
record income under classification 8160 All
expenditures are Lo be recorded in accordance with
the California Schoul Accounting Manual.

Special Education Master Plan
Spectal instructions apply to the Special Induca

tvn  Master Plan  (Education Code sections
56300. 56367).

I. The resource specialist shall be charged to
object of expenditure classification 1100,
Teachers’ Salaries, as a direct charge to the
Special Education program.

2. The program specialist shall be charged to
object of expenditure classification 1900 as a
direct charge to the Special Education pro-
gram.

3 The istructipnal aides assigned to the re-
source specialist shall be charged to object of

’
~

[



expenditure 2100, Salaries of Instructional
Aides for Direct Teaching Assistance, even
though these instructional aides are not under
the supervision of a classroom teacher as
prescribed in Education Code Section41011.
4. Professional specialists, as required by Educa-
tion Code Section 56336, shall be charged to
object of expenditure classification 5100,
Contracis for Personal Services of Consul-
tants, Lecturers, and Ochers for Direct Assis-
tance to Teachers, Pupils, or the Curriculum

or Health_Programs.
5.A districtﬁ@ounly superintendent | or a
combination both can be the “‘respousible

local agency’ (RL.A) 1n a given county.
6. The §m§vill receive the state apportion

gnents for the Special Education Master Plan

as specified in Education Code Section 56360

\ and record the -apportionment in income

classification 8638, Special Education Master

Plan. All expenditure§ are to be recorded in

accordance with the foregoing instructions

and the California School Accounting Manual.

/ The R1.A may contract witn a district o1

districts to operate the entire program or
individual portions of the prograin.

Auguuntlng by t‘undb

Scpalule, baldm.cd records ahuuld Le malutalined
tor the General Fund and for ecach special tfund
The General Fund may be used tor ncarly all of the
purposes shown in this outline. Special funds are
highly restricted by law as to thei usage.

Examples of special funds arg/the following.

Bond Interest and Redemption Fugd

The Bond Inferest and Redcmption Fund will
include only the following objects of expenditure:
classification 7130, Bond Redemption, classifica-
tion 7140, Bond Interest and Other Service
Charges, and classification 7300, Interfund Trans-
fers. Responsibility for this fund is vested in the
county auditor.

Building Fund

The Building”Fund is established to receive for
deposit the proceeds of the sale of bonds; proceeds
from the sale of real property; federal subventions
for capital outlay purposes, including any funds
received under Public Law 81-815; and insurance

[Kc

wll Toxt Provided by ERIC —

indemnities. Exclude frgm this tund inonies de-
rived from local taxes-for capital outlay purposes,
because these expenditures must be budgeted and
expended from the General Fund. Charges may be
made as follows (object of expenditure classifica-
tions shown in parentheses):

Project director (2200)

Building inspector (2900)

Employee benefits.(3000)

Contracted services and othici capouses (3000).
Construction insurance (5600)
Contracts, rents, and leases (570U)
Advertisements of bond sales and othici costs

relating to the sale of bonds (5700)

Site surveys, appralsals, and so forth (5800)

Capital outlay expenses (6000)

Repayment of state school bulding aid (/150)

Special Reserve Fund

The Special Rescive Pund 1s Lo be vsed whily for
capital outlay purposes. The Tucome is derjved by
transfer from the General Fund, inteiest earned on
deposited funds, and tederal subventions for
capital outlay puiposes including tunds received
under Public Luw 81-81

State School Building Fund

The State School Bulldiug band s cstablishicd
tur the deposit of ftunds apportioned for site
puirchase and buildiug puiposes as provided by
Education Code sedtions 16000 16414, The dis-
trict may be required (o transfer any available
monies from all other funds as the district contri-
bution to a particular project. Federal subventions
for capital outlay, including funds received under
Public Law 81-815, may be deposited in this fund.
Expenditure classifications authorized in this fund
are the same as for the Building Fund.

Cafeteria Fund

o

The Cafeteria *Fund or Account shall be used
only for the income received and expenditures
made to operate the cafeterias. The income is
derived from the following sources (income classifi-
cations shown in parentheses):

National School Lunch Program (8220)
California Child Nutrition Act of 1974 (8630)
Sale of food (8844)

Interest earned on deposits (8860)

Incoming transfers (8990)

II1--23
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Objects of expenditure shall be those that are
necessary to record the expenditures for the food
service operation.

Child Development Fund

The Child Develop;nent Fund shall be estab-
lished in each school district that maintains child
development programs as authorized by Education
Code sections 8200—8383. Indome mdy be derived
from the following sources W classifications
shown in parentheses):

Economic Opportunity Act (8150)

National School Lunch Psogram (8220)
Children’s centers (8530)

Child Nutrition Program (8637)
Apportionment for school facilities (8640)
Apportionment for children’s centers (8650)
Tax relief subventions (8670)

District taxes (8810)

Interest {8860)

Interfyhd transters (8930)

Expenditures shall be those that are necessary to
record the charges for the Child Development
program made to expenditure account classifica-

tions 1000-.6000, except classification 1700,
Superintendents’ Salaries. Charges in the 7000
series are limited to classification 7390, Other

Authorized Interfund Transfers; and 7410, Trans-
fers from Funds of Lapsed or Reorganized Dis-

tricts.
'

Developinent Centers for the Handicapped Fund

The Development Centers for the Handicapped
Fund shall be established in each district that
maintains one or more of the development centers
as defined in Education Code sections 56800~
56831. Object classifications for income and ex-
penditurgs are very similar to those used for the
Child Development Fund.

Other Special Funds

.Any other special fund may be maintained if it
Ts authorized by law and maintained exactly as
provided by law. Examples of such special funds
are’ (1) Retirement Tax Fund (Education Code
sections 24800 and following); (2) Property Use
Trust Fund (Education Code Section 4141);-and
3) Deductlble Insurance Fund (Education Code
Section 39602). The pattern for maintaining the

Q
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funds shall be the same, as appropnate as for the
other special funds described in this section.

Accounting for Stores -~

Payments for the purchage of ‘‘stores” (see
Part V of this manual), defined as goods on hand in
central storerooms subject to requisition, are simi-
lar to expenditures but are not classified as such.
These payments constitute the incrgase of an asset
account, Stores, equal to the reduction in another
asset account, Cash in County Treasury.

The issuance of stores must be accounted in the
records of the school district as a reduction of {he
asset account, Stores, and as a charge to the
appropriate expenditure, object and program for
which the stores were issued. Such accounting
should be continuous in the records of the;° school
district, and, to the extent that ‘the county
superintendent of schools maintains corresponding
records, summaries of the issuance of stores shall
be reported to the county superintendent by the
school district periodically, preferably not less
frequently than monthly. In any event, the balance
in the Stores account at the end of each fiscal year
should represent the value of the stores in the
warehouse of the school district.

" Abatements of Expenditures

Abatement of expenditure is the cancellation of
a part or the whole of a charge previously made,
usually owing to refunds, rebates, resale of mate-
rials originally purchased by the school district, or
collections’ for loss or darmage to school property.
Abatement of expenditure applies to both current
expense and ‘capital outlay expenditures from all
funds. Tuition receipts, fees, and rentals shall not
be treated as abatements of expenditure. This
definition must be observed in making all decisions
as to whether a receipt is to be reported as income
or as an abatement of expenditure.

The basic distinction that must be borne in nfihd
is that an abatement of expenditure must always
represent a receipt that'cancels a part or the whole
of a determinable item of previous expenditure. If
a receipt cannot be substantiated as a cancellation
of a specific expenditure, it must be reported as
income.

The term recelpt as used here, is to be consid-
ered as referring to the receipt of cash, except in
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those school districts in which the accounting is on
an accrual basis. Districts operating on an accrual
basis enter an abatement of expenditure prior to
the receipt of cash, that is, as an account receiv-
able. Adjustments between expenditure accounts
to correct errors in the distribution of charges
shall not be considercd as abatements of cxpendi-
ture.

Accounting lustructions fur Abatements

Receipts that represent ‘cancellations ot cxpen
ditures must be accounted as abatements of expen-
ditures previously incurred by crediting such
receipts to the respective expenditure accounts,
thereby climinating any credit to income accounts.

Receipts representing abatements of expen--
ditures must be accounted by abating the appro-
priate expenditure accou%ts ing the fiscal year
in which the receipts and" the| expenditures occur.
In no case may receipts of a ctwrent fiscal year be
accounted as abatements ot expenthitures ot a prior
fiscal year, unless such receipts were acorued by
the establishment of an account receivable in the
prior fiscal year. If an abatement does not occur in
the same year as the expenditure or a receivable
has not been set up, the receipt should be shown as
a receivable when it occurs and will, therefore, be
an adjustment to the beginning balance. It should
not go into either income or expense.

Abatements of expenditures must be accounted
as such at the time that the receipts occur
throughout the fiscal year by iminediately credit-
ing the receipts to the appropriate expenditure
accounts instead of crediting them to any income
account.
| Except as the accounting is maintained on a
current basis in the records of the county superiit-
tendent of schools and the school district, agﬂ
except for city school districts that supply month-
ly or annual reports of income and expenditures to
the county superintendent of schools on the basis
of net data, districts must ,report to the county
superintendent at the end of the fiscal year on all
abatements of expenditures. .

All appropriations, apportionments, subsidies. or
grants-in-aid from any governmental unit must be
accounted as income receipts, not as abatements of
expenditure.

.

Use of Contra Accounts

Whenever abatements of any particular type are
numerous, and especially if considerable amounts
are involved, it is recommended that the credits be
made to a contra account instead of directly to the
expenditure account. The contra account should
be identified as ‘““Abatements of __ _ _ ” (insert-
ing the name of the expenditure account to which
it relates): It should be maintained adjacent to the
correspondipg expenditure account in the expendi-
ture (or appropriation) subsidiary ledger. The
contra account will receive only credit entries for
abatements. By this procedure, the undesirable
features of a “mixed” account are avoided, and
gross expenditure, abatements, and net expendi-
ture can be determined easily at any time.

Relationship of Abatements of Expenditure
to Appropriation Control

Regardless of whether abatements ol capends
ture are treated as direct credits to expenditure
accounts or as indirect reductions of expenditure
by the dse of contra accounts as described under
the preceding hcaaing, the contro!l of expenditures
inust be in terms of net expenditures. Districts that
anticipate abatements of expenditure items should
prepare their budgets on the basis of net expendi-
tures and attach supporting schedules indicating
the aaticipated gross expenditures and the antici-
pated reduction by 1eason of abatemeuts of such
expenditures.

Principal Types uf: Abatcments of Expendituic

The following receipts must be accounted as
abatements of expenditure if receipt and expendi-
ture occur in the same fiscal year:

I. Receipts from sales of supplics and new
materials at cost (a) to students for per-
sonal ownership (e.g., art and shop mate-
rials); (b) to students by means of vending
machines dispensing articles supplied by
districts; or (c)} to other govefnmental
units, including school disfricts 0
NOTE: Some of these sales may be credited tou'storcs

Zaccounts instead of being abated to expenditure ac-

counts, depending on the local accounting methods
employed.

2. Refunds of overpayments (a) from teach-
ers and other employees; or (b) from
vendors and other payees

1i--2§
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. Refunds for return of containers, oil
“drums, wire spools, and the like

. Reimbursement of cost of repairs or re-
placement of damaged or lost property (a)
from pupils, parents, or guardians for loss
of books or damage to school property; or
(b) from contfactors or any other individ-
uals for damage to or loss of school
property

. Refunds from.a transportation company
for unused portions of carfare books,
tickets, and the.like

. Refunds of gasoline tax for nonhighway
use

. Cancelled warrants (not outlawed warrants)

. Receipts from sale, in lieu of trade-in, of
used equipment being replaced, such as
automobiles, typewriters, and the like

Refunds of insurance premiums

10. Receipts from settlements of insurance

11.

12.

claims on account of building, supply, and
equipment losses (a) of .any amount re-
ceived for loss of a building requiring
replacement or reconstruction within the
current. fiscal year; or (b) any amount
received on account of a loss of supplies or
equipment.

NOTE: The total amount recorded as an abatement of
expenditures made for repair or replacement of supplies

or equipment losses shall not exceed the amount ex-
pended for this purpose during the same fiscal year.

Receipts from the sale either of a portion

‘of a new site or of buildings or improve-

ments thereon ‘

Receipts from subleasing an unused por-
tion of premises that the district had to
rent as a whole to obtain the portion

desired for school purposes

NOTE: Any amounts received in excess of the related
expense shall be recorded as misceilaneous revenue
(income), and not as abatements.
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E)fhibit i-A

P
Salary object classification

\V},NA‘LYSIS OF SALARIES

Position titl \

Salary object classificatipn

, ' -

! .;‘} . Jd K
EE . r“
’5 a

" Position Ktle ’
. ) o

Certificated Salaries

Clasi*ied Salarfes R

1100 Teachers Teacher, Assistant® 2100 Instructional Instructiongl Aide
. Teacher, Ragular N Aides
Ieacher, Speach T"heraplst 2200 County Accountant, Chief
eacher, Student A
Teacher, Substitute and District Bustfiess Manager
Teacher, Tutor® Administra- Controller
. : tive Personnel Director
1200 School Admin- Cean : Gowverning Board Member
istrators Dean, Assistant Personnel Commission Member
Principal Purchasing Agent
Principal, Vice Superintendent
Principal. Assistant Superintendent, Assistant
Registrar * Supervisor
1300 Supervisors Consultant 2300 Clerical and Accountant
Coordinatog Other Office Bookkeeper :
Director Personnel Clerk '
- Specialist Computer Operator
. . Supervisor, General .. Machine Operator
Supervisor, Special .o Secretary
" Supervisor, Assistant . " h Switchboard Operator
/\{100 Librarians Librarian 2400 Maintenance Custodian
Librarian, Assistant and Custodian’s Helper
1600  Guidance, Counselor, Pupil/Parent* Operation Delivery Man
Welfare, and Psychologist Personnel Elevator Operator
Attendance Psychometrist Fireman
Personnel Social Worker :-‘:rdener & ol 4
1600 Physical and Audiologist .Maat:::\nance mployee
Menta! Health Audiometrist . ¢ Other Housekeeping Position
Personnel Chqupodlst Truck Driver
Dentist Utility Worker, General
Dental Hygienist Warehouseman
Nursg Watchman
Oculist e . e e e e v
Optometrist 2500 Food Service Cook
Otolpgist Personnel Director {Single site)
Physician Helper * .
Psychiatrist ‘Manager
- - - T . Nutritionist
1700 Supaerintgndents (District and county g Supervisor
administration) . o
Superintendent . 2600 Transportation Bus Driver .
Superintendent, Assistant Persgnnel Field Coordinator’
Superintendent, Associate Gasoline Pump Attendant
Superintendent, Deputy Mechanic
- Other
1800 gltshtc:: ::r:g;gfueg , gﬁ::t";:f"""“ Assistant 2900 Other Classified Building Inspector
Administrators Director, Assistant® Personnel Health Au‘:ie
Library Aide
1900 Other Civic Center Employee* Noon Playground Supervisor
Certificated Consultant® Recreation Worker
Personnel Program Specialist ' Student

Recreation Worker *
Resource Teacher

*Position notrincluded in object definitions.

Q
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Part IV

Supplies and Capital Outlay, Including E_quibment,
Sites and Improvement of Sites, Building

Some of the most perplexing problems in school
accounting are those of distinguishing between
supplies and equipment; between equipment and
improvement of grounds; and between equipment/
building fix and service systems. Nevertheless,
in agcounting for school expenditures, districts
must correctly identify each expenditure if the
. negessary umforrmty of accounting is to be main-
ed.

Whether an item should be considered as equip-
ment or as supplies can be determined on the basis
of the length of time the item is serviceable and on
its contribution to the value of the plant. For
example, supplies are constantly being consumed
and replaced without increasing the -value of the
physical properties of the school district. Equip-
ment has relatively permanent . value, and its
purchase increases the value of the physical proper-
ties of the school district.

Expenditures for - equlpment improvement of
sites, building fixtures, and service systems are
usually charged as capital outlay; those for sup-
plies, as current expense. The original purchase of
equipment or of additional equipment must be
recorded in object classification 6400, Equipment.

Expenditures for piece-by-piece replacement of

equipment must be charged to object classification
4800, Equipment Replacement. \

In accounting for expendifurés, all school dis-
tricts must use the same plan for making the
required decisions. This plan must contain clearly
stated criteria regarding the distinguishing features
of the items to be accounted for; that is, criteria
~ that can be used in determining correctly the
dlsposxtlon of the charges to accounts.

Iv-1
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Fixtures, and Service Systems

Criteria for Distinguishing Between
Supplies and Equipment
_Supplies are items of an expendable nature that
are consumed or worn out, deteriorate in use, or
are easily broken damaged, or lost.

Examples: paper, pencils, cleaning matenals _
nails, scissors, test tubes, thumb-
tacks, and keys

Items that have a relativelyv short service life (less
than two years) and therefore ‘'must be replaced
frequently are chalged_ as supplies.

Examples: brooms,

chamois, and rubber
stamps '

- Some articles clearly do not bélong to elther of
the two preceding groups. They have the charapter—
istics of equipment but they have a low unit cost
or are frequently lost, broken, or worn out and
replaced in normal use. To obtain uniformity, the
classifier should assign items to the various classifi-
cations on the basis of the dnswers he must giye to
the questions in the following list. If the’answer to
any one of these five questions is yes; the item
should be classified as a supply item, and the
expense should be recorded under object classifica-
tion 4000 except for classification 4800, Equip-
ment Replacement. If all answers are no, the item
should be classified under object classification
6400, Equipment.

1. Does the item lose its original sl}gpe and
appearance with use?

2.Is it consumable, with a normal service life of
less than two years?

3. Is it easily broken, damaged, or lost in normal
use?




4. Is it usually more feasible to replace it with an
entirely new unit than to repair it?

5. Is it an inexpensive item, having the character-
istics of equipment? Does the small unit cost
make it inadvisable to capitalize the item?

Criteria for Identification
of Capital Outlay
Cupital Outlay -expenditures are those that result
in the acquisition of"capital assets or additions to
capital assets. They are expenditures for sites;

improvement of sites; buildings; improvement of .

buildings; building fixtures; service systems and
spurchase of initial or additional equipment.

Equipment

Equipmen:t includes movable personal property
.of a relatively permanent nature and/or of signifi-
cant value.

Furniture, machines, musical in-
struments, and vehicles

NOTE: Nonconsumable articles generally classitied
as supplies should be classified as equipment if they
are purchased to start or expand materially the
equipping of a school, classroom, library, or other
facility. If equipment is constructed by district
employees, the cost of the materials and labor as well
ad indirect costs should be recorded as the total cost
of the item produced (See Note following classifica-
tion 6490, Part 111))

Equipment must be recorded under object class-
ification 6400.

- New Sites and Improvement of Sites

Examples:

New Sites and Improvement of Sites includes
acquisition of land, improvement of new and old
sites and a(fjacent ways, and acquisition of physical
property of a permanent nature gttached to land.

Examples: land, curbs, grading, playground
surfacing, retaining walls, side-
walks, storm drain systems, land-
scaping, driveways, parking lots,
fixed playground apparatus, and
flagpoles

New sites and improvement of sites must be
recorded under object classification 6100.

Buildings

¥

} Buildings includes the construction or purchase
cost of new buildings and additions, including
advertising costs, architectural and engineering

: ¢

fees, blueprints, inspecﬁon, tests and examinations,

-demolition, the razing of existing obsolete or old

buildings to clear sites for new buildings, building
fixtures and service systems, and any other expen-
ditures directly related to the construction or
acquisition of buildings.

* Buildings must be recorded under object classifi-
cation 6200. ]

Improvement of Buildings

Improvement of Buildings includes alterations,
remodeling, renovations, and replacement of build-
ings in whole or in part. Improvements include the
replacement of an existing building unit or con-
struction of an improved or superior unit, usually
resulting in a more efficient or longer-lasting
property. Significant improvement should be con-
sidered as capital outlay expenditures. '

Improvement of buildings must be recorded
under object classification 6200.

Building Fixtures

Building Fixtures include attachments to build-
ings that are not subject to transfer or removal,
presumably function as an integral part of the
building, and have a fairly long and useful life.
Such fixtures are generally accepted as real pr
perty and lose functional identity as separate units.

Building fixtures must' be recorded under object
classification 6200. -

Service Systems

Service Systems include any parts of a building
that, are intended to serve a single function
ﬂlr&ighout the building; are usually included as a

.part. of the original construction or subsequently

d in whole or in part; are built as an integra]
of a building; and are expected to have a long
and usefyl life. Such systems are generally accepted
as reaij;:'operty and lose identity -as separate units.

xamples: intercommunication systems or

air-conditioning systems
Criteria for Identification of Building
Fixtures anid Service Systems
The following criteria provide a uniform basis
for the identification of building  fixtyres and
service systems. To be classified as either a building

fixture or a sérvice system, an item must conform
to five criteria: N '
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1. The item is attached permanently to the

building.
. The item functions as part of the building.
. Removal of the item results in appreciable
damage to the building or 1mpa1rs the de-
signed use of the facility.
The - item is generally accepted as real prop-
erty (not personal property).
5. The item loses identity as a separate unit.

4.

Service systems must be recorded under object
classification 6200.

t’urchase, Rental, Lease, or
Lease with Option to Purchase
PRixed assets can be acquired by purchase, rental,
Wgse, or lease with option to purchase. These
acqultIOIIS are accounted for as follows:

Purchase of a fixed asset is charged as any other
purchase for which title passes upon receipt of

- payment.

‘List of Supplies, Equipment, Improvement of Sites,

Rental of a fixed asset does not increase the
assets of the district and therefor_e is not charged to
a capital expenditure account. Rentals are charged
to 5600—Contracts, Rents, and Leases. Exception:
If equipment is rented for a specific capital outlay
prOJect (e.g., a tractor for a. major lanascapmg
project), the amount paid should be added to that
project as a capital expenditure.

. Lease of a fixed asset is usually for a period: of
one year or more. Title does not pass to fhe

“district, and chafges are to 5600~ Contracts, Rents,

and Lea.ses

Lease with uptlun to purchase a fixed asset is
charged .to the appropriate subclassification under
object classification 6000--Sites, Buildings, Books
and Media. and New Equipment; or 4800 Equip-
ment Replacement.’

TAl payments including nterest, Wl any, related to a ledse with
option to purchase shallsnot be inchuded for state reimbursement
purpgses, unless such expendnures are for the replacement of
equipment. -

®

Building Fixtures, and Service Systems

The letters after the items in the following dist
of items classitied as supplies, equipment, improve-
ment of sites, building fixtures, or service systems
are to be interpreted as having the following

meanings:

¥ !

E = Equipment

S = Supplies

I = Improvement ol Site
BF = Building Fixtures
SS = Service Systems

In making decisions for correct accounting
determinations, districts should use the list in
conjunction with the criteria. Many of the items
listed as equipment would have to be considered as
materials for the improvement of sites if they were

"attached to the land; buildi'ng fixtures if they were

attached to the buildings; or service systerps if they

were integral parts of such systems. |

lf an item cannot be found in the: list, another _

2>

?\brasWes—S

Absorbent cotton—S "
Account BGo i
Accounting forins—S
Accounting’machines—E

.-

Acetylene - S

Acids--S

LY

s

. o &3’

-

r
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item of. similar nature can be found and the same
class used for both items.? In some instances the

itém must be identified by assouciating it' with one

Achievement tests -S

'Addmg machine ribbons- S
dding machine tapes -S

-

&0

0%:}16 general classes of items included in the list.
For apple, the' -item can be identified by

aS;oEﬁtmg it with one of the tollowing classes of

clothing, compounds,
glassware mdchmes

f icals, cloth,
_ food games,

followmg clas%e of qulpment apparatus, appli-
ances (household), cabinets,-furniture, implements
(farm), 1i™#&Yock, machines (large), tool sets
(hand), and tools (power).

2An additional source is Handbook 1l (Revised) - Financial
Accounting Classification and Standard Terminology for Local and

State School Systems, Washington, D.C.: Office of Lliducatien, U.S.

. Department.of Health, Education, and Welfare, 1973.

~ Adding machines -E
Addressmg machine plat@s ,
Adaxessmégnachlrre nb‘bons S
Addressing machine stencils=S .
Addressing 'maclj.ines—-E
" . | v
v” ' - ‘ >
© V-3
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_-Adhesive tape—S a ' Art paper—S - - Ballot boxes—S

Adzes—S o Asbestos—S . v Balls—S
Air, compressed—S " : . Ash cans—S : Band instruments—E
Air compressors—E - Asphalt—S ' . Band saw blades—S -
Air-conditioning systems—SS Asphalt roofing. artd siding—S Band saws—E - ’
Air-conditioning units, - Astringents—S i Band unifarms—E
~ casement—E Altrographs, wall-E ) Bandages—S
Air gauges, tire—S _ Athletic uniforms—S Bands, rubber—S
Air hoists—E <. Atlases—S ' . Banners—S .
Albums-—S S, Atomizers—S ' Barber shop tools, electrical—E
Alcohol—-S .. Apdiometers—E". _ Barber shop tools, hand—S
Alidades, telescopic—E - Augcr bits—S_ . ™~ " Barber-typé furniture—E .
‘Alignment gauges, camber, \ = Augers—S . T : Baro@aphs—E o
toe-in—E Autoclaves—E . Barometers—E o
Ammeters—E Automatic regulating valves—S Barrels—S. '
Ammonia—S ' Automobile accessories—S Bars, horizontal, portable--E
Ampules—S Automobile controls for handi- *Baseballs—S
Anatomical charts—S ) capped persons—S Bases, baseball—S
Anatomical models—E Automobile defrosters—S Bases, electric lamp—S
Andirons—E : Automobile fuel tanks;S Bases, flagpole—I
Anemometers—E Automobile heaters—S~ : Basins, portable—S
Anesthetics—S Automobile lifts—E&#® | Basketball shoes—S
Aniline dyes—S . Automobile signals\S_/ Basketballs—S
~-Animal boxes—S ‘Automobile tires and tubes--S:  Baskets, container-S
Annunpiators—-E Autompbiles——ii ' : Bath curtains—S -
Antifreeze—$ ) . Awards—S° .. Bath mats-S -
Antiseptic gauze -S . © Awls—S o Bath robes-S
Antiseptics—S " . Awnings, fixed—BF _ "' Bathtub fittings --S
Antitoxins—S . Awnings, removable --E . wpbatons—S )
Anvils—E Axes—S. ' , © "Bats—§ S .
Apparatus cabmets——E - Babbit metal—S '- ’ Batteries, electric—S *
Apparatus, medical, s¢ientific, - Backboards, iiﬁoor, fixed--BF Battery charges-E
‘-electronic, pﬁotggraphic, - Backboards, outdoor, fixed—I - Battery elements--S
~ ‘arc-welding—E Backboards, portable—E . - Batting) cotton—S |
Appliances, household—E ' BaCkSt@ed;l . ‘ " Beads, afts and crafts~S
Applicators, throat= S . Backstops,portable—E _ Beakers—S . "
Aprons—S* L. Badges—S - Beam, compass—E
Aquariums—E . . Badminton racket\@— _ Bean bags—S
Arc-welding apparatus~E * - Bags—S . - o - Bearings, ball—S :
Arch supports—S  ° - -Baking pans-S - oo - Bearings, roller—S
. Archery sets—S - Baking powder—S - ot Beaters, egg, electric—E \

" Architects scales, 1-inch
measure=-S

j Baking'soda-S . : Beaters, egg, hand—S
w:&{ Balances, beam—E - - - Beauty class furniture—E

\

Armature growlers—E % Balances, small spring—§ Bedding—S
Arrows—S . Baling presses, compressxon- -~ ‘Bedpans—S
Art canvases—S .- . S moulding—E . - *  Beds—E b
- Art crayons—S "~ "~ Ba]l bearings=S ", . . Bedspreads—S
- Art grasers—S * . o Ball pe)ﬁl hammers S Bedsprings—S )
. Art paints—S . : \ Balloons—S w _\ Beeswax—S o- .
. . ) h Y . - . K,a' . .
. N4 . ~ 0 - I |
bd -
) . _ .
- v - . ‘ ) . ‘ p .
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Bellows, hand—S -
'Bellows, power—E

Bells, call-S

Bells, small hand or desk S
Belt dressings- S

Belts—S

Bench stops --S

Benches--E

Benzene--S

Bevels--S

Bicycle racks, fixed -1
Bicycle racks, portable ~-E
Bicycles—E

‘Billheads—-S -

‘Billing machines—E
Binders, agricultpral-E
Binders, looseleaf—S

ing cloth+-S

Binding cord-S
Binoculars—E s
. Biological charts—S
Biological models— Eﬂ
Biology specimens— S\
Bit braces—S

Bit tools—-S

Bits—S
Blackboard pointers—S
Blackboards, portable—-E
Blackboards, small slate—-S
Bladders—S

Blades, saw—S

Blankets—S

"Blanks, printed—S
~ Bleachers, indoor, fixed—BF
Bleachers, outdoor, fixed- |
Bleachers, portable--E
Bleaches S .

Blmds venetian -BF
Blocks, hat--S
. Blocks, kindergarten--S
Blocks, surface hardened —S

f-

“ Blocks, terminal -S

Blood analysis apparatus,
complete—E

Blood plasma cabinets £ | /\.\k

Blood pressure apparatus £
Blotter holders - -S

- - pads--S
Ecws S

/

Blo ; ers—E

Blowpipes—S »

Blueprint machines -E
Blueprint paper S

Bluing—S.-

Boards, bread--S

Boaids, bulietin, fixed—BF
Boards, bulletin, portable -E

Boards, carrom--
Boards, checker -6
Boards, drawing—S
Boards, emery—S
Boards, games—S
Boards, ironing—E
Boards, ironing, built-in—BF
Boards, lumber—S
Boards, mounting—S
Boards, sandwich--S
Boards, wash—8
Boats or canoes—E
Bobbins—S
Bodies, bus—E
Bodies, truck- E
Bodkins—S

oiler cleaners—S
Bwiler compounds—S
Boiler firing tools--S
Bolt cutters—S
Bolts—S
Bond paper—S
Book cards—S§
Book jackets—S
Book pockets—S
Book records—S
Book stacks—E
Book trgcks—E
Bookbinding machinery E
Bookcases, portable—E
Bookcases, sectional E
Bookcloth S -
Bookcovers—9$
Bookends—-S
Boolakeep.ing forms -S )
Bookkeeping machines E
Bookplates- S
Books--S

ooks, cash § .
ks, compouuu.. S
Boo —E

-

Books, looseleaf note--S
Bpoks, record--S

Books, text--S

Boots- S

Boring machines, precision_ table

or vertical types E
Bottle syphons S
Bottles—S
Bowling alley pins S
Bowis--S
Bowls, water closet -S
Bows, archery—S

x files, cardboard —S
Boxes—S * g
Boxes, electrical-S -

1

o

Boxing gloves—S W

Boxing rings, complete-E

Boyle’s law apparatus.
complete unit—E

Brake lining—S

Brake lining machines—E

Brakes and folders, hand or
power—E

Brass polishes--S
Brass rods—S
Bras{'sheets—S . .
Bread knives—S
Bread pans-S
Bread slicers, mechanical-E
Bread toasters, electric—E
Breadboards—S
Breakers, circuit—S
Bricks—S L
Bridges, wheatstone and
similar-E -
Bridles—S,
Briefeases - S 4
Broilers, electric E
Bronze, casting S
Bronzing liquid—S ~
Brooders-E
Brobms hand -S
Brooms, power-driven k
Brushes-<S %

i:ckctsus
cksaws.-S

Buffers electric E'~

\B@prays S

»

N

b



Bulbs, electric light—S
Bulbs flower—S
Bulletin boards, fixed—BF

Bulletin boards portable-E

Bunting—S .
Burettes—S -

Burlap—S

Bumers, Bunsen—S

Bus accessories—S

Bus chassis—E |

Bus repair parts—S

Bus tickets—S

" Bus tires and tubes—S

Bus tokens—S

Bus wagons—E >

Buses—E

Bushings—S

Butter spreaders—S

Buttons—S

Buttons, push—S

Byzzers—S

Cabinets, apparatus—E

.Cabinets, beverage cooling,
ice or electric—E

Cablnets filing—E

Cabinets, fixed—BF

1

-“ ’<
0(

flow—E

- Calorimeters, electric—E

Cabinets, froZen food storage—E

Cabinets, ice.cream, ice or .

v electric—E

,Cabinets, laboratory —E
Cabinets, lantern slide—E
Cabinets, portable—E
Cabinets, print, drafting—E

-Cabinets, printers, galley —E

Cabinets, printers, type—E
Cabinets, supply —E
Cable-S

-Cages —E
Qake kmves -S

? ke pans —S

ALY

" Cameras—E

Cameras, motion picture E

Calorimeters, continuo:—-‘\Cases, musical instruments,

small—S
Cases, supply—E
Cases, type—E
Cash boxes—S

Cameras, still-E
Cameras, TV—~E
Can covers

Can openers—S
Candles—S

. Candlesticks —S

Canes—S

Canners—E

Canoes—E

Cans, ash—-S

Cans, garbage—S )
Cans, rubbish—S
Canvas—S

Cappers—E

Caps, metal-S
Carbide—S

Carbon dioxide—S
‘Carbon paper=S
Carbon ribbons—S
Carborundum*stones—S

- Carburetors—S
“Card holders—S

artl punchmg and sorting
ice—E

Card racks—E
Card tables—E
Cardboard S
Cardboard boxes—S
Cards—S"
Carpenters squares—S
Carpet beaters -S
Carpets—-E
Ca.r'rc_)m boards -S
Carrom cues- S
Carrom rings—-$
Carts~E
Carving knives S
Cases, brief-S
Cases, cardboard—S
Cases, display E

" Cases, file -E

Cases, laboratory E

Lases, musical instruments,

large-E "\
. . .

Cash registers--E
Casters—S

Casting bronze—S
Catalog cards—S
Catches—S

Cattle—E

Caulking compounds—S

Caulking irons, all sizes—S ¢

Caustics—S
Cellophane—S

Cells, photoelectric—S
Celluloid—S

Cement, construction—S
Cement, liguid—S
Centering machines -E
Centrifuges—E
Certificates—S

Chafing dishes—S -
Chain hoists—E
Chains—S

"Chains, tire—S

Chair pads—S»
Chairs—E - .
Chairs, folding—E
Chalkboards, fixed—BF
Chalkboards, portaﬁle E
Chalks—S

~Chamois—S .

. Change holders—S - °
Charcoal—S
_ Charge slips—- S

Chargers, battery- E
Chart stands—E

Charts, large--E

"Charts, small S
Chassis, bus- E

™Chassis, truck E

Check handling niacliunes b

Checkbooks S
Checker boards S
Checkers—S’
Checks, brass S
Checlswﬁters-—-E
Cheesecloth --S



; . . ' L .
[ Chemicals—S Collapsible tables!E Costumes, theatrical—S

Chemistry glassware—S Colored pencils—S ~ Cots—E
Chemistry rubber goods—S .= = Colorimeters—E Cotter pins—S
Chimes, large—E " Coloring dyes—S Cotton, absorbent S
Chimes, small-S ~ Combines—E Cotton gauze—S
Chinaware—S Combs S _ Couches—E
Chisels, in sets—E " Combustion analyzers—-E Counter freezers-E
Chisels, not in sets--S ~ Comparators—E - Counters, fixed—BF
Choppers, food, hand-operated—~S Compasses, blackboard—S Counters, revolution and
Choppers, food; power-E Compasses, drawing—S _stroke—S
Circuit breakers--S Compasses, magnetic—E Countersinks—S
Clamps—S Compasses, magnetic, pocket--S  Couplings—S
Clay-S lQ()mpounds-—s . Coveralls—S
Clay modeling tools—S Compressed air—S Covers—S
Cleaners, flue—S Compressors, air—E - Crayons—S
Cleaners, steam vapor—E _ Computing machines—E ~ Crockery~-S )
Cleaners, vacuum—E _ Condensers, electronic—S Crocks—S :
Cleaning compounds—S Condensers, jgnition “Cross-section paper -S -
Clinometers, photoelectric—E distribution--S . Crucibles—S
" Clippers, electric—E Condiments—S - Crude ofl-S
" Clippers, hand—S Conduit boxes—S Crushed rock—S
Clips—S Conduits and fittings—S Crystals, watch—S
Clock systems, program, Connecting rod aligners—E & ues, carrom—S
eleetric—SS Connecting rod boring Cultivators—E )
Clocks, desk—S machines—E . Culverts, sheet metal--S
" Clocks, wall-E Connecting rod rebabbltmg - Cup hgoks—S
- Cloth-S -jigs—E Cupboards—E TN
Cloth binding—S Connectors, wire—S ‘ Cups—S !
Cloth cutting machines—E Construction paper—S Cups, grease—S
Cloth pets—S. - Containers—S Curbs-I
"Clothes baskets—S " Conveyors—E + Curling irons—S "~
Clothes brushes—S Cookers, pressure—E - Curtain rods—S
Clothes dryers—E . Cooking stoves—E ' Curtains, shower and window—S
Clothes hooks—S ‘ Cooking utensils—S . Curtains, stage~BF .
Clotheslines—S Coolers, water—E Curtains, cyclorama-BF .
Clothespins—S <~ Coping saw blades—S Curtains, window—8
Clething—S ' Copper--S o (mgigl%sners—s
Clutch rebuilding apparatus- E Coppers, soldering S Cutlery—S
Coat hangers—S : Copyholders -S Cutters, glass S
~ Coat hooks=S . Cord--S Cutters, large - E
Cocoa mats—S Cords, electric S Cutters, pastry S
Coffee cans—$ Cores, valve—S Cutters, plane S L
! Coffee grinders™E Cork—S Cutters, small- S
Coffee percolators, electric- E Corksctews--S Cylinder boring machines £
Coffee pots—S Comices, metal S Cylinder oils--S
Coffee urns—E ) : Correction fluid, stencil S Cylinders, dictating machine S
Com currency, and check COITO!“"¢~‘"\~S / Cylinders, gas--E
dlpg machmes——E ‘ Con'ugated papcr P ' Cylinders, hydrometer jar - $
ALh lexs S . . ' Costumers--E Cylindg-s,.‘ﬁiailipg S

- . o - a



Dampers—S

Date stamps—S
Daters—S

Dating machines—E
Decorations—S-
Deep fat fryers—E
Deep freezers—E
Dental abrasive points—S
Dental benches—E
Dental cabinets—E
Dental chairs—E

Dental charts—
Dental drilling apgpratus—E

Dental drills—S
Dental instruments, small—-S
Deéddorizers—S

‘ Desk blotters—S

Desk letter baskets—S

Dextrin—S
Dextrose--S
Diaries—S

Dictating machine cylinders, -

. discs, and tapes—S
Dictating machines—E
Dictionaries, abridged—S
Dictibnaries, large

unabridged—E
" Dictionary stands—E
Dies, in sets—E
Dies, not in sets—S
Diesel engines, integral
parts of larger units—S -
. Diesel engines for use in
classrooms—E
Diploma covers—S
Diplonia ribbons—-S ~
Diploma seals—S
Diplomas—S
. Discs, optical—E
Discs, phonograph—S
Dish brushes—S
Dish cloths-+S
O’ h pans—S -
ERICh trucks—E

Dishes—S
Dishwashers, fixed—BF
Dishwashers, portable—E
Disinfectants—S
Dispensers, soap—S
Display cases—E
Display mounts—S
Dissecting sets—S
Distilled water—S
Distilling apparatus—E
Distributor boxes—
Distributors—S

Ditto machines—E
Dividers—S

Doilies—S

. Dollies—S

Dolls—S
Doormats—S
Doors—S

Dowels—S’

Drafting instruments—S
Drafting machines—E
Draglines—S

Drain cleaners—S

Drain pans—S

Drain plugs—S

Drain plungers—S

Drain tile—S

Drainpipe flushers—S
Drapery—BF |
Drapery cloth—S
Drawing boards—S
Drawing compasses—S
Drawing instruments—S
Drawing paper—S
Drawing pens—S
Drawing tables—E

Dressers, emery wheel -S

Dressings, belt—S
Drier, ink}-S'

Drier, paint—S

Drier, varnish--S
Drift meters—E

Drift pins, all sizes S
Drill bits—S

Drill points- S

Drill presses, bench, floor,

or radial-E
Drills, hand—S

o,

LS

| Drills; poxxr——E

Drinking water coolers,

~ electgieor ice—E
Drive»fl‘;—l |
Drugs+S

Drums, bass, kettle, snare - E
Drums, fiber—S

Drums, metal—S

Drums, other than musical -S
Dry cells—S

Dry measures—S

" Dryers-E

Dryers, clothes—E
Dryers, hair—E
Drygoods—S

Drying units, infrared—E

Dumbbells—S

Duplicating machine brushes—S
Duplicating machiné ink—S
Duplicating machine paper—S
Duplicating machine parts—S

Duplicating maching rolb-S .
Duplicating machj fs—E - o
Dustcloths—S o

Dusters—S

. Dustpans—S |

Dyes—S

' Earthenwa\‘e;S

Easels, large—E

Easels, small—-S

Edge tools, except cutting
dies—S

Edgers, lawn<E _

Educational tests—S

Eggbeaters, electric—E

Eggbeaters, hand—S

Elastic—S

Electric batteries.- S

Electric clippers, shecp,
horse -E

Electric cords~S

Electric dishwashers E

Electric floor scrubbers E

Electric fuses -S

Electric hot plates--E

Electric irons -E

 Electric lamp bases-S
Electric light bulbs-S

Electric mixers-E

at



Electric sanding machines—E Extensometers—E | Fire extinguishers—E

Electric switches—=S Extinguishers, fire ‘F Fire hooks—S
Electric toasters—E Extractors--E Fire safety systems SS
Electric tube testers—E Extracts—S Fire shovels—S
Electric vacuum cleaners--E Eye charts-- S Fire tongs—S -~
Electric waxing machines<E yelets—S Fireplace fixtures—E
Electric welding appar:a%E abrics—S Fittings, lubrication S
Electric wires—S Face and eye shields -S First aid kits—S
Electrical boxes—S Faces, archery—S o agpole bases--I
Electrical systems—SS . Falling weight rammers—E Flagpoles—I
Electrodes—S Fans, electric, portable—E gs, large—E
Electrolysis apparatus—E "~ + Fasteners—S o ags, small-S
Electromagnets, laboratory—S Fasteners, ipparel—S ' ﬁash]ights -8
Electronic components—S Faucets, combination or single—~E Flasks—S
. Electronic deviation meters—E Feldspar—S - Flatirons, electric— E
Electronic frequency meters—E Felt--S \ : - Flavorings—S
Electronic power.supply and Fences—I Flaxseed—S
voltage regulators—E Fencing foils—S Flexible cord sets—S
Electronic recording devices, Ferrules—S /. . Flexible metal hose—
graphical and visual—E Fertilizers—S . . Flexible metal tubing—S
Electronic tubes—S . Fiber rod—S Floats, hydrometer—S
Electronic volt-ohmmeters—E Fiber sheets—S - Floats, plumbing--S
Elements, battery—S Fiber tubes—S ' Floodlights, portable—E
Embossers—E Fiberboard —S Floor éovering, wall-towall-- BF
Embossing fluid—S . Figures, geometrical, models, - ’ Floor oil—S
Embdssing pans—S in sets—E Floor scrubbers, electric—E
Emery boards—S - File-boxes—S . Floor waxes—S ‘
Emery cloth—S File cards—S , Flour—S
Emery powder—S : File folders—S Flower bulbs—S
Emery wheel dressers—S " Files, wood and metal working—S Flowerpots—S
_Emery wheels—S Filing cabinets—E ., - Flowers—S .
'Enamel—-S Filing machines—E Flue cleaners—S
"Enameled ware—S Filings—S ' Fluotescent lamps—S
Encyclopedia, set—E Fillers, battery—S Fluorescent starters—S
End tables—E ~ Fillers, ink—S Fluoroscopes—E
Engineers scale;s, measurg—S .~ Fillers, paint--§ : Flushers, drainpipe S
Engine flushing machines -E Fillers, wood --S s Flush valves—S
Engines, for use in classrooms -E  Film S Flux S
Engines, integral parts of Films, motion piCture- E Fly sprays --S '
larger units—S . Films, photographic S Folders--S
Enlargers—E , Films, television -S Folding chair L
Envelope sealers -E - Film cement -S Folding tables E
Envelopes—S Filter paper S Food S
Epsom salts--S - Filters, small S Football dumimics, taukling S
Eradicator, ink - S , / Fingers, rubber S _ Football shoes S
Erasers, electric-E Filmstrips—S _Football uniforms $
Erasers, hand—S . Firearms. E Footballs --S .
:[KC' cases -E - U Fire axes 62 Forceps - S |
:lire meters, camera E Fxfe extinduisher tctills S Forges E



| Fork's,\ silverware—S
Forks, spading—S

Forks, tuning—S
Formaldehyde—S

Forms, dress—E

Forms, geometrical, model,
. 'in sets—E ‘

Forms, printed—S
Foundry machinery—E
Frames, blueprint—E
Frames, door—S

F , mirror—S

Fraimes) ophthalmic—S

Fr , picture—S
Frames, saw—S

‘Frames, window-S
Freezers—E

Freezers, ice cream—E \

bl

Frequency meters—E
Friction tape—S
Fruits—S
Fuels—-S
Fumigants—S
: Fumigators-—'S
Fungicides—S§
Funnels—S -
Furnaces—E _
Furnaces, heat treating—E
Furnaces, laboratory—E
Furnaces, ramelting, type
 metal-E
Fumniture®-E :
Fumiture polish—S *°
,Fugt\—,s | )
Gages, tire—S
Galvanometers--E
Galvanoscopes -E

Games--S
Garbage cans -S
den hose--S

arden tools--S
Garments—S
Garnet paper--S
Gas compressors E

Gas cylinders—E /
Gas mantels—S -
Gas meters laboratory type E
CE Ctes -E

veS—E

,Glasses, magmfymg—S
.Glasses, ophthalmic—S

Gases—8

Gaskets—S

Gasoline—S

Gasoline dispensing pumps,
electric—E

Gasoline dispensing pumps,
hand operated--S

Gates—I .

Gauges, alignment, ‘cambers,
toe-in—E

Gauges, tire—S

Gauze—S

.ﬂﬁ&_cuttmg machines—E

Gelatin duplicators—E
Gelatin pads—S -’
Generators, integral parts
of larger units—S
Generators, not integral parts
of larger units—E
Geographic globes, large
stand type—E
Geographic globes, small
desk type—S

Glass—S - I

Glass, watch—S
Glass cutters—S
Glass wool—S
Glasses, drinking—S

~

Glassware—S

Glaze—S

Glides—S

Globes, electric light--S

_ Globes, geographic, large

stand type--E

Globes, geographic, smalt
desk type--S

Glove¥, bber S‘

Grading -1

Graduated measuies 5
Graph paper--S
Graphite-- E'l\

k

Grass seed—S <

Grass shears, hand operated—S
Grass shears, power operated —E
Grates, stove--S '

Gravel-S g

Grease—S

" Grease guns, air, gun only--$

Grease guns, hand—S
Grinders, coffee—E
Grinders, hand operated—
Grinders, power operatec --E J
Grinding compounds— S

_ Grinding wheel
Groceries—S
Growlers, armature—

Guards, arm—S - .o
Guards, lamp—S yas
Guards, shin—S
Gummed cloth-S

Gummed figures—S

Gummed labels—S

Gummed seals—S

Gummed tape—S

Guns, start‘mg~E

"Gym shoes—S

Gypsum—S

G);roscopes—E

Hacksaws—S '

Hair clippers, electric— ,

Hair clippers, hand—S 5

Hair dryers—E

Hairpins—S ‘ .

Hall trees—E

Hammers, autobody, pneu-
matic—E

Hammers, ball peen-—-S

mmers, electric, hand E
Hammers, light forg S
Hammers, power E

Hammers, sledge S
Hampers--S * \
Hand bags S ' (
Hand saws S
Hand stamps S
Hand tools, in scis< L
Hand tools, notAn sets >
Hand togjs, power driven,
pneumatic apd electric b
Hand trucks - q



4

Handballs—S " Ice cream freezers—E . Jointers—E

. Handbooks—S Ignition coils—S Joints, plumbing—S
Handles—S Implements, farm - E Juive extractors, electric E

- Handscrews, wood and iron S Incandescent lamps, butbs S Jump Standards - E
Hangers, clothing—S Incinerators, fixed -1 Kerosene—S

- Hangers, hardware -S Incinerators, portable F Kettles—S
Hardware—S Incubators—E Key racks—-E '
Harnesses—E Index cards-S Key rings--S v
Harrows—E Index labels—-S Keys--S \
Hat blocks—S S Ingdex tabs—S¢ Keyboards, piano, paper 9
Hatchets—S : * Indian clubs—-S ; Keyhole saws—S
Headlights—S  * @ ° Inductance standards E Kilns~E
Heaters—E Ink-S.- - Kitchen tables—E «
_Heaters, portable—~E Ink drier—S : Kitchen utensils—S
- Heating pads—S- Ink eradicator—S « Kits, first aid—S
. Heating systems—SS " Ink pads—S . . Knee pads—S
Hectographs—E . Inner tubes auto--S’ - Knives—S
Hemp fibre—S - * Insect ne}ts—S Labels—S ‘

- Hinges—S . ' Inseyt screening—S Laboratortlf)-alances, beam—E
Ho¢s, garden—S Insecticides—S o Laboratory fittings, plumbing—S
Hoists—E a Insignia—S Laboratory furniture—E
Hoists, electric or pneumatic- E Instruments, band and musical-E Laboratory glassware—S
Holders, blotter—S - Instruments, dental, snfall-S '+  Laboratory nfvdels—E
Holders, change—S. ¢ Instruments, drafting—S . Laboratory mounts—S
ﬁolders, copy—S Instruments, drawing—S Laboratory tools, small han&—
Holders, dictionary—E Instruments medical, small --S Lacing—S
Hooks—S" Instruments, musical—E - Lacquers

_ Herizontal bars, pqrtable E Instruments, recording, - Lactose{S
Horns, motor vehicle—S electrical-E - Ladders\large—E
Horses—E Instruments, surgical, small-S -~ Ladders all—S
Harses, gym equipment—E . | _Instruments, surveying—E -Ladles—S

rseshoes—S Instruments, testing—E . Lagscrews—
‘Hose, apparel—-S Insulators—S Lamp bases—S
Hose, flexible metal—S Intelligence tests—S “ . Lamp bulbs—S
Hose, garden—S _ Intercommunication systems--SS  Lamps—E
Hose clamps—S ' Interferometers ‘E * Lamps, desk—S
Hose nozzles—S Interval timers S Lamps, drafting table—S
Hot platgs—E Jodine—S _ Lamps, electric floor--E
Hot water bottles S Iodoform S Landscaping—I
Murdles -E Iron filings -S L Lantern slide cabinets E
Hydraulic jacks, garage lype b Iron gauze S Lanter-n%lides S
ydrometer floats--S Ironers E Lanterns -S
ydrometeps—S « Iron,sheet § Lathes—E
grometefs--S Iron wedges S . Lathes, brake drum E . "
podermic needles - S Ironing boards S Lathes, turret, or automatic
podermic syringes -S Irons, electric: E screw machines--EN-
Jackets, book S Lathes, wood turning E
-S Jacks, garage type hydisulic £ F Laths S
[KC am cabmets ice or Jacks mechanical S “ Lawn mowers E

mmEectric—E Jars-S ‘ Lawn rollers -E



Lawn sprinklers, movable—S
". Lawn sprinklers, traveling—E

Lawn sprinkling systems-—1
Lawns—I
Lead—-S &~
Lead pencils—S
Lead, red—S

‘Lead; slug and rule casting

- machines, elrod—E

Leather—S '

~ Leather briefcases—S

Leatherworking tools, hand--S

Lecterns—E

Ledgers—S

Lenses—S,

Letter baskets—S -

Letter files—S

Letter openers—S

Letter scales—S /

Letterheads—S

Lettering pens—S
"Letterpresses—E .

Levels, precision.machinist’s—S
Levels, small or carpenter’s—S

Levels, surveying—E
- Library books—E

Library furniture—E

Library trucks—E

Lifts, vehicle—E |

_ Light bulbs—S
' Light globes—S
Light systems—SS

Lighting units, blueprmtmg—E

Lime-S

Line markers, large push type—E

Line markers, s -S
Linens—S
Liners, staff, music—S
Linersftype—S
Lining, brake—S
Lining, cloth—S
Linoleum-S
Linotype mpt_?ls-v-.s

~ Linotypes—E -
Linseed oil—8
Liquid bronzing—S

- Liqujd polishes—S
T4 soaps—S
IERIC paper—S-

/

/ .
Livestock—E

Loam—-S

Locker, built-in—BF
Lockers, movable—E
Locknuts—S

Locks, small, not built-in—S
Looms—E

Looseleaf binders—S
Looseleaf notebooks—S
Lubricants—S

_ Lubricating oil-S

Lubrication fittings—S
Lugs, soldering—S
Lumber—S
Machine tools—E
Machinery, canning—E
Machinery, cement-making—E
Machines, adding—E
Machmes, addressing—E
Machines, billing—E -
Machines, bookkeeping—E
Machines, brake lining—E
Machines, calculating—E |
Machines, check handling—E
Machines, coin handling—E
Machines, coin operated—E
Machines, dating, power—E
Machines, dating, small hand S
Machines, dictating—E ,,
Machines, dlshwash.mg—-E
Machines, draftmg—E
Machme§ drycleanmg—E
Machines, duplicating—E |
Machines, large—E
Machines, laundry—E
Machines, mimeograph—E
Machines, mixing—E
Machines, numbering, power- E
Machines, numbering, small
hand --S

-

.Machines, tabulating—E #
Machines,B®vashing—E.

Machines, waxing—E

Magazine covers—S

Magazine racks, large stand --E
Magnets, laboratory—S
Magnifying glasses—S

Mail boxes—S

Mallets—S ~—
‘Manicuring tools—S

' Manila files—S

Manila folders—S

Manila répe—S

Map tracks—S

Mips, large—E

‘Markers, line, large push-type—E

Markers, line, small—S .

Matches—S . '

Ma.tnx, type—S o

Mats door and bath—S

Mats, gymnasium, tumbling,
wrestling—E

Mattocks—S

Mattresses—$

Mauls—S -

-Médal-S

Meats—S

Mechanical drawing instruments—S

Mec¢hanical pencils— S

" Medals—S

Machines, polishing—E QN

Machines, pressing—E
Machines, sanding -E
Machines, scrubbing-E
Machines, sewing—E -
Machines, small, hand- -S.

.- Machines, stamping, power--E

Machines, stamping, smal_~
hand—-S

A

L

Medical instruments, small—S
‘Medicine balls—S

Medicine cases—E
.‘Medicines—S

Megaphones—S

Memo books—S '
Mending materials -S “®

Mesh; steel wire---S
Metabolisirapparatus E

Metal polishes--S

Metal working machinery E

Metal working tools, small,
hand operated--S

Metals, die casting - S

Metals, laboratory -S

,Metals, linotype—S

Meter sticks—S ;J

Met_ers, watt, laboratdry type - E
> .



~-Microfilm reéaders and viewers

for office use—E
Micrometers, in sets—E
Micrometers, not in sets—S
Microprojectors—
Microscopes—E
Milk cans—S
Milking mac]i@nes—-E
Milliammeters—E
Milling machines, bench or
floor—E -
Millivoltmeters—E -
Mimeograph machines—E
Mimeograph paper—S
Mineral wool-S
Minerals, laboratory—S
Minute books—S
Mirror frames—S
Mirrors, large wall—-E
“Mirrors, small—S

~ Mitre boxes—E- K {

Mixers, electric—E ,
Modeling clay—S
Modeling tools—5S
Medels, dress—E

‘Models, shop and laboratory—E-
- Molding, metal—S «

Mop pails—S
Mop trucks—E’

- Mop wringers—S >~ .

\

~
(E KC ers, lawn-E .

Mops—S
Mortar—S
Mortisers—E
Moss—S

fotion picture cameras—E
&otion picture films—E
Motion picture projectors—E
Motor analyzers—E

Motor generator sets—E

Motor vehicle parts--S ~

Motor vehicles—E .

Motorcycles—E

Motors, integral parts of
larger units—S

Motors, not integral parts Ff
larger units—E ’

. Mounting boards—S8

O -3etraps—S

N

v

'_,

Mucilage—S

Multimedia sets—S

Music stands—E

Music, sheet—S

Musical jnstruments—E

Mustin—S

Mustard—S

Nail polishes—S

Nails—S

Napkins—S

Napkins, sanitary—S

Neatsfoot oil—-S

Needles—S

Needles, hypodermic—S

Negative racks—S '

Negative tanks—S

~Nets, cloth—S

Nets, steel-E

Newspapers—S

Nibbling machines—E

Nickel polishes—S

Noise and field strength
meters—

Notebook covers—S

Notebooks—S

Notebooks, stenographers—S

Nozzles, hose—S
Numbering machines, power—E
ering machines, small

Nu

Oakum-—S

Oars—S

Office composing machines,
Varitypes—E

Office furniture—E

Ohmmeters—-E

Oil-S

Oil cans - S N

Oilcloth—-S

Ointments-$-
&

Oleomargannc S - “—3“

Openérs, letter--S e

Oph‘thahmc f‘rames S )

Optical dises -E T

Organs—E .

Oscillators—E

Oscillographs--E

Oscilloscope~E

vy

3

)i %es-s

Outlets, electrical—S
Outline maps—S
Output meters—E
Ovens—E

Ovenware dishes S’
Oxygen—S
Packing—S
Padding—S
Padlocks—S

Pads, Cm—s

Pads, desk—S -
Pads, iftk—S

Pads, stamp—S

Pads, typewriter—S
Pads, writing—S
Pails—S

Paint drier—S

'Paint remover—S
Paint spraying outfits—E
Pamtbrushes S

Paints—S
Palettes—S

Pamphlets—S

Pans, large—E

Pans, small—S
Pantographs—S

Paper—S

Paper clips—S

Paper cups—S

Paper cutters—E

Paper fasteners—S ¢
Paper napkins—S '
Paper punches—S

Paper towels—S
Paraffin—S

Parts, automotive—S
Parts, radio, resistors, tubes,

transformers—S

Parts, repair—S

* Paste-S .
' Paste brushes S
- Pasteboard --S

Pasteboard boxes S

1

Pastry cutters

Patching compdunds S ,.
tyerns. -S
ing 1
s - e

eat moss-



Peelers, eleetrical-E
Peelers, hand—S

Pen points—S

Pencil sharpeners—S
Pencils—S

Pencils, mechanical—S
Penetrometers, soil—-E
Penholders—S
Penknives—S
Pennants—S

Pens-—S

Percolators, coffee, electric—E .

Perforators, large—E
- Perforators, small—S
Periodicals—S

- Permanent waving machines—E

Pestles—S
Phonograph needles—S
Phonograph record.albums—S
Phonograph records—S
Phonographs—E
'Photocopying apparatus—E
Photoelectric cells—S
‘Photoengraving appdratus—E
Photograph mounts—S
Photographic lenses—S
Photographs—S
Photometers—E
Piand parts—S
Pianos—E,
Picks—S

~ Picture frames—S

¢Picture wire—S'
Pictures, small--S .
Pictures, wall, large—E i
Pigments—S
Pillows—S 1
Ping-pong sets—S N
 Pinking shears-- S
-Pins—S

Pipe—S

Pipe dies, in sets E
Pipe dies, not in sets S
Pipe fittings—$

Pipe, steel-S ]
_Pipettes—S
Piston rings—S

O 5-S. '

ERICs-s

Pitch pipes—S

Pitchforks—S .

Plane cutters—S

Planers, power—E

Planes, hand—S

“Planing machines, photo-
engravers—E °

Plaques, permanent--E

Plarimeters-E

Plaster—-S

. Plaster, adhesive—S

Plastic wood—-S

Plate glass—S

Plates—S = '

Plates, addressing machine—S
Plates, battery—S

Plates, bench—E

Plates, book S

Plates, hot E

Plates, lantern slide—S

" Plates, photographic—S

Platforms—E

Playground equipment, fixed—I
Playground equipment, movable—

Playground surfacing—I
Pliers—S

Plows, field—E

Plows, snow—E

Plugs, drain—S

Plugs, spark—S

*

Plumbmg and heating valves—S

Plumbing fixture fittings
and’'trim—-S
Plumbs—S

' Plungers, drain—S

Pdckets, book--S
Pointers—S )

Points, drfll--S
Polarimeters.--E

Polariscopes -E

» Poles—-S

Poles, climbing S

Poles, vaulting, pamboo S
Poles, vaulting, metal E
Polishes -8 -
Portfolios, leather--S
Postal meters--E
Posters—S

Posts--S

»

Posts, fixed—I

Pot cleaners—S

Potato peelers, large
machine—E

Pots, large—E

Pots, small--S

Pottery—S

Powders-S

Power sprayers and dusters --E

Preservatives—S

Presses, arbor—E
. Presses, book, bookbinders—E

Presses, cylinder, flat bed, -
printing—E

Presses, engraving—E

Presses, letter—E :

Presses, hthograpluc or offsgt
printing—E

Presses, mechanical—E

Presses, power—E

Presses, punch, foot power--E

Pressure cookers--E

Printed materials—S

Printing cases—E

Printing frames—E

Printing ink—S

. Printing materials—S
‘Printing presses—E

Printing sets, rubber—S

Printing type—S '

Prisms—S

Projectors—E

Protectors, check—E

Protractors—S

Pruners, hand—S

Pruners, power—E

Psychrometers—S

Public address systems,
installed - SS

Public dddress systems,
portable-E

Pulleys -S v

Pumice S’

Pumps, large b

Pumps, small --S

Punches -S

Punches electrical -E

Push buttons=S

A\

* Pushcartg ‘E



Putty—S :
Pyrometers—E '

Quivers, arrow—S -—
Rackets, badminton—S
Rackets, tennis—S
Racks, bicycle, fixed—I
Racks, bicycle, portable—B*:\
Racks, large stand—E
Radio receiving sets—E
" Radio transmitters—E
Radio tubes—S
Radios—
Raffia—SE\\
Rags—S | \}
Rakes, gjigdeni—S
Rakes, w w—E
Rams, hydraulic—E
- Ranges, cookmg——E
 Rasps—S.,
" Rattan—S
" Reamers—S-
~ Receptacles—S

Record books—S
Record forms—S
Record players—E
Recorders, sound—E
Recording tape and w1re-—S
Records, phonograph S
Reeds—S . .
Reels, hose— S
Reels, motion plcture film—S
Reference books—E
Reflectors, parabolic—S
Refracting apparatus—E
Refrigerators—E
Registers, cash—E
Reglsters printed—S
Regulating valves—S
Regulators, voltage- S
Relief mapsi-S
 Repajr part§—S
Report forms--S
‘Resistors—8

 Regpirafors—$ .
&J:grts glass laboratory- S

( Rheostat—E
Ribbons, adding #hachine S

™ e 1

[ C ns, cloth—S

Robes—S
" Rock; crushed—S

~ Rules, shrink and circum-

wandwich boards- S

g " ns, addressing machine - S ; Al
- . Sawdu$t—S

®

Ribbons, typewriter—$S

Sawhorses—E h

Ringtoss game—S Saws, band—E

Rings, bbxing—E ' Saws, circular—E

Rings, carrom—S Saws, hand—S

Rings, flying—E aws, power—E )

Rings, key—S aws, power hack—E

.Rivets—S 4 /Scales, beam balance ‘F '
‘Scales, draftsmens--S

Scales, spring—-S
Scalpels—S

Scissors—S ,
Scoop shovels, hand—S -
Scpuring powders—S

Roller bearings—S
Rollers, ink—S
Rollers, lawn—FE
Roofing materials—S - \

Rope-S .. Scrapers, hand—S
Rosin—S Screen doors—S§

~ -Rottenstone—S Screens, projection, built-in—BF
Roug/e-—S N . “Screens, projection, movable—E
Routers—E Screens, window—%

Routers, plate, hotoengrav' g—E Screw extractors—S

Rowboats—E Screw eyes—S

Rubber band Screw hooks—S .

Rubber goods—S Screwdrivers—S ’
Rubbish cans—S Screws—S ‘
Rugs, room size—E Scrubbing compounds—S
Rugs, scatter—S Serubping machines—E
Rulers—S - - ScytHes—S

Sealers, envelope, mechanical-E

ference—S ‘ Seasonings—S

Saccharimeters—E *  Seats—E '

Safes—E . ' Sectional bookcases—E

Safety belts, window-working—S, Sedatives—S

Safety glass—S Seed, grass—S .
_Safety pins—S Separators, battery—S .
. Salts—S Separators, mitk—E

Sand—S Serums—S

Sanders, electric+E Serving trays—S

Sandpaper—S Settees—E

~ Sewer systems - [ or SS
Sewing machines- E
Shades, window-BF
Shakers, laboratory- E

Sanitary napkins S
Sanitary systems - SS
Sash, combination screen and

storm—S Shakers, power--E-
Sash cords--S Shampoo-S
Sash, screen—S$ SRapers, ben¢h and floor L
Sash, storm—S Shapers and routers--E
Saucers—S Sharpeners, eleotrical -E -
Saw blades -S ‘ Sharpeners, pencil -S

Saw frames—S Shears, hand-operated S

SthJ.‘S ‘power-operated L
ig .
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- Sheaves—S , - Socks, pairs—’S : Stains—S

Sheet metal-S : Soda, baking—S Stakes—S
o Sheet music—S .+« Sodding—S Stamp pads—S .
', Sheeting—S~ -~ . Softballs—S Stamping machines, power—E
*Shellac—S Softeners, water, chemlca.l-—S Stamping machines, small hand—S
Shelves, kiln—8 " Soil-S ‘ Stamps, rubber—S
Shelving—BF : _Soil penetrometers—E Standards, jump—E
Shelving materials—S . Soil test molds—E Stands, cdlendar—S
Shingles—S Soldering coppers—S Stands, chart—E
. Shock absorbers—S . Soldering materials—S ~= Stands, dictionary—E
Shoes and boets—S = - _ Solvents—S ' Stands, engine repair—E
Shopcoats—S ~ Sound recorders—E ~ Stands, umbrella—E
Shorthand writing machmes—E Sound systems—8S Staplers, foot- or power-
Shovels, hand—S e Spades—S _ . operated-E
Shower fittings—S ' Spading forks—S . Staplers, small hand~—S
, “Shrubs—1 - S Spark plug cleaning machines—E  Staples—S | ;
Shrubs—S . . Spark plugs—S Starch—S ‘
Shuffleboard sets—S Spatulas—S Starters, electric—S
Shuttlecocks—S Specimens, laboratory —S ‘Stationery—S )
Sidewalks-I Spectroscopes—E Statpary—E
Siding, shéet metal—S Sphygmomanometers—E Ste apor cleaneg —E W
Sifters—S & ‘Spikes—S8  ° Stemackmg— o
Signs; large—E . Spirits—S',. o Steel measuring tapes—S
Signs, small—-S -(gpuometers—E ) Steel, sheet—S
Silk screen printing apparatus plints—S : Steel wool—S
complete units-4S Spokes—S _ Stencil correction fluid— S
- Silver pé}ishes—S ; - Spokeshaves—S Stencils—S « . °
.Silverware—S, . N Sponges—S | Stenographers notebooks—S
Sink fittings=S o Spoons—S S ' ‘Stereoscopes—E .
Skeletons—E ™ . Spotlights—S Sterile gauze—S
Skillets—S N Spray mixtures—S Sterilizers—E
Skis—S ' Sprayers, hand—S . Sticks, composing—S
Slats—S " Sprayers, power—E- Sticks, hockey—S
-.,.Sle'dgéiammers'—s 'Spreaders, manure—E‘k - Stilts, sport—S
" Slicers, bread, mechanical—E Spreaders, tire—E Stitchers—E * °
Slide rules—S Spreads, bed—S . : Stock recdords—S
Slides, lantern—S Springs—S AN Stockings—S i
Slides, microscope—=S . " Springs, furniture - S ' Stones, printers E
Slides, projector—-S ' . Sprinkers, lawn, movable—S Stoqls—-E
Sniaps—S . . Sprinklers, laWp, traveling—E Stop watches—S
Sneakers—S - Sprinklirig systems, lawnsI1y ~ ~ Stoppers
Snips—-S =~ - oo Sprockets—S S Stops, be%ﬁ=
Snow shovels, hand--S Squares~-S Storage batt S
- Soap dispensers—S Squeegees—S Storm d,ram systems. 1 _
Soaps_.s E Stacks, book--E - . Stoves—E . )
Soccer balis—S o p, Stadia rods—E . N StrajghtedgesA S
Soccer shoes—S . Stadiometers—E , - Strainers—S
O st wrencH sets—E ‘Staff liners, music—S : Straws, drinking -S

ERIC, s wrench—S Stain removers—S - Stretchers S

Full Tt Provided by ERIC.
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Stﬁngs . ' . - Tennis rackets—S Transformers, laboratory—S

Striking bdg-outfits—E Teénts, wall-E . Transit, engineers—E :
Styluses—S ‘Tents, shelter—S ' ' . Transmissions, integral parts -
Sunglass frames—S Yerminals, battery—S of larger units—S
Sunglass —S - Test tube brushes—S Transmissions, not integral
| Supply cases—E * Test tube racks—S parts of larger units- ‘E
Supporters, athletic—S [ Test tubes—S ' : Transmitters— E L
Surface hardened blocks—S Tests, achievement —S Trays—S ‘ (
Surgical instruments,.small-S Textbooks—S Trees—I .
Surgical powders—S N Theatrical costumes—-S Trees, hall-E
Swages—S | R > Theodolites and tripods—E Triangles, drafting—S -
Sweepers carpet, electric—E Thermographs—E ~ Trimmers, hedge, hand—S .
. Sweepers, hand—S Thermometers—S ' Trimmers, hedge, power—E
Switch boxes—S _ Thermostats—S - Tripods—E
Switches, electric-S ‘Thimbles—S Trophies—S .
Synchronizers, ,cq.mera—S _ Thinners—S N Trowels—S T
Syringes—S - Threads—S . Truck 'chassis—E
Syrup—S ‘ ‘Throat applicators—$ . Trucks, hand—E -
Table protectors—S _ -t “Thumb tacks—S . 'Truc'k#, motor—E
" Table tennis balls—S Tickets—S Tubes, inner—S
Table tennis rackets—S " Tile, drain—S ' Tubes, radio—S
Tablecloths—S = Time clocks, watchmens—E + Tubes, television—S
Tableware—S Timers, large—E =~ Tubing materials—S .
Tables—E - " Timers, small—S o Tuniblers, glass—S
Tables, COmputi;_ig—S Tin cans—S . Tuning forks—S
Tablets, medicinal—S Tin cutters—S . : Tunnels, models, wind—E
Tablets, writing—S Tinware—S ‘ ' Turf-1 .
Tabs, index—S ' - : . Tire chains—S o . -Turpentine—S
Tabulating machines—E - Tires and tubes—S Tweezers—S
Tack hammers—S " - Tissues, cleansing—S . Twine—-S
Tackling dummies, football—-S Toasters, electric—E . pe cases—E
Tacks—S’. Toggle bolts—S . " s Type casting machines—E
Tags—S Toilet paper—S - Type cleaner—S <5 -
Talcum powder—S Tokens—S - Type liners—S '
Tanks, bulk storage—E .Tongs—S § Type, matrix—S
Tape-—S : R * Tongue depressors—S : Type, printing—S
Tape measures—S . Tool sets, hand~E I ‘Typewriter brushes--S . *
Tapes, measuring—S . Tools, hand, not in sets S Typewriter covers--S
- Taps—S B - Tools, power—E ., ‘Typewriter desks -“E . .
Tar, roofing ajfysiding- S ~ + Topsoil-I Typewriter ribbons--§ |
Targets, archefy —S. ' Tow bars—-§ - Typewriters—E
Team uniforms--S * Towels—8 . Umbrella stands--E
Telephone systems- SS Toys, large E ' o Unguents- S S
Television cameras -E Toys, small--S "+ Uniforms - S
Television sets— E ~ Tracing cloth-S . " Upholstering materials S
Television tubes—S Tracing paper--S Urns, coffee- E P
Tennis balls—S Tractors—E Urns, flower--S
Tenmq court nets, cord—S " Trammels-*8~ "~ : : - Utensils -S

']EKC court nets, steel—E Trampolines --E s Vacuum bottles S



" Vicuum cleaners~—E
. Vacuum tube voltmeters—E!

, Video recorders—E

)

Valve parts—S
Valves, large,autorpatic-—-E
Valves, small-S -

Vaporizers, electric—-S -

Varnish driers—S
Varhish removers—S

Vases-S g\
Vaglting poles—S.
Vegetables—8,

Vending machmes E
Ventllatmg systems--SS

j -

Vessels, large~E

Vessels, small-S . 7
Vlbrographs—E C -~
Video cameras—E .

'Video tapes—S
Vines—S-

" Vises, ben¢h—E

Vises, small hand-S |

‘Vision charts-#S N

Volleyball nets—$
Volleyballs—§
Voltmeters-r‘E

" Wagons—E

Ll N

Wall brashes—S R
Wallboard S , 4
Wallpaper—S |

‘Walls, 1¢ tairling—fl
Washbasins—S

Washtloths—§. .~ -

‘Washers and/or dryers—E
Washe'rs, rubber and leather -S

.~ Washers and dryers, photo. ~~ “AWhagls automoblleuS )

R \ p - 'xn .
‘ Lot e
, ‘ . a
. ‘ . ~

graphic—E . - Wheels, mery—S v
Washing machines~E . Wheels, potfery-E
Washing powdess—$ 'Whetstones—S . L
itubs-S - Whiskbrooms --S.
aste, macKinists--S + Whistles—$ :
astebaskets—S Window glass-S = " L
Watch crystals—S , - Window screehs—S: A ‘
Watches, stop—S ' Window shades-S§ |, e
Watchrhens time clocks--F Window-working safety be]tsJS‘
Water coolers—E ~ . Wipers—S
Water, distilled—S . . Wire-S |
Water glasses— _ Wood filles-§  + = N
Water meters, laboratory type--E Wood, plastic—S
Water :;)Ifteners—s : Wood preservatives—S.
Water systems—SS Wood stains—S .
- Watégpolor brushes—S . Wool{S. . . - . .
. Watt eters, laboratory / Wool, glass s s ;
" type-E , ' Wool, steel—S C g t 4
Wavereters and wave | Work benches—E ot
analyzers—E : . - Work tables~E : R
Wax crayons—S * Wrappmg paper—S .« .."-"‘""’Jfg
Waxes, hqmd-S/ S " Wrenche msets E-'.
“Waxes,paste=S . " - Wrench nbtmsets—S .
© Waxés, sealing—S | - Wringers, doth-S ~ :
- Waxing machines—E Wringers, mop; large—E
Weaving machines—E * Wringers, mop, ‘'sm all——S

Welghmg scales, beam-E Wﬁters check—E

Welgiung scales, small ~ . Writing paper-S e
- spring—S . " Xeray machitits-E .. . -
" Weights=S © 7 RyfvenchesE. vt 4
Welding apparatus—E Yard brooms-$ - .
Welding rods—S Yardsticks—S . W
Wheel straightening- - Yarn-S$ | S
apparatus-E' - © . | Zinc-§ | L
Wheetbarrows—E ' y |
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Biological médels—-Eﬂ! .
Biology specimens—S \/-'

Bit braces—S
Bit tools-S
Bits-S -

~ Blackboard pointers-S

Blackboards, portable-E

Blackboards, small slate-S

" Bladders-S
Blades, saw-S
Blankets-$

* Blanks, printed—S
Bleachers, indoor, fixed-BF
Bleachers, outdoor, fixed- |
Bleachers, portable.--E

. Bleaches-S .

" Blinds, venetian -BF
Blocks, hat-S

 Blocks, kindergarten--S

Blocks, surface hardened -S

" Blocks, terminal -
Blood analysis apparatus,
complete—E

Blood plasma cabinets £ | /\..m

Blood pressure apparatus £
Blotter holders -S

Blotter pads--S

h Blotters-S

WUV W

Bodies, bus-E

Bodies, truck- E
Bodkins-$

Tiler Cleaners-5
Bailer compounds-S
Boiler firing tools--S
Bolt cutters—S

Bolts-S

Bond paper-$

Book cards-$

Book jackets-S

Book pockets—S

Book records-S

Book stacks-E

Book trucks-E
Bookbinding machinery k
Bookcases, portable~E
Bookcases, sectional E
Bookeloth §
Bookcovers—3
Bookgnds—S
Bool?keep.ing foums -S
Bookkeeping machines E
Bookplates- §
Books-S

0oks, cash § \
ks, composition 8
BooRwlibrary-E

Afd Wb ulu115 sddviiaiive W

Brakes and folders, hand or
power—E

Brakes, c?omplete replacement units-S
Brass polishes-S
Brass rods-S
Bras{sheets-S . . .
Bread knives-S
Bread pans-S \\

* Bread slicers, mechanical-E

Bread toasters, electric-E
Breadboards-S
Breakers, circuit-§
Bricks-S .
Bridges, wheatstone and
similar-E -
Brids-S, Y
Bricfeases § A
Broilers. electri¢ E
Bronze, casting. §
Bronzing liquid-S ‘
Brooders-E
Bro;)ms, hand -3
Brooms, power-riven: L
Brushes-£S % _
lckets—s ‘\
ucksaws -3 )
Buffers, electric E™

" Bugduays §

\
“
, A
’ '
I
[
'
.

’

v-§



aAlViINV—wW CONLLIUECS—L

: Carbon dioxide—S Certificates—S
ling, ‘Carbon papef~S - - Chafing dishes—S
Carbon ribbons—S Chain hoists—E
Carborundum-stones—S Chains—S
/ -Carburetors—$ : ‘Chains, tire—S
storage—E "Card holders—S - Chair pads—S>
eor. art punching and sorting Chairs—E - N
- device—E - Chairs, folding—E
E . Card racks—E Chalkboards, fixed—BF
—E «.n  Card tables—E - Chalkboards, portaf)le-—-E
. Cardboard—§ _ Chalks—S
ig-E ,  Cardboard boxes—S _Chamois—S .
ey-E Cards-—-S . Change holders—S - °
e—E Carpenters squares—S Charcoal—-S
| . Carpet beaters ~S Y, Charge slips-- S
;  Carpets--E Chargers, battery- E
~ Carrom boards -S | Chart stands—E
(; Carrom cues- S Charts, large--E
Carrom rings—S . ‘Charts, small -S
Carts~E - Chassis, bus- E
. Carving knives S “Chassis, truck E
E . Cases, brief-5 Check handling niacluncs k
' Cases, cardboard~S ‘ Checkbooks S
Cases, display E Checker boards S
" Cases, file -E- Checkers—S'
Cases, laboratory E . Checks, brass S
. [fases, musical instruments, - Checkwriters—E
, ' large-E EAN Cheesecloth --S

!
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Clips—S Conduits and ﬁttmgs S Crystals, watot

Clock systems, program, Connecting rod aligners—E ues, carrom—
electric—SS Connegting rod boring Cultivators—E

Clocks, desk—S machines—E . Culverts, sheet

“Clocks, wall-E Connecting rod rebabbiting - Cup hooks-S

- Cloth-S 'jigs—E Cupboards—E
Cloth binding—S Connectors, wire—S | Cups—S
Cloth cutting machines—E Construction paper—S Cups, grease—S
Cloth nets—S, - Contdiners—S Curbs—I
'Clothes baskets—S - Conveyors—E » Curling irons—
Clothes brushes—S Cookers, pressure—E Curtain rods—!
Clothes dryers—E . Cooking stoves—E ' Curtains, show
Clothes hooks—S | Cooking utensils—S ‘ Curtains, stage
Clotheslines—S Coolers, water—E Curtains, cyclc
Clothespins—S <~ Coping saw blades—S - Curtajns, wind
Clothing—S | Copper-S ot Cut‘i;e%psb
Clutch rebuilding apparatus- E Coppers, soldering S Cutlery-S
Coat hangers—S - Copyholders -S Cutters, glass

- Coat hooks=S : Cord--S Cutters, large -
Cocoa mats—S Cords, electric Cutters, pastry
Coffee cans-S Cores, valve—S Cutters, plane-
Coffee grinders--E Cork—S Cutters, small-
Coffee percolators, electric- E Corkscrews—S Cylinder borin
Coffee pots—S Cornices, metal 3 Cylinder oils--
Coffee urns—E _ ‘ Correction fluid, stencil S Cylinders, dict
Coin, currency, and check Corroswes S / Cylinders, gas-

handling machmes—-E ' Corrugated paper- } ' Cylinders, hyd

Colanders-S , . ~ Costumers-E \ Cylinds'rs;ﬁiai:

Q
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. delivering merchandise, and the size and number of

-

’ ¢- lL

qul':V :

"A central stores system enables a school district
- to take advantage of the econpmies of quantity
' buying and to fifl requisitions for standard supplies
- promptly. However, no set rules can be established

to determine when it would be to the best interest.

of a school district to adopt a stores systern.
Availability of material, facilities for storing and

plants in a school district al] mugf be taken into _

- ‘delivering stock items, as well as costs of Stock

control, should be ingluded in the total cost of a

“ stores system (as compared to the cost of direct
" purchasing) in deciding on the desirability of the

3

stores system.’ .-

OptiJnal Me?ds of Financing.

. ~\
- Accounting; and Controlling )

o

Either of two accounting methods may be used:

Stores Account Method
The establishment and maintenance of a stores

system by the use a Stores account carried

within the General Fund is a long-established prac-

tice. Stores accou ay also‘ be maintained

within other funds.

Revolving Fund Method

r

consideration. Costs of receiving, storing, and'

«

Stores System _Pr"ocedure_s, Controls, and Accountirig

-

-
»

or gbveming boards may appropriate from other
funds of the*district or districts, as outlined m
Education Code sections 42830— 42834

o

* *Types of Supplies in a Stores System

Items purchased for a stores system should be
those that are used in sufficient quantity to justify
the cost of establishing theém as stock items. Initial
purcﬁ\ase of a new item should be conservative as
to quantity to test its turnover, thereby establish-
ing a basis for determining the'quantity needed.
Committees composed of users of the Yarious items
can be helpful in determining §tandard items to be
warehoused and in encouraging their use. Ihe

~ types of items most frequently stocked are mcluded

Education Code sections 42830—-42834 -véuth}r .

rize and prescribe procedures for the establishment
of a revolving warehouse stock fund fo¥ school
districts. Permission «is also given for two or more

_ districts to establish a common revolving fund for

this purpose. The amount of the revolving fund
shall not exceed an amount from the General Fund
.of the district or districts equal to the Everage daily
attendance of the district or districts for the next

preceding year multiplied by fifteen\ dollars
($15.00) plus such amounts as 'trhe governh}bx

oard

in the list that follows:

Instructional supplies, including pape'r‘, penéils. )

chalk, paste, art suppl_iqs, and the like
Office supplies, including typewriter ribbons.
duplicating supplies, desk files. and the like

Custodial suppHes -

Maintenance supplies, including lumber, small
‘tools, electrical supplies, paint§, sandpaper,
and the like

NOTE: Many of these items are fre nently requisitioned fog use
in the school shops. Sometimes it is hecessary to carty more than
one quality of supply for this purpos.

Food and related supplies
Printed foims _
Equipment (Whe‘rﬁt is known that itess such as
ty pewriters, scrubbing machines, and the like
will be needed in the near future, it is
sometimes economical to purchase this equip-
ment in quantity. It is not recommended. that
equlpment items such as these be maintained
. on d minimum-maximum basis as are items of
" supply.) F
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" Essentials of a Stores System

" The essential features to be provided in connec-
tion w1th the establishment and operation. of a
stores system are presented in thlS section.

Devices for Control of Purchases

Provision Sfor numberlng. catalogmg, and stan-
dardizing stock items. Printed catalogs that list all
items by stock number, unit of issue, description,
and unit cost should be available to all who will
requisition ‘them from the warehouse. The catalog
should preferably be loose-leaf to. allow for replac-
ing pages in the event .of *subst;,tutrons additiots,
or deletions. 3

Provision for-the addition or deletion of stock
items., A special form may be used to notify all
departments concerned of the necessary informa-
tion regarding the action taken.

Provision for minimizing losses because of obsya#

lescence. Special committees can be helpful in
giving information in advance on planned changes
in curriculum whjc‘;h will affect the use of suppli
alreadx stocked. If it is known that a change¥
pldhned,
allowed to run out without reordering when the
stock drops to the minimum. L
Control ofmaximum and minimum stock bal-
ances. Care should be exercis@d in the setting of
maximum and.‘minimum quantities. Continual
study of stock activity and periodic readjustment
of the limits set are required because of such
conditions as growth, grade levels of users, changes
in curriculum, changes of personnel placing requisi-
tidns, storage cgpacity, and the likey Some items
will 'deteriorate when stored too long; this factor
mﬁe\ considered when placing orders. Very
small, inexpensive items should be ordered in

adequate supply for anticipated need; more expen- °

sive items should be ordered according to.conser-
vative estirg&;es of need.

Records of Perpetual Inventory

Individual cards or. records that contain the
following information should be kept for each item
stocked:

1. Identiying stock number
—, 2. Specification of unit of issue
37 Description of itém

supplies to be’ discontinued can be'

Unit price -
, 5. Posting references: date, document number,
" and the like
6. Receipts in terms of stock units
7. Issues in terms of stock units
‘8., Balances on hand in terms_of stock units =
., NOTE: The following additional information on the stock
' records may be desirable; (1) minimum and maximum
. quantities to be stoeked; (2) reference to vendors from
whom stock is purchased; (3) memoranda of orders placed;’
(4) memoranda of unfilled t¢quisitions; (5) reference to
warehouse location of itenr if the identifying stock number
gnnot be used for this purpose; and (6) provision for valites
receipts, issues, and balances on hand.
- "N\
Verification by Physical Inventory

Provisions should be made for at least an annual
count of all items stocked. This can be done on a

, CYchcal basis with a portion of the total stock
_inventotied each’ period. This count should be

made by persons other than warehouse personnel,
In the event warehguse personnel are used to take
the count, the record“should be spot-checked by
persons other than those responsible for stock. A
common practice is for the firm performing the
school audit to make the spot checks.

Security Control and System of Internal Checks

In planning the stores system, provisions should
be made for adequate security of stock and a
system of imternal checks.. Buildings used for
warehouse- storage should be as fi proof as pos-
sible and should have adequate locks. Only speci-
fied personnel should be allowed tp issue stock.
Preferablx‘, the stock records should pe maintained
in an office -other than the wardhouse (stock
records are cornmonly maintained if the account-
ing or purchasing offices). At inv¢gntory time or
other periodic_ checkup .time, Any difference
between the book record and actual quan"tity
count should be investigated and necessary adjust-
ments made.

Planned Procedures for Receiving and Issuing _

1. Items to be stocked should be purchased by
means of an official district purchase order
issued in compliance with the Education
Code .and. the district’s policies covering
bidding and purchasing. An ‘‘on order” nota-
tion may be made on the individual stock

control records at this point. On recexpt of
R ) ¢



‘merchandise, the items should be counted
and inspected for condition and compliance’

- with specifications. The signed receiving copy
of the purchase order or other receiving
document authorizes payment to the vendor
and charge of the cost of thé merchandise to
the Stores account. Either the réceiving
documel:ﬁ or the ‘payment warrant may be
used "as the basis for entering receipt of stock

. by quantity and value on the stock control
records af ectgd by the ﬂurchase

Stores éhould be issued only upon the
authorfty of a properly approved prenum-
bered requisition, /which should give the
following informatioit
Source andpdate of requisition
Delivery instructions .
*  Accourit or accounts to be charged .
Provision for approvals as to budget, items
allgwed, quantities and the like
Provision for postmg reference
For each 1tem quantlty ordered, umt
stock nurnber déscription, unit pnce
total amount; and on ehch requisition,
columns for noting <ubstitutions, bagk
. 4 orders. and the like

\. Provision for evidence of recejpt and date
of delivery. A multiple copy snap-out
+ form is commonly used for'warehouse
issues, with copies of each transaction
going to “the requisitioner, the ware-
houseman, and the recording office.
+ ~Posting is done from, this document to
the stock control records.
NOTE: The term r:equisitiOn as used here should be
understood to include requisitions, billings, Sto%‘—
voices, or similar documents for use by certain di s
that find it desirable to use additional documents
between the time of preparation of the requisition for

the materials and"the actual delivery of these materials to
the school or departmenat, requesting them.
L

" Lines of Authority and Respontibility
of Personnel Y L

s

Lines of authpmty and responsibility ‘should
follow a loglc_:gf pldn.and be clear-cut and definite,

NOTE In planmng the establishment of a stores system,
consideration should be given to the location of the warehouse
or warehouses and to the transmittal of documents between the

&
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warehouse and the accounting office. The spacs requirements,

physical requirements for proper storage, and arrangement of

tock items should be determined in advance. Stored items

ghould be arranged when possible in an order corresponding to
_ their order on standard Supply lists.

ha

Accountmé for a Stores System /
Accounting for\a stores system may Qe done by

employing (1) the\stores account method; or 2)

the revolving fund method.

Stores Account Method X /

The stores account method provides/ for the
establishment of a Store{ account within the
General Eund. Stores accoullnts may, also be estab-
lished within other funds of the distm:t Payments
for the purchase of stores are not classified as
expendltures these payments constitute an increase
of the ‘asset account, Stores, equal to e
reduction in another asset account, Cash in County
Treasury The 1ssuance of" stores should' be re-
corded as a reduction o the asset account, Stores,
and as a charge to the appropriate expenditure
account for which the shores were issued. Such
acceunting may be continuous, or summaries of
stores issuance may be made periodically, prefer-
ably at least monthly, and the total credited to the

drﬁlre aceounts for whlch tl\e st)ores were issued

- would be made at this time in summary.. To the

extent that the county Xyzenntendent of schools
maintains corresponding reécords, summaries of the
issuance of stores should be reported to the county

superintendent of schools periodically. The remain-

der of the Stores account- should represent the
“Anventdry value of merchandise in the warehouse.
When goods are purchased for stores withgut the
#se of a revolving fund, budget control of expen-
Aitures occurs at the time of issuance o&{such
merchandjse and not’ at the time of purdhase
Uncontrolled purchasing may result i in an urthecés-
sary and excessive investment .
serious depletion of cash needed for other budget
purposes. The e%tabhshment of the Stores accoynt
should follow, not precede, the budgetary authori-
zation, whieh is made by entry of the intended
amount in the budget under Ending Balance Once
established, the -«actual balance of the Stores
account should appear in_the budget under Begin-
ning Balance: and the same amount, or a deliber-

f‘,

“/

in .stores and a !

i
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ately chose/n Targer or smdllet amount, should be
entered under Ending Balémce Procedures for t

* control of purchases shodld be established so that, .

considering existing inventory and careful]y pre-

‘paréd estimated distribitions, an endmg inventory-

‘made by warrants
" Funtl for Wareho

»

will not exceed the irivestment m stores as mdl-
cated,in the budget - -_ ’

»
-

Revolving Fund Method

A revolvi/.ng fund is a separate fund established in
accordance with Education Code sections 42830—
42834. Payments for purchases of stores are
drawn on the Revolving

buys merchandise from the fund, and makes pay-
ments by warrants drawn payable to the Revolving
Fundfor Warehouse Stock. The county treasury is
the depository for cash. This revolving fund plan
provides a semiautomatic control of the amount
invested in stogpes. ‘

Accounts for the Revolvug und for Warehouse
Stock include Cash in C& unty Treasury, Accounts
Receivable, Stores, Current Liabilities, and Reserve
for Working Capital. These accounts are self-
balancing because the initial value of the fund
remains constant unless changed by board action.
The balances in the accounts always reflect a fixed
amount%}ther it be in stock® Qr_ cash or a
combina of both, including receivables and
iabilities. The same fixéd amount shall be recorded

year-end on official budget form= and reports
under the Stores account as a part ~f Reginnine
Ral?vce angl Ending Balance. -.

Typical Costs of Recenw('lg ‘Warehousing.
.and Distribution in Connection with
a Central Stores System

- Costs of receiving, w

stores items, in addition to The cost Of merchan-

~dise, should be charged to the Stores account.

These overhead experises should ultimately be
charged to the several expenditure accounts to
which merchandise costs are charged in proportion
to the .costs of the merchandise. .The procedure

used is not important if the results-are equitable..._~

Use of one or more subsidiary expense accounfs is
common practice. ~ N

One method is to add = estimated overhmd
charge to merchandise unit prices, adjusting it as

» -
L4
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Stock. The school district

\ L. . s

o
‘\ .

| needed from timie td time. "This method prowdes a
" t8tal unit charge for each ite;

and avoids sthe:

possibility of delayed overhead ‘charges o pro-

pnatnons that havé become exhausted. , a0 .
Another ethod is.to distribute estlmated over-

-

head charges to- expendlture accounts on an .

i§ at the beginning of 4 fiscal ydar.
Such charges dre t be determined on the basis of
dntici ated stor ues to the seVeral expenditure
accounts. At the cle 3se of the year, orxpenodlcz;lly,
the encumbrantes ngay be hquldated and the’actual
overhead expense @
atever methodfifs used, overhead charges
ould be cleared atffhe end of each Jfiscal year so.
that the Stores acc‘ unt will represent only the
villue of the mvento ¥ of material on hand.
Charges and cre,dlts to fhe Stores account nd
subaccounts shou}d include costs: of receivin

encumbrance’

e
storing, and delivering ‘in_ as:htwn "to the direct

merchandise cgﬁs (cost of item, sales tax, postage,
freight, cartaée', and other dellvery ‘charges to tH€

warehouse),zas follows:

Salaﬁﬂes of pegonnel (storekeeper and others)
directly related to the warehouse

2. f upphes used in connectxon with receivine
and warehouse refordkeeping.

3. Rent of space, facilities, afirl ~1mivment

4 ;1 fl]ltlEQ

(Gas and ol Y. ‘

., Répairs _
Tires and tubes S
R Accessories ’
FOther expenses

N B
s v

acc ant, after proper admmlstratlve review
and f@pproval, forgreasons and/m the manpner
gbedbelow.

\'K

as :';r repancies,“hetween th? 'iquantity of

'

rec ds arﬁ the&actua] phymca)_f t of
g _ b

;\
|
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tncrcherrdrse i the WareHous mey retult
'from o i, ok winde

. Mg of FIJ‘octual ity cPemodrcddy, okt removed fromﬂ

record Such diserepancie must be -
( dusted o fie mdrvrdual stock record
and rtdl tel in ¢ debi (rrrcrease) .

) XY credrt (dccreose) to thc tdue of the Stores ‘

tccotmt o

b Dddereoces dso/ may oo betwedn the
i balarcco the Stores gt and the \
*, dalue of e hsodrse on hnd, 5 hown
-~ on the inds ducl stores roords resuttmg
from % methodiof it prrmgem
" lped, Adismertsfor s s L

' (decreose) othe vodueo the Sttrres'\

accouot

\ 1

he arehose becase of detemoratron

 obsolsoens, nd fhe B, Fifher the
gl warehos: requistion o a e
- fommay be e, Tis forn shoul e

- gpproved by § 0N il oothomty f

‘ outhortze he drsposrtrono Sich mercha
" e, Ve of fdhe sk removed dhoul

e chaged 102 oot under Stors,
o b nchded i ofher coss of oyerhead
~for fuue ditriution o expendit

o accouots Tndiiduel tok rcors hould‘
resdt o o (ddcrease) 0 oredrt N
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R General and Subslcllary S L
R Ledger Accountmg S j o N

The mclusxon of general ledger accountmg in this manual is not to be construed as a requirement

. that such accouhtmg be employed by school districts or that other‘*accountmg methods and -

ocedures now in force bé modlfied It is, however, ,recommended that general ledger accounting

b used ‘Such a ‘system will provide the,data and controls needed for efficient admlmstratxon The

prog dures recommended are fully in hannony with the law and’ thé requrrements of the Cahforma

: -Sta DepMment of Educatlon with respect~to budgetmg acc untlrtg, and reﬂortmg« 9

This treatment of general ledger accounting ‘was prep ed espec1a11y for accounting by schdol

d.lstncts but with the exCephon of a few portlons, itisap cable to the accountmg of most county
~school-funds.

-‘s,_ . S :‘- . , o . i
e L Defimtlon ofGeneral Lec[ger Accpuntmg .

= A ge_;ral Iedger is a ba‘slc group of. accounts in wl'lfch are recorded in surmhary or id detall all
trinsactions of a fund. Each fund sholld have its own records including. a self-balancing general
ledger and subs1d1ary ledgers ‘as needed rega:dless of how small or Jbrief such ledgers may be. This
should npt‘be conﬁtmed as nece881tat1ng separate binders for looseleaf ledger ‘pages or separate trays
for machme—posted ledger sheets the. phys1cal separatlon achieved* by d1v1810n leaves or gnides is
sufﬁcrent if the self- balancmg pnncnple is mmnbmed for each portion.

<

.

— ' ' ,,'f General and Subsldlary Ledgers o o

Ledgers are compnsed of accountsﬁ&n account is a dev1ce usually a sepa:ate page sheet, or card
for the accumulation of debit and credit postmgs and the determination of ‘the excess of debits or
creths known as the debit or credit batance, respectively. ACcouhts usually provide for the
columnar showing of date and post1ng reference and often for some descnptlon of each posting.

ccounts usually’ have’ separate columns for debits, credits; and balances. :

/A ‘All accounts may be carried in a single ledgér. Proof of the accuracy, completeness, and balanced
“condition of accounting can be achieved by trial balance, wh1ch should be taken frequently-at least
monthly. Other means of" verifying account balances should be utiljzed! regula:ly For example, the
‘balance of the account, Cash in County Treasury, ,§hould be Teconciled with the records of the
county supenntendent of schobls or of the county auditor ona regular, peno’dlc basis. (The county

.~ honored by hun ) The' account ReVolvmg ‘Cash Fund can be\

+ receipts for disbursements. O'ther adcounts are suscephble t

or proofs should be employed regularly ,

Most of the accounts, named “here -are likely to be needed by most sch@l dlstqpts However
certain accounts may be’ found to be of httlg use to some small schog! districts: On the other hand,
t&re are specific divisions® ‘of certain accoumts that wilt be found useful in the large city school
dlstncts As an example, large districts employ workmen_for malhtenance alteration, arfd minor
constrUctlon -work. Proper accountmwf bor and nétenal =£or joib a?:counts and work ofders each
fisCal .year requires thé use of a Work’ .1 Process account or sm:[‘_#a:ly named account the accounting

for which should be on thie eﬁcumbranee bams ’ S
, Q’ - . o \ i H

i:ged by mak1ng a count of cash and
o proofs oﬁfvanous kinds. These checks.
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- If the accounts in a ledger ‘become t(l>o numerous, it is more difficult to apply the trial balance
proof Accounts of a similar nature are removed to a subsidiary ledger with substitution of a single
controlling account in the General Ledger. Only two subsidiary ledgers with controlling acco‘unts.__
are explamed in detail in this mannal. Other examples of controlling accounts for which subsidiary
ledgers (or supporting detail of a comparable nature) should be maintained include the followmg
Accounts Receivable, Investiments, Stores, Prepaid Expense Fixed Assets (four kinds of property),

-Current Liabilities, and Reserve for Encumbrances. _ 4

Accounts pertaining to income’ may?®be maintained in the General Ledger Analyéls by source

 should parallel generally the pattern of the school district budget form, which is furnishéd. by the
Department of Education for use in California public sechools, using an account for éach source. Al
@ubsidiary ledg_ei jis -often found desirable. Each account should contain two parts—actually two

- accounts. ‘The fifst part, Tequiring a small portion of the form, should.be employed-for estimated
income only. The second, part, occupymg the larger portion of the form, should be employed forw
actua] income, o e ambunt by which estimated ‘income balance (debit) exceeds the actual ~
*income balance (accumqlated credits for the year to date) r?resents unrealized income; that is, the *
antici ed amount for the remainder of the #iscal year. Actual income in excess of estn:nated '
inco ignifies an underestimate. Information accumulated in the income l&dger accounts and in
reports prepared from-these accounts is of vital nﬁportance in administration. It deserves close -
atten‘hon month by month and year by.yeap. The two portions «of the several income ledger
accounts are_céﬁtrolled by General Ledger accounts, Estimated Income and’Income.

Accounts pertaining to appropriations and expenditures may be maintained in the General
Ledger . only. However, the refluired classes of expenditure,” without consideration of the
Te mended subordinate classes, are sufficiently numerous to justify the establishment of a
quheldlary ledger. Furthermore, the statutory requirement for appropriation control of expendlture
is facilitated by use of a special form which is not suitable for General Ledger accounts. This
subsidiary ledger is usually called an Approprigtion. Ledger. Its acchunts, as in the case of the
Income Ledger, contain a mjnirmum of two pa‘ﬁqa a small portion for appropriation {credit) and a
larger portion for expenditures (debit). Exp enditures are®limited by appropriattons, by law with
respect to the major classers of cxpenditures hnd by standard practice with respect to e\)l'mrrhnate
classes. \

Fxpenditures are classified in two ways within the subsidiary ledger: in detail by program and in
summary by ohject of expendityre. For example. instructional supplies would be pbsted to each
using progiam, then subtotaled to the object accnu;ft for control. The total of all of the object
accounts (or thus the detailed pradgrams) would support the subsidiary entry in the General Ledger.

Every proposed expenditure should be compared with the unencumbered balance (appropriation
minus expenditures and encumgranceq) of the propeﬁ%acount to determme)vhether the balance is
adequate Expenditures include not only those items for which payments have been made but also
those that have become ‘current liabilities. Regardless of the exact plan of accounting, there often
are appreciable delays between the time that goods or services are rsceived and the time that the
expenditure posting is made. Furthermore, the-intgrval between authorization and consummation
of an expenditure may be even greater. For these reasons. recognition must be given to all
outstanding commitments against each appropriation account wheri consigiring expenditures. This
is accomplished fairly easily and satisfactorily by informal methodq in teldtively small districts. In
large school districts, the encumbrance accounting method is genevhlly used so that each proQosed

" expenditure is compared with the unus}umb;:red ‘balarice (appropnatlon minus expend?\meaxd
int

v

" encumbrances.) The Appropriation_Ledger accournts are controlled by General Iedger aceql -
designated as Appropriations, Expenditures, and Encumbrances. respectively. ",
-, Transfers for tuition and the like are not classed as expenditures ih the strict meaning of the ' -
tert®® however. Pfansfem should be accounted for in the Appropriation Ledger. Appropriation for

- P
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Contmgencmsas an appropnatlon that shoyld be carried m the AppropnatJon Ledgep althoagh no

expendltures should ever be cha.rgeg,\dt(o’ that- category, General Resérve should be a General Ledger
account only. Stores is a General Ledggr account.. ‘ _

Appropnahon control is not necessanly mamtamed for all of the subord ate accounts for which .
expenditure analysis is desired. '

. 1t should be recognized that the accounting of mcofne‘a.nd of expenditures, as currently practlced

in most districts, is on a cash basis during most of each fiscal year. At the close of each fiscal year,

ffication of a ca§h record is requirgd by_the\gntry of current«lqultpes which represent )

A e’xpendltures incurred during the fiscal ycar. Similarly, at the end of the year, entry of accounts . -
receivable, which represent income accrue;d during the fiscal year, is required. It should. be noted
that not all income that has theoretically accried is required to” be entered as receivable. ‘For’
‘example, taxes levied but uncollected are not required to be set yp as receivable for the preparatlon'
-‘of state reports. SmcF-a conmderabk.part of the accounting 1ser nearly on a cash basis and since 7
the yea{_-end modifications do not constitute the full accrual of «certain income, the term modifi edl
cash basis may be employed as descriptive of school accounting practices as currently aut'honzed

Standard commercial forms including those for both general and subsidiary ledgers as weli as ’

" specialized forms such as those for the Appropriatibn Ledger are suitable in many cases for exther

manually or machine-posted accounts. : . |

~’  General Ledéer Accounts \ S

All General Ledger accountspommonly required for public schoola countmg are listed here in the
following Chart of Accounts. While all of §hese accounts are pertinent to’ the General Fund, they -
. also may be applicable to the geveral other funds which a d1stnct&3: maintain. Brief explanatiorts .

'Y

. concerning the use of the dunts are given in each case, and in soige cages comments regarding the
significance of debit or'credit b4lances of such accounts are also included. o ¥

Certain accounts, such as Rewolving Cash Fund, Cash Collections Awaiting Deposit, Investment$,

Accounts Receivable, Stores ard Prepaid F’_\emes, are provided especially for use by large sthool

districts and mayv he omitted by small districts if lhéy are naot needed
) s Chart oof /?counre_
(. f Normal
© Assets / . v ' balance
‘.gl 10 Cash in County Treasurf e e N - o Dr
9120 - Cash in Bank(s) (Education Code secnqnsZ35314 S 13, 52704, or 39892 only) . Dr .
9130 - Revolving Cash’ Fiwd (Education Code settions 42800 -- 42806, 42810, N
, '42820,and 42821) . . . . .. .. ... S B Dr
. 9140 Cas%ollections Awaiting Deposit (Education C sections 41001—41021) / Dr’ L
9150 Investments at Cost (Education Code Section 41015) . . . . . . ... .. .. Dr : o
9}60 . Dr | 2
70 . Dy e
9210 Dr .
9220 Dr, 2 .
9300 Dr -
9310 . ), Ce - \ " Dr ) Y
9400 ’Fixed,Q??ets ........... }. Ce e e e Y R Dr
) Liabilities ] . s ! o . .o / \
9510 Accounts Payable (Current Liabiligies) * . . .~ . . . . .. . .. . . e Cr
9520 Due to Other Funds.\, . . . . . .. ... ‘i S S Cr
9530  Tempbrary Loans . \. ... ... G g _, ....... : Cr
- 9540 Deferred Income . . . L . . . .. Lo e e e Cr
§ L ) \ - .\t . i \
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: . Reserves I , - o S PR PR _
e t‘/ , K o™ . ] R S
- "9610 - Reserve for Worklng Cap‘hl T Y L R PR A EPy Cr
'-‘"-9620 - Reserve for Encumbrances '-,'_, .. R S . ‘J:, e I * . Cr -
9630 General Reserve . . . . . v. . v o u i ittt e R A 4
9690- Investment in Fixed A.ssets P —7 e e .-.._.'._,n".v}’“_._‘ C e e : Yc‘r
N S Fund balances = S , o o . s Sae T . p
9710 Unapproprlated Eund Balante 1 T ... .. T
o Budgatary and control qccaums ' _ o ‘ _ - - o 7 ‘
. . . o Y . . ) R )
. 19810 Estimated Income . . . . . T e A L
_..9820 -« Appropriations. . . S e P e e e e s N e e e e et Cr "
9830 - HBpcumbragces . . .. . ... e S P . Dr '
9840 B . r e e e e e e e e e e Cr
9850 ExpendlturGS‘-..;...-.....‘ .................. . ,.ZL,......f. Dr \
Nonoperatmg 8ccounts ‘ . : . ] )
9910 aSuspense Qearing R T T o e e e e e e e e e J Dr cCr

Defimtlons of and explanatory notes about the acc%s héted in the Chart of Accounts follow:
9000 lssets “Llabﬂltles and Fund Ba]ances . (- '

} " ‘9100 Cash, Investments, and Recezvables 7 T~ ' ,

% M 9,1 10 Cash in ‘%(unty Treasury. Beginning cash lza.lance g(us all monies dcposated in
“the cou treasury less dlsburseme;)nts Included herein are all amounts added
or deducted at the county level.

9120 Cash ufBank(s) (Applicable to General ﬁ"@nd and/or other funds). Indicaged

balag es in separate bgnk account;f‘c?Adult Education Incidental$, Scholar-

. ships Loansy School Farm accounts, and Cafeteria accounts if maintained
» . by the district (Education Code Sections 35314, 52613, 52704, ant”39892).
"®130 Revolving Cash Fund. (1) A recording of the establishment and maintenance
. of a cash fund for the use of the chief aq:countmg officer or o&wr’a'émgnated
official of the district- in accordance with Education Code sections
42800—-42806, 42810, 42820, and 42821. This fund similar in use and

control to accounts known as Petty Cash. Once thi is established, it

should be carried indefinitely in the General Ledger apd shown in all balance

<« sheetsnand kudgets until abolished. The amount recorded will vary only

N - . through increase or decrease m,the total amount approved for the fund. It

- should be noted that the Revolving Cash Fund is a reservation of cash within

? an a]ready established sc’h‘qgl fund and is not to be considered or accounted

‘ . for as a separate fund or entlty (2) A sum of money, e1t er in the fdrm of

- ' currency or a specia{ bank account, set aside for the purpos making change

. _ f-& or immediate payments of small amounts. The invoices for'thdsé payments are

3 accumulated and the furtd is reimbursed from dvisQ-ict funds, thus maintaining
the fund ajthe predetermined amdunt=>

K: . 9140 Cash Collections Awaiting Deposit. Receipts not yet deposﬁed in the countyv )
» : treasury. This account also irrcfudes any monies in bank clearing a&cot:)s
, = awaiting deposit in the county trasury (Educatlon Code Section 41017) S
‘ 9150 Investrnents. Seturities issued By~ the United States Government ,in \:/fuch
. N money is invested. Invei-stments are to carried on books at cost (Education
< . Code Section 41015) & “
) “~ - :
. . £ e \ \} \a
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9160 %coimts Recezvable Amounts due from pnvate persons ﬁrms corporatxgns
i’ or governmental, agencnes Accounts recervable shall he hmlted to auditable

amounts (usually based upcn contractual agreements), to amotnts billed but -

not received, and. upon provmons) of law, to amounts- whrch%vere ‘earned: by -

the se of the ¥iscal year and which might have Been;ecelved and dengéu‘,ed
. . “in the couﬁty treasury by that date except for the lack of :time for set’ﬁemnt

9170 Due from Other Funds. Amounts due froqﬁ” other@cis‘of the chstnct B csa o

9200 Stores, Inventories, and Prepaid Expenses - T \)v;iz,%
| - 9210 Stores. Amounts of matenals, supplies, and p0831b1y certain equ q,,1:pmen*t kept%’x
-~ : a central warehouse and not yet charged to ‘expenditures (see Iiart V of thls» "
- ) - manual). - , oo -
\ 9220 Prepaid Expenses. Amounts of payments madg, in advance of 'the receipt and
: ’ - utilization of services. Prepaid insurance ph;Sums are ﬂlustratlve That ~ «
. " portion of the’ premium paid in advance for cove ge beyond the cun;ent ﬁ*scag

*  year is charged to Prepaid Expenses. Adjustments' to" this accoun in- the
succeedmg fiscal years apportion the premium over the pperiod covere v e

W meet the cost ‘of operations or to pay current Habilities.

93 OJher Current Assets Assets that are ava;lable or can be @e readﬂ( a*yaﬂable.n tt)
):v

9310 'Assets Frozen. Funds withheld until €ertain legal requu'ements are ,met (e g.,, .
funds withheld under prov1s10ns of Education Code Secmon-41372)

T .
9400 szed Assets. Assets of a pﬁéfmartem character having con‘tmumg ‘fralue (e g, land° '
buildings, machinery,’ furnituré; and other equipment). The terg capvfal'asmts is 'J\.
sometimes u<ed in the same sense. hut fived asseis iz preferred - . L '
9410 Land | RS
'942(_) Improvemerny nf Sitex

9430 Byildings
Q410 Equipmhi - . |
(Refer to object classification 6000 fnr definitions of the abow f§

% accounts.) .

k4

Q450 Work in Frogress An asset representing the value ofp?rtiaﬂy completed wortk

9500 Liabilitie.\s‘. Legal obligations. exclusive of encumbrances, that are unpaid. »

Q510 Accounts Payable (Current Liabilities). Amoml'nts due to priv: te-persons, firms,.
corporations, or governmental agencies for serviees rendéred and- goods
received on or before the close of the fiscal‘ year; Do- not mclude

encumbrances l’ﬁpresented by« purchase orders or, contracts, .or port:ons .

thereof, for servicés or goods to be furnished after the cﬁose of th& fiscal year.
Incfude salaries” &rned but not paid UrISll after June 30, amounts owed to
other school districts for tuition - payments, that portlon of censtruction
contracts represented by ‘work done to the close of the fiscal period, mvmce\
for materials or equipment reteived prior to June 30, gnd so forth. -.

9520 . Due to Other Funds. Amounts due to. other funds within the district. *

9530 Tempaorary Loans Short-term obhgatlogs represer‘mg amounts’ borrowed for g
short periods of Ame and usua[lé evidenced by notes payable. They may be
unsecured or secured by specific revenues. to . be eoliected such as tax.

ant.tcrpatlon notes. : -t
; ‘ .

&

»
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.9600 Reserves ) _ L : ' ?

' . .i-",‘..".’-"’o '-_..". .
9540 Deferred Income A lla'blllty account for momes received, uneamed at a glven
@ ' date but’mcluded as eamed in mcon1e m subSequent penods

-

’

9610 Reserve for Workmg Capztal An account se,t up to- reflect the value of "

_ working capital accounts such as Stores Prepaid Expenses, and Revolving Cash
Fund. At the beginning of the fiscal.year, this account is credited with the
j same arhounts set up as debits to the previously described asset accounts. At
the close of the year, it is adjusted to reﬂect the net.increase or decrease
~ during the year in these amounts. . T ' S

9620 Reserve for Encumbrances.” A reserve skt up out “of appropnatrons The

encumbrance procedure may be either a memorandum or a formal*aprocedure
Under the memorandum procedure, only one account, , Reserve, for”
Encumbrances, 1s requlredf During the-year this account is a reserve sét up out-
of apgr:opnatlons At year-end the outstandmg orders may be recorded as'a

reservation of surplus. Under the fo 1. procedure, a second account,
Encumbrances is needed. The encumbednce is an offset to the appropnatlon

. account and may be closed against the account at year-end e

9630 General Reserve. An account in which the budgeted reserve-.is recorded

necessary-so that cash may be made ava;.?b’le during that period’ of the fiscal
. year when taxes and state funds have ndt yét become available. 3

"~ 9690 [nvestment in Fixed Assets. The book value of fixed assets. .,-'

9700 Fund Balance The difference, between assets and llabllltles

2710 (.fnappropnated Fund Balance. That portlon of a fund balance that is not
g\segregated for specific purposes. All assets and estimated mco'me available for
dppropriation are credited to this account. General Reserve, budgeted
appropriations, and other obligations are dehited. TH¢ net valvue of the acceunt
represents the unappropriated fund halance. '

9800 B’ndgr’mny and Control Actrunis ‘ S

\ 9810 FEstimated Income All income estimated to accrue during a given peﬁ/d

whether iff is all collected during that period or not. This a_ccount will be a
o &)arate céntrol;account ig the General Ledger and will-include all income
estimated to accrue during the current fiscal year.

P\ . 9820 Appropriations. Authorization granted by the Board to make expendlturegand
3

o to incur obligatlon$ for specific_purpases and amounts within a given period.

account in the eneral Ledger. oo

~ Details are recorded 1n the suprpropnatlons Ledger as dncumbrances
L . and expenditures are made they are charged against appropriations in the
subsidjary Appropnatlons Ledger, leaving as a balance the amount that may-

Y still be encumbered and eXpended

- * A portion of thicurrent fiscal’ year’s appropnatlon that is not appropriated for

N recorded in an account titled Appropnatlon for Contingencies. This subsidiary

l’;{ \ account will be closed at yearend in the same manneg . as all- other

appropriation -accounts. This approPriation is used only for emergency
transactions that ‘W%re not anticipated in the original budget process.

» ) s

- any specific purpose but is held subject to intrabudget transfer may be -

4

This account r?resents the total of the authon7atlons and is us%as a control’
’ i ~
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9830 Encumbrances Obhgatrons in the form of purchase orders, contracts, salaries,
-/ N r other commitments that are chargeable to an appropnatlon and for which a
art of the appropriation is reserved. Enciimbrances are_liquidated when the .
. ' .obligation is paid or when the actual liability is set up. This control account
represents the total amount of the appropnatlons that has been earmarked for
. expenditure for specified purpgses. : .
- Details of encumbrances by classification o} account 41'e recorded i Jin the same
s Co sub51d1ary Appropriations Ledger in which e pendlturas are recorded

: 9840 Incomte. Additions to cash or other cusrent as ets that do not reduce any other
. asset, nor increase any liability or reserv€, nor représent the recovery of an
expenditure. To the extent that the) accounts are kept on an accrual basis, the
/ term income refers to all mcome that accrues during a given period whether it .
N is collected during the period or. not. Thrs account wil] be a separate control
——— account in the General Lédger. - b

9850 Expenditures. A control account that includes total expend;tures by warrants

as well as amounts deducted at the county level. If accounts are maintained on

an accrual basis, all charges incurred are included. whether paid or not. For

accounts mhintained .on a cash basis} only actual disbursements ate included.

Detaﬁs of expenditures by classification or aceounts are recorded in the'
subsidiary Appropriations Ledger ' : ’ ot

% 9900~ Nonoperating Accouiits -z

@ . . ,

. 0910 Suspense Clearing. An account that carries charges or crediits temporarily
pending tosthe determination of the proper account or accounts to which they *
are to be posted and that may be used far posting of amounts not yet analvzed
to decide if they should be income. expenditure. or abatement. ("harge< that
must be allocated or prorated may be posted in this account until svch
allocation or prora‘tlon\ca be cafeulated. This anconnt muct zero balance at
the cloee oof the fiscal vear and should he rovicoved manthiy

Geneml Leffger Procedyres

Certain procedures should he followed in opening snd maintajning the CGencral T edger,
E
I
Opening the General Ledger

‘ In opening the Genéral Ledger for the first time, care ehould be taken to use the proper.accounts
and amounts. These are usually available from either the county mpenntendent of schools or the
county auditor.” - _ ) : k . |
Determining Asset. Liability. and Unappropriated I'und Balance-values. Oné of the first stepsin®
. qpening the General Ledger is to list each fund’s assete by title and amount with the total. as.in thé

following example: : 7 > Y
+ Account . Asso® / . . .

9110 Cash in County Treasry . . . . . . e e $10(_),042.67

9120 CashinBank . . @ . ., .. .. .. T R . o y
9130 Revolving Cash Fund . . .. ... .. e e e L et ' .600.00
9140 _ Cash Collections Awaitjng Nepbsit E | 2417 -
9150 Investments . . . . . .. L LN L E N C e g . 0

-9160 | Accounts Receuvable ........... S N T 1,507.88

18170 . Due from Other Funds . . . . . . . . . . e et ._’ o

: 694 .39

'
A
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 Agcount Assets - ' - S ) . / ‘
» i ’ . » - . Pl * . . -8
9210.  _ Stores .. ......... e e e LTS g .0
9220 (\Prepald Expenses R T e e e e e e e 1,567238 -
9310 Assets Frozen /. ..... - 4 0
} : Totalassets . . . . . . .« v v ... L $1J,431.49
" A similar list is then made of the fund’s liabilities: - . "
AtTount " Liabilities - . ‘ ’ ) ' ' *
N -~ . . .
9590 Accounts Payable, .. . ... ... T e e e e e e e e e e e e e e $9,763.45
9520 ~ Due to Other Funds’ . . . . .. RN e e e e 113.18

Total liabilities . . . . . . . o vt e e $9,476.63

Y . "§ N \ '
Now the total liabilities are subtractdd from the total assets, and.the difference is labeled
Unappropriated Fund Balanc ”e;d,n this manner:

- ~

Account \ . : )
/"_ \) ) -
. ‘ Total @SSBLS . .. . ¢ v . e e e e e e e e e e e $104,431.49
5 : Less: total liabilities . e e e e e e e e e e e e e e e e e 9.876.63 ¢
9710 : Unappropnxted Fund Balance . . . . . « . v v v v v v o u . PRI $ 9455486 _

This ihformation is now used to prepare an opening journal entry. This opening entry is usually
‘made on a form known as a General Journal Entry Form, listing accounts affected and showing in
separate gelumns the amounts to be posted later to the General Ledger as debits or credits. A
complete file of these-forms, elther bound in a book or collected in some other file, makes up the

General Journal. ‘ -~ ; »
Preparing the opemng General Journal entry. The openmg Gen J oumal entry is made as
follows: )
J1: ' . . _)
Date Account . ‘ . ) Debit Credit
7173 9110 Cash inCounty Treasury . ...........ceeevuee.. '$100,042.67
: 9130+ Revolving Cash Fund ... .. . AP 500.00
_ 9140 Cash Collections Awaiting Deposit . . ... ......... 24.17
A 9160 . Accounts Receivable ...........ccivieuennn.. 1,597.88
9170 DuefromOther Funds . . .........cvvivuenennn . 694 .39
. 9220 Prépaid Expenses . .. .. e e e e e 1,5672.38 .
. 9510 AccountsPayable ...................0..u. 5 $ 9,763.45
9520 Dueto Other Funds ...................... 113.18
9710 Unappropriated Fund Balance . . . ... ......... ) 94 554 .86

< - © Ot $104, $104.431.40 §1o4431 49

To record assets, liabilities, and unappro\}ated fund balance for

' the‘&%}:\e as-of July ®, 1973

.Several points should be noted‘as illustrated in the preceding General Journal entry. First, no
account is opened that is not needed. For example, no amount is shown in the original list of assets
for Cash in Bank Stores or Investments. Therefore, no- account was opened for any of these assets. -

108
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, Recording the Approved Budget—Income .

e .- -~ h

. h '
" The second poirit to note is that the total of the t%c:bit amounts equals«the total of the credit
amounts. This must always be true Jf any journal en Care exercised at this time in assuriég the
equality of debit and credit totals will Zvoid difficuity with the General Ledger later on. .

Another”point to, note is the layout or “form™ of thg, entry itself. The debit accounts and .
amounts are placed éo the left, and the credlt accounts aﬂd amounts are placed tothe right. ThJs is
usual bookkeeping practice. )

. A final point is the description of the entry This is the explanation of what is being-done by
means of the entry. In'the illustration, the explanation shows that this entry %ecords for the first
time the assets, ligbilities, and un'appropriated fund balance of the fund as oéil/ 1, 1973. Some -
description is always necessary in a General Journal entry. When at a later entries faré made
from other squrces such as payroll listings, warrant registers, and the like, explanat]ons a&-ﬁ: usuall‘y
unnec&ssary since the title of the form describes -what is being done.

Posting the General Ledger. The General Ledger is posted from the Genera] Journal. The term
posted means the orderly transcription of the information®rom ohe place to another. Each line of
the Joumal is posted to the proper ledger account as either a debit or a credit entry. For example in
' the preceding illustration, the first line- of the joutnal entry is “Cash in County
Treasury. . . $100,042.67” and is posted to the General Ledger sheet or card as follows: ’)

Account 9110 - Cash in County Treasury ¢  Page 1

< Date __ Reference Debit Credit BalanCem. Dr/Cr
T 7173 J1 $100,042.67 " $100,042.67 Dr

Note that the entry is made in the debit column and i is also entered in the balance column. In this
case, the gmount of the debit is the same as the balanes since there was no previous balance in the
account. (Had there been such a balance, this entry would have been added to a debit balance or
subtracted from a credit balance and the new balance entered. ) Finally, in the last column an entry
ls made to show that net balance of this account is a debit (Dr)-balance.

" Each line of the jo§rnal entry is similarly posted until the entire opening entry has been

¢ completely transcribed to the General Ledger. Opening of the General Ledger is now complete. At

this point a total of nine General Ledger accounts will be 6pen with balances the same as shoWn in
the opening journal entry.
The column in the Genera.l Ledger account headed “Reference” is used to show the page or other

reference to the source of the entry. In this illustration the entry “J 1°° was made to indicate that'. -

information for this entry was obtained from the General Journql (abbreviated as “J”’) and that it,
was found on page 1. Other references will be developed for other posting sources as they are

- required. By this method any item in the General Ledger may be traced back tb its origin without

difficulty.

-

The approved school district budget form prov1des information for recording the budget in the
General Ledger. -
- Determining values to be ent‘ered The information to be entered is shown in column 3 of the
budget form under the heading of Income.

The income section of the General Fund budget might look like this: : ~
. 1. INCOME Rl
8100 Federal Income
8110 Maintenance and Operatlon (Publlc Law8t874) . . ... D e e e e e e $ 2,500
~8210 NDEA (Pul‘gllc Law 85-864) ............... L I J T,OOOI ’
r ’ c C . ' N N . V4 - ' ’
)l__,. - . » . -
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VA - . - . .
8500 Combined State and Federal Inconre . . .. ... ...... e e e e . ....% 0
8600 State Income " < ‘
8610 Principal Apportionment W ' SN ,9
8611 Basic and Equallzatuon Aid and Supplemental Support . . .. ........ 277,528
- 8616 . Edugationaly Handicapped . . . .~. . .'. ... .. .. ... e e 1,148
8620 Special Purpose Apportionment g > o
8622 Allowance for Transportation / e o ..... ‘7,500
_8']00 County INCOME . « « o v o e e e e e e e ... Ye e e e . -0
8800 Local Income ' '
' 8810 District Taxes . ' .
! 8811 Secured.Roll . .......... AP .. .. ...... 345888
_ 8812 Unsecured RoH . . . .. . .. ... .. ... .. NEITICEFINP . 2,700
8900 {incoming Transfers - ™~ . :
. - 8920 Other Tuition . ........ e /\\} . 3,000
Total Estimated Income . . . . . .. ... ... ........ e ... . $641,264

Each of the itents of estimated income should be accounted for separately so that excess income
or income deficiencies may be readily seen. This is accomphshed by the use of a group of accounts
known as the Income Ledger. .

-The Income Ledger is a subsidiary ledger. ?he total of the orlgmal estimates $utered in th1s ledger
agrees with the total of the General Ledger controlling account, Estimated Income: The subsidiary
" ledger (Income Ledger) and the General Ledger afe both posted from the same journal entry.

The original entry of the approved income budget is subject to adjustment latér if income
estimates change. -

Preparing the journal entry. The General Ledger and subsidiary ledger accounts and the amounts
for each -are listed in the ]oumal entry as a record Of the estimated income, as has been done in the

- following example: :
J2: ‘ \ ‘
_ 'Date ~ Account ‘ o " Debit + Credit
7173 9810  Estimated Income . $641,264.00 -
9710 Unappropriated Fund 8alance $6¥l1,264.00
Vg . N
. \» Account Subsidiary [ncome Ledger ] :
8110 * Maintenance and Operation (Public Law 81-874) . ... $ 2,5500.00
8210 ‘ National Defense Education Act (Public Lav” & -
. 85864) ........ T -\ 1,000.00 -
- _ 8611 8asic and Equalization Aid and Supplemental Support 277528.00 .
8616 Educationally Handicapped . . .................... 1,148.00 .
8622 ~ Allowance for Transportation ................... ‘ 7,500.00 .
8811 District Secured Tax Roll ...................... 345,888.00
8812 District Unsecured Tax Roll .................... 2,700.00 .
' 8920 Other TUItION .. ce o vt it e e iaaens o3 (%00
To record estimated income for the flscal year 1973-74 as contamed
- in the-official approved budget  °

Several things should be noted about the preceding ]oumal entry. First, this is a General Joumgl
entry, just like the one used to open the books for the first time. This one, however, -also carries the

information for posting a subsidiary ledger. K N

°




ch'\jE note that this entry is referrél to as simply a Jouma\.l entr_v, rather
entry
it ﬂzvere omitted.

Y

than a Gcneﬁ.lourndf .

e

usual'practice. The term general is used only when there 1s¥r possibility of confusion if

One should a.lso observe the arrangcment of the Journal entry The General Ledger dmounts are

_‘ \

Account 9810 e Estimated Income . e
Date Reference L Debit T Credit_____‘ - . Balance
7-1-73 S J2 $641,264.00 a ‘ $641 264.00

. »
LY

Account 9710 o . Unappropriated Fund Balance o -

Date Heferem.e Debit " Credit Baidnc.e
. e . .. . . balance
7173, 7 0 : 4,554 86 ' $ o4 554 86
. J2 641,264 .00 735,818 86

A

Paye |
Dr/Ce

Dr

-

Page 1
Dr/Cr

Cr
Cr

Note that in the Unappropriated Fund Balance account, this credit is added to the credit balance
resultj g from the original opening entry to give a new credlt balance of $735,818.86, the total net

assets and estimated income available for appropriation.

Posting .the subsidiary ledger. The subsidiary ledger, in this case the Income lLedger, is posted

from the” detailed breakdown shown in the journal entry. Each account is posted to show the
amounts carried in the journal entry in the “Estimated income’ and *“‘Estimated to be received”

columns.
_ INCOME LEDGER .
Account 8811 - Dlstrlct Secured Roll Taxes _,»’J o
' tsilmdted Amounts . Total received
Daste Reference income . _received 4 todate q_\
7-1-73 J2. $345,888.00 : N

Each Income Ledger account is similarly posted.

. .

Recording the Approved Budget—Expenditures

\

Page 6

Estimated to

be recelved
$345 888.00

Expendlture values, like income values, are taken from column 3 of the expenditures sectlon of”’

the official budget form, as has been done in the example that follows:

1. EXPENDITURES AND OTHER QUTGO
1000 Certificated Sfaries -

1100 Teachérs’ Salaries . . . . . . . . .. S $360,000
1200 School Administrators’ SalariesL ................... e 20,000

- 1300 Supervisors’ Salaries . . . . .. ... ... G e e e . S 25,000
1400 Librarians' Salaries . . . . . . . . . .. . ... .. [ T 2,000
1500 Guidarte, Welfare, and Attendance Salaries . . . . . . . . . .. ... . e 10,000
1600 Physical and Mental Health Salaries . ... . . ... ... ... e > - 1,500

B L]
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< X : - R C s
.o 1700 ?téiermtendents Salarles .......... N -, ..z, . $ 10,000

1800 er Certificated Salaries of District and County Admlmstratwe Offices . . . . . . . 5,000 e
« 1900 Other Cértificated Shhries . .. .. ... ... S e 1,000
&/ o,  Total Certuflcated Salarles ...... e e T e e $434,6600
R = ‘W‘ = ’ ) - ’ : —

? 2000 CIassnfled Salaries . T . -

. 2100 Instrictional Aides’ Salarles S e 2,000
. 2200 Office of County Superintendent and istrict Administrative Personnel Salaries . . 3,100
' 2300 Clerical and Other Office Salaries . . . . . . . . .. . v v . .. .. e e e e 7,000
" 2400 Maintenance and Qgeration Salaries . . . . . . ... ... .. e e e e e e e e 36,000
- 2500 Food Services Salaries® . . . . . ... ...l Lo e 5,000
2600 Transportation Salaries ... . . . ... . ... e e e e e e e e A 5,000

2900 Other Classified Salaries . . 7 ... . .. .. e PRI W 500
) Total Classified Salaries . . . .. . . / ........ .. ... X.. .. $58600
3000 Employee Benefits \
‘3100 State Teachers’ Retirement System Fund . . . . . . . . . . N 11,900
3200 Public Employees’ Retirement Fund . . . . . . . . . . ... ., .. .. ... ... 2,000
3300 Old Age, Survivors, Disability, and Health Insurance . . P I I . 1,500
. 3400 Health and.Welfare Benefits . . . . .. ... ... P 900
3600 Workers’Compensation Insurance  .*. . . . . . T e 900
) Total Employee Benefits. . . . . . . .. e . $17,200
4000 Books, Supplies, ahd Equipment Replacemeht
' 4100 Textbooks . . . . . . .. . . .. .. ... .. T e AT 2,000
4200 Other Books . . . . . . . . . . . . . .. . e e e e e e e e .. 500
4300 Instructional Supplies . . . . . . . . . L. e e e 2,500
4500 Other Supplies . . . . . . . . . . . ... ... e e e e 800
480_0 Equipment Replacement . . . . . . . . ... .... .. e e 6,000
Total Books, Supplies, and Equipment Replacement ............. ‘.. $11.800
' 5000 Contracted Services and Other Operating Expenses
5100 Contracts for Personal Services of Consultants, Lectuters, and Others . . . . . . . 500-
15200 Travel and Conference and Other Expense Reimbursed . . . . . . . . .. . . .. 300
5300 Duesand Memberships . . . [ . .. ... ... . ... ... 200
, B400 IASUranNCe . . . . . . . . e e e e e e e e e e e e e e e e 1,000
: 5500 WUtilities and Housekeeping Services . . . . . . ... .. e e e 5,000
/ 5600 Contracts, Rents,and Leases . . . . . . . . v o v v v i v i e e e e 4,500
5700 Legal, Election, and Audit Expenses . . . . . . .. .. SITIRY AP .rf.‘ S 500
5800 Other Services and E.xpegs\é ................. e e e T 4,500 _
5900 Interpragram Charges and j;;iits for Direct'Services .. . . . . . e e v e e e > 0.
Total Contracted Services and Other Operational Expens'es e e e . ) A$l,6,50‘0
6000 Sites, Buildings, .'éooks and Media, and New Equipment : / .
6100 Sites and Improvemertof Sites . . . . . ... ... ... ... ... .. 2500 -
-6200 Buildings and Improvement of Buildings . . . . . .. ... ... ......... . 225007
6300 Books and Media for New or Expanded Libraries . . . . . . . . . .. ... ... . 1,600
6400 Equipfpent . . . . . ... ... ... b e e e e . 7,800
. Total Capital Qutlay . . . . . . D $34,300




N T b . T . 4 4 R Y
" * 7000 -Othet Outgo : Q L \ d .

. t : )

[' 7200 Outgoing Tuition . . . . . . .. ... .. .. A ’ ...... - :u. . $ 30,500
7900 Appropnatlon ‘for Contmgencnes SR BRI .. 12,000
TotalOtherOutgo ‘a ...... AL .. $42§bo

. v . ) —_—

TOTAL BUDGET . . . . v i it et e e et e e e e e e s e e e \ .-4 $615 400'

\, As with income, each of the expenditure’ items should be accounted for separately so that
expenditures may be controlled within the various budget classifications. This is accomplished by
. use of a subsidiary ledger usually known as the Appropriation Ledger. Wlule ééparafe accounts
should be maintained for each of the required.expenditure classifications, additional subdivisions of
these; classes'may be maintained as separate accounts if needed. .

paring the journal entry. This budgeted expenditure total of $615,400 totals the appropria-
tion to the district’s programs; the programs provide a clasmﬁcaﬂpn of éxpendlture usage while the
objects provide g;ci?smﬁcatxon of expenditure source.

This procedu shown in the following example: . «
Date  'Account R » Debit Credit
7173 9710 Unappropriated Fund Balance ; $615,400.00 -
_, 9820 - Appropriations & " $615,400.00 Y,
. Account® Sub‘sidiary Appropriation Ledger ‘
1100 Teachers' Salgries . . . . .. ........ : . $360,000
11200 School Administrators Salaries . . . . . . . .) 20,000
1300 Supervisors’ Salaries . . . . .. ... .. ... ' 25,000 -
11400 Librarians’ Salaries . .. . . ... .. ... .. 2,000
-1500 Guidance, Welfare, and Attendance Salaries 10,000
1600 Physical and Mental Heaith Salaries . . . . . . }J. . .. . .. ... 1,500
1700 Superintendents’ Salaries . . . . . .. ... e 10,000
1800 Other Certificated Salaries of District and County ) .
Administrative Offices . . . . . . . . . . .. ..o 5,000
1900 Other Gertificated Salaries . . . . . . . . . . . . ... . ..... 1,000
2100 Instructional Ajfjes’ Salaries . . . . . .. ... .. ... .- 2,000
2200 Office of County Supenntendent and District Admlnlstratwe
Personnel Salaries . . . . . . . . . ... 00 Lo 3,600 .
2300 Clerical and Other Office Salaries . . . . . . . .. Lo oo oo e * 7,000
2400 Maintenance and Operation Salaries e e e .- 36,000 4
2500 Food Services Salaries . ... . . . . .« . . e .- 5,000
2600 ) Transpei'tatlomSalarues ....................... 5,000
2900 Other Classified Salaries . . . . . . e e e e e e e 500 \
3100 State Teachers’ Retirement SystemFund. . . . . . . . .. .. . .. 11,900 -
3200 Public Employees’ Retirement Fund . . . . . . . . ... ... .. 2,000 .
3300 OIPJAge, Survivors, Disability, and Health Insurance . . . .. . .. ) 1,500
3400 Health and Welfare Benefits . . . . . . . . . . . . .. .. ... .. 900 ‘
3600 Workers’ Compensation Insurance . . . . . . . . . . ... e .9p0 h
4100 Textbooks . : . . .. ¥. ... .. e e e e e e e e e e 2,000 /> .
4200 Other Books . . . . . v v v v o e e e e e e e e e e 500
4300 "~ . Instructional Materials and'Supplies . . . . . ... ... 2,500
4500 Other Suppliés . . . . . .. e e e e 800
4800 Equipment Replacement . . . . . . . . . . . ..o oL 6,000 . .
5100 Contracts ‘for Personal Services of Conwants Lecturers, .
and Qthers . . . ... ... ... .. A . 500

5200 Travel any Conferencé Expens‘gﬂeimbursed T : 300 )

wer NS apg
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5300 . Dues and Memberships® . . . . . . . . .. .. ... .. ...... $ 200
5400 Insurance . . . . ... .. L e e e e e SR [ 1,000 )
' 550Q - Utilifies and Housekeeping Services © . . . .. ... ... ... .. 5,000
" 6600 Contragts, Rents, and Leases . . . . . v . v e e e 4500 .
5700 . Legal, Election, and AuditExpanses . . . . . . . . . .. .. .... + Bb00
5800 / . Otlher Services and Expense . . . .. . ... e e 43500
5900 Intérprogram Charges and Credits for Direct Services . . . . . . . . v —0—
6100 Sites and Improvement of Sites ,. . . . . . e e e e e fe e e . 2,500
.. . . 6200 \\Blfldmgsend Improvement of Buni'dmgs .......... L. 22,500
- 6300 Books and Media for New or Expanded Libraries . . . . . (PR 1,500
6400 _Equfpment .............................. 7.800 ,
7200 Outgoing Tuition . . . . . . . . . . . . ... ..., 30,500
7900  Appropriation for Contingesties . . . . . . . . ... . .. ... .. 12,000

Appropriation for Contingenties

«~  The 'precedin'g journal entry is similar to the one reggerding estirated income except that the total
of appropriations isidebited to the Unappropriated Fund Balance account. The total appropriations
to all accounts in the Appropriation Ledger must agree with the ba{glce in the General Ledger
controlling account, Appropriations.

Posting the General Ledger. The joumal entry for recordmg the approved appropriations"is
posted to the General Ledger in the same manner as the orlgmal opemng entry and the entry

recording estimated income, as has been done in these examples: .

-Account 9710 Unapprepriated Fund Balance 3 Pagel,
Date Reference - Debit Credit Balance Dr'/C;_/
7-1-73 J1 $ 94,554.86 $ 94,554.86 ,
J2 2 64154.00 735,818.86 Cr
e J3 $615,400:00 S 120,418.86 Cr
Account 9820 o Appropriations R Page 1
. Date® Reférence Debit Credat& ______ Balance Dr/Cr
7-1-73 J3 . $615,400.0B\-‘-" : $615\,400.00 Cr

\ - .

Note that the debit fo the Unappropriated Fund Balance account has been subtracted from the
previous credit balance to produce a new credit balance of $120 418.86, the remaining
unappropnated fund balance after the estlmated income and budgeted appropriations have been
posted.

,P()stmg the Appropriation Ledger. The subsxdlary Appropnatlon Ledger is posted from the
- Joumal entry in a manner similar to that used for postmg estimated income as shown in this

. example .
{ APPROPRIATION LEDGER -

+Account 1100 Teachers’ Salaries Page 1

' ' ' Unenaum-
. Refer- Appropri- _ Encum- Encumbered . Expended .bered
. . Date ence ation brances - todate Expended to date balance

7.1-73 J1 $360,000.00 $360,000.00 .
5 0
v - T g2
. 115




The precedmg fbrm dlffers from the Income Ledger form because it must carry space for entering
encumbrances as ‘they occug, as well as expenditures. The amount appropriated for this account has

been entered in the “Appropnatlon column and again in the “Unencumbered balance” colu .
apfounts are later entered in the “Encumbrance or “Expenditure’’ columns, the “Unencumbere T
balance™ column will be adjusted ac:cordmglyd1 " R .

When appropriations are allocatgd. to programs, each of the program ledger cards is posted with
its respective appropnatlon An txample of a possible program ledger card is dlsplayed_m the
illustration on page VI-16. - ) ~

It should be noted that the appropnatmn to a program isa collectlon of portions of single objects
of: expenditure (such as teachers’. sakaries) that are corntrolled wigh the Appropriation Ledgegg The
program a propnation is: the ,Qtal of all of the dlrect expeﬁses expected to be incurred on behdlf of
the- prograg'r«.

Because the Appropnatlon Ledger. ontrols expenses by ob_]ects it is not essential that expenses
also be controlled by program when % district records expenditures by site (or location). Control of
program expenses can be delegated to the principals (or site managers) within the limits of fixed
object appropriations. For example, if a given school (site) is budgeted $75,000 in instructional
supplies, this amount will provide district control on the site on this object. The site may allocate
this $75,000 to its several programs, and the district may record these allocations as part of the
appropriations to the site’s programs. Districts using manual or bookKeeping machine systems need
not control the amqunt of 1nstruct10nal supplies appropriated for a particular program because they ¢
will be able to control the total appropnauon to the site.

If the district controls only on: objects, then the .principal or site manager will have to compare
the program reports to the,program. budgets to gbserve discrepancies in an object of any particular

.

program. . Tt -

Recording the Approved Budget—Reserves

Reserves are portions of the balance remaining as unappropriated funds that are not available for
appropriations, such as amounts in the Revolving Fund, Stores, and Prepaid Expense accounts. A
General Reserve account is .recom’mended to help finance the district in the year following, prior to
receipt of that year’s income, ' _ , ‘

The values to be set asidg in these reserves are contained in the official budget, column 2,

- opposite Ending Balance. These are used to prepare the journal entry, as in this example:

L .

Date Account g Debit Creéﬁ t
7-1-73 . 9710 Unappropriated Fund Balance ................. $120,419.00
. 9610 Reserve for Working Capital ............ .. $ 2,072.00
19630 General Resefve . . ........................ ' 118,347.00°

) To record reserves for ‘Working Capital and General Reserve, fiscal - I
- ' vear 1973-74, as dontained‘iri the approved budget

'

This journal entry-is then posted to the General Ledger in the usual manner:

"Account 9710 . Unappropriated Fund Balance | Page 1
Date - Reference .° Debit Credit ' Balance | Dr/Cr
7-1-713 J1 ' $ 0455486 - $ 94,554.86 Cr

J2 . 641,264.00- 735,818.86 Cr
J3 $615,400.00 ' 120,418.86 Cr
J4q 120,419.00 0.14 Dr
k / . T

4
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3y T PROGRAM LEDGER .
" . Program A Page 1y
Account: ( "~ Appropriation: $32,000,00
‘ ! ‘A 4 —
- . " Buoks,sup-  Contracted ‘
Encumbrances  Certificated  Classified ~ pliesand ~  services. Direct
ljefer- ‘ salaries ang salariesand  equipment and Capital  Available support’
Date  ence  Description  Reserved Cancelled  benefits  beefits replacement  other outly  balance charges -
T , - -
1193 J3  Budget appropri- ! (Optional) $32700  $4800 - $2500 $1500  $1,000 $32,000 1600
ation {may be ' |
memorandum only) _ N ,
73113 . PJ duly payrall~ 1800 ™ 000
teachers’. salaries :
W '

v

~ -



Aegoﬁgt)%w ( T P\e,serve\hir W'orking Cdpital T : .Page1,

N - RAE S — ; - —
Date | Reference ) ___Debit % Credit _Balance __DrfCr
7:173 Ja ' ©§ 207200 © - $ 207200 ~ Cr
] ' CN T s
Account 9630 » o General Reserve - - v g Page 1
Date Reference . Debit Credit , Balance Dr/Cr.
7173 Ja V\ ‘ n$118347 .00 $118,347.00 Cr.

Note that the amount debited. to the Unapgropnated Fund Balance account is slightly greater
than the previous balance of that account,. ar& '7th\: results_in a debit balance of 14 cents, Small
discrepancies are likely to occur because the’ i t’s books are maintained in exact amounts, \
including cents, while the official budget form i ﬁh‘l ide out to the nearest doliar only. -

~ - At this point the General Ledger has been opeﬁed, and the official budget has been recorded,nA
trial balance will show the ngt results of the entnes made thus far.. The trial balance’is a list ‘of the
General Ledger accounts and tHe debit or credit Balance for each accouht\The total debits-and the
total credits must be equal, indicating a balanced General Ledger. The trial balance of the General
Ledger at this point looks like this: ¢. ’

I
Account ' Yf;" . Debit Credit
9110 . . CashinCounty Treasyry ................c.c.u.nn $100,042.67 . N
9130 * RevolvingCash Fupd ......................... 500.00
9140 Cash Collections Agvaiting Deposit . .............. 24.17
9160 Accounts Receivable .......... et e 1,5697.88
9170 DuefromOther Funds ........................ 694.39
9220  Prepaid Expenses ...................c.c0eun..n ~— 1,572.38
9510 Accounts Pavable .................. e - $ 9,763.45
9520 DuetoOther Funds ........................ . 113.18
9610 ' Reserve for Working Capital . ............... U . 207200 -~
9630 General Reserve ..........c.c.ovoiiiieeenann. e 118,347.00
9710 Unappropriated Fund Balance .................. ' . 0.14 o
9810 Estimated Incomie ... ...l >, = 64126400
9820 Appropriax'tions el e e A, e . 615,400.00
~ - . y - . -

The appropnatlons, having been pcgted both to the program led‘geﬁ- and to the subsidiary
appropnatlon ledgers (objects: of eXpendfture), should be_ chedéed to assure that the two are equal.

'Recordmg Encumbraftces ) C T . *} T
Effective expenditure control reéulres not only the recording of cash -expenditures and the
. charging off of assets and prepaid expenses but also the recognizing of expense obligations. :
(— Encumbrance procedures that serve to reserve or restrict portions of the budget appropriations of
the district for which definite commitments or contractual obligations have been made may be
incorporated into the accountmg system of a school district.
The method of determmmg amounts of encumbrances to be entered into thé accounts may vary
" with the accountmg methods used' in the district and with the type of transactions being
encum})ered

-

Q ¢
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"‘\ I ' A \‘-,.. i .. "
S | Catiiated Payol nb/ T T
N I ayroll cncumuorance dymma : Lo
= \ l : jﬂ -| i —— '”‘m ! 1 , )
TR T A A A T
Clagfcation: ~ N0 g 100 \y 1300 TN& ,noo{, o
~ Name | oMonth | Yer | Mot | Ve M@h  Yey EMpnth ‘Yeaiﬂh Totals, 1000
 Superintendent > ' . o § K - . : \ PRI

8. Bartlett, James ...... U P, Y O ::%1,:050.?60 \$12,6’?0.0F).

A \Assis‘ta‘nt Sypeririende . T ‘ ‘.\ : / oL
 Gartig, Fred ......}.. 4 | \ wq 79000 | 900000+ . 980000
’Prilncipals h,, ' . ] i ‘ ,‘ ,Afo-‘, |
ame G .| || S0 | §60m |t | M 600000
+Harmon, Robert ... .. | 'E0e00 | 600000 " # 600000
Hotzel,Frark ........ S000 | 6000 . 8hapoo

. Lowence, Chares .| "0 | 600000 600800

.v,v‘-"-,Supenvisi‘)rs S : ‘ o )

 EvnsRaymond ... | §745000. | § 540000 (| S40000
- Jolnson, Arthr ... 50000 | 6,00000 -~ £,000.00
" Pon, Blzdbeth ...... ’_ . “00gh |- 480000 . 480000
Sorensan, Albert .. ... - 00| 420000 | 4,20000
Wade, Johnson ....... | 30000 | 360000 380000

- Teachers 4 A ' : ' / :
Alter, Ruth ...+, 4§ 35000 | § 4,20000 A% 420000 .
Bennett, Betty .....A..| 35000 | 420000 C 4200
Curren, Patricia ....... 3500 450000 y 4,200.00
Total encumbired ... | 3000000 | 34000000 | 200000 | ‘2400000 | 200000 | 24,00000| 180000 | 2160000 | 4296000
1523 K I
~ Bennett, Betty- | ' § fj

reslgnation.........| -350.00 —4,200.00 - ~-4,20000
Totals 0., BE0 | 540000 | 200000 | 2400000 200000 | 2400000| 180000 | 2160000 | 42540000
12073 N |
Thompson, Ted ... 45000 | 5400004 | 540000
Totals .............. $30,10000 | $361,20000 | $2,000.0 5240000 32,0000 | $2400000 | $1800.00 |$21,80000 | 3080000
/ ' y,

/ ,

~

&

I
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r"gecause drstncts rﬁ-ay necd to distinguish re eqlat\eions or restnctlons of apprd%natrons from -~
‘actual expenditures, it is.rec Iﬁmbnded that Encumbrandes and Reserve for Encumbrances accounts
be used in_the General Led \aﬁd\that encumbrance amounts in the 'appropnatlons subs;dlary
q; accounts and the- program ledgers be'retorded in a sepa.:;dfe olumn or in’ such a manner that. they
. may be dxstmgulshed from actual ex penditures, S ER - : .
Encumbenng programs is’ optional since objects may be encumbered and controlled Dlstncts
: with mafiual and bookkeeprng machine Systems that break cests dowr by. sites (or locatlons) will
find encumbérin programs*raﬁrerdrfficuﬁt' whereas districts with data-processing ¢ ment will be
able to enctimber programs .at the saméBtime they encumber their appropriation ledgef“WS of
‘expenditure. i

Encumbering of saluries. At the beginning of each\year, the' totdl annual salanes of personnel
employed for that year may be determined for purpoS$gs of encumbering approprlatrons for paying
these salaries during the year. Similarly, the total monthly salaries of these per80nne1 should be
obtained for the purpose of removing that amount of encumbrance when a monthly sélary payment
is made. Totals of the annual and monthly salaries must be adjusted for personnel changes and -
salary rate changes. :

Although the salary encumbrance summary may dltfer in detail dependmg on the methods of
accounting -used by the “district, a schedule such as that illustrated in the Certlﬁcateq Payroll
Encumbrance Summary on page VI-18 may adequately serve this purpose. Basic requlremeh{s are a
completé accounting for all personnel having salaries to be encumbered, a groupm of these salaries
to. provide monthly and annual salary totals by budget classxficatrons and provisi ns‘fOr recording

/ changes ih personnel and salaries. .

The Certificated Payroll Encumbrance Summary illustrates the adjustment ine cumbrance tota}s
that must be recognized when personnel changes occur. . |

Journal entries to record the salary encumbrance transaetrons shown in theCdrtificated Payroll

Encumbrance Summary are as follows: _ : ot
) J12: . B , . :

Date Account . " . Debit = Credit

7173 9830°  Encumbrances ' © $429,600.00 L.

, 9620 Reserve for Encumbrances . (, . $429,600.00

Account o Appropriation Ledger . ’

“1100 Teachers’ Salaries ................. e ' : $360,000.00
120Q, School Administrators’ Salaries . ......... PP 24,000.00 ' .
1300 - Supervisors’ Salaries . ......... ... 0L v 24,000.00
1700 ., Superintendents’ Salaries . ... ......... .. .. ... " 21,600.00

.To record salary encumbrance for certificated staff employed 7-1-73 ,

A

.313: : : . . " .

7-156-73 9620  Reserve for EAcumbrances -~ . $4,200.00 - : .
9830 Encumbirances . "~ $4,200.00
‘.glccount °- Appropriation Ledger '
1100 " . Teachers' Salaries .................... e $4,200.00 (-
. To cancel 12 nonths’ salary encumbrange for' B. Bennett, resignation, 7-15-73
J1a: o C )
720-73 9830  Encumbrances : _ $5,400.06
< " 9620 - Reserve for Encumbrances, [ $5,409£0 .
. ” ! -
Y . ~— » . .
~
. .
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O Appropriation Ledger . . )
1100 Teackiers’ Salaries ........ et e

‘e $540000

' To establtsh satary encumbranoe for 12 months’ payment of T. 'l,'hompson,

employed 7-20-73

" dThe postindg“ of the préceding entries to the General Ledger is as follows:

w

Account 9830 ‘ o Encumbrances

. Paged

"Date Reference Debit Credit Balance Dr/Cr
173 . 412, $429,600.00 $429,600.00 Dr
. 7415.73 J13 : ) ' $4,200.00 425,400.00 pr .
7-20-73 - 414 5,400.00 : R 430,800.00 Dry ,
‘ ot ln“.t.h‘-‘ o ' ’
Account 9620 ‘ . Reserve fop Encumbrances -,

Date Reference Debit o Credit ,/ Balance . Dr/Cr
7-1-73 . J12 B s?g':z'g,ésoo.oo \ $429,600.00 cr
7-15-73 J13 $4,200.00 R 425,400.00 Cr
7-20-73 J14 ‘5,400,00 430,800.00 Cr

~

The posting of the Teachers’ Salaries account to the submdt»ary Approprlatlon Ledger is illustrated

as follows:
SAPPROPRIATION LEDGER
'_ Account_ 1~1OQ . Teachers’ Salaries
Refer Appropri Frncum. Fncumbered Expended
_Date  ence ation ‘brances to date Fxpendec_i_ tn date
7-1-73 J12 %500,000.00 $499,600.00 $%429,600.00
7-16.73 J13 5Q0.000.00 4,200.007  425.,400.00
772073 N J14 500_000 00 £.100 00 430 800.00

Page 5

nencum-
bered
balance

?70.;00.00

74,600.00
69,200.00

In the foregoing illustr%fion, it has been assumed that the changes in personnel were made prior
to payment of any payroll in that year. It is iniportant, however, that encumbrances be rediiced by
the unpaid installments of the annual salaries of personnel leaving the payroll aggd increaded for the

unpaid mstallments of personnel being added to thepayroll.

Adjustments -’ of encumbrances for. .salaries paid  is discussed in éhe section,

Encumbrance Adjustments— Salaries.

Recording

-

. Encymbering of other expenses. Efféective expendlture control requires the establishment of a
procedure to reserve o?restrlct appropnatlons for obligation of nonsalary types of expenses as well

~ as salaries..

If ‘the purcflase orders are drawn in oyder‘ to confirm orders for all materials and services to be
purchased by the district, they may be used for encumbrance purposes. A sample of a purchase

order is shown on page VI-21.

!

. The methods of encumbering purchase orders may vary from the direct .posting to the
Appropriation Ledger subsidiary accounts from the individual purchasc orders to some form of
summary recording-for groups of purchase orders. When a record of ‘he individual purchase orders
contamed in a summary recording is desued a Purchase Order Encmbrance Sumnwary such as the

one on page VI- 21 might be used.

12
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) PURCHASE ORDER No. 2
To: Stud;nt‘ Supply Company « Date: July 10, 1973
3 . '- . ~ Ordered by
4 . ' school
From: o [ School District -
™~ . Appropriation
' Ledger Account-4300
Deliver to: _100 Main Strget —
. . Unit . K Amount
Received Quantity| ‘Unit Item price Amount cancelled
65 1,000 |Ream| Newsprint $0.60 .$600.00 $41.67
100 |Gross | #2 school pencils 3.00 300.00
\ 300 Box | Crayons 0.30 90.00"
. $990.00
Payment Regord: )
"
Date: July 20 ,

'hmodnt: $41.67

. hY

’ Parchase Order Encumbrance Summary ‘For July, 1973
Appropriation Purchase order "Amount of

Vendor'vName | account number Date | number encumbrance
Justrite Roofing Company 4500 10 . 1 $ 805.63
Student Supply Company 4300 11 ~.2 990.00
_L.A. Detergent Compap_y_w s 4500 26 3 50.00
Total $1,845.63

-

A journal entry to record the encumbrance information contained in the summarv is illustrated

as followg: :
J15:

Date

7-1-73

Account

9830
9620

Account
4300
4500

Appropr

Instructional Supplies
Other Supplies

Encumbrances . ‘
Reserve for Encumbrances’

iation Ledger

...........................

Debit

$1,845.63

To record purchase order encumbrances for July 1, 1973

Credit

$1,845.63

$990.00

856.63

VI-21
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The postmg of the Other Expenses of Instructlon item to the account, in the Subs1d1ary Appropna—

.tion Ledger i 1s illustrated as follows: . ,
4 ) ) ' . ' . {

\ APPROPRIATION LEDGER - - N
Account 4300 : ) Instructional Supplies A . ' Page 5
. . ' ' T ~ Unencum-
Appropri- Encum- -Encumbered Expended < Dbered
Date - Reference ation "brances- to date " Expended to date . balance*
7-1-73 J15 $5,000.00 $990.00 $990.00 : 4 '$4,010.00

~

The instructions for recording encumbrance adjustments -in this section outline the procedyre

used to adjust encumbrances when payments-are made involving encumbered purchase orders.
. . —— - .

]

Recording Income and Other Cash Receipts

N

Source documents for posting‘income are apportionment noti‘ées from the county superintendent
of schools for deposits made directly to the county treasury or copies of receipts for momes
received directly by the district.

An apportionment notice from ‘the” county supenntendent of schools is ﬂlustrated in the Typ1cal
Apportionment Notice on this page.

Each of the items of actual income should be accounted for separately so that they may be
compared” with income estimates. This is accomplished by posting receipts to the Income Ledger. _
The total ffom any given apportionment notice is posted to the General-Ledger, and individual
items are posted to the subsidiary Tncome Ledger. ' ’

- TYPICAL APPO le’lON MENT NOTICE

s e et = e e o o e e e ¢ Coe e e - C—— - . — . "

County nf

To ] N ] "___' Sehanl Dictriet

This is to certify that income noted below has been received and has bero plnced 1o thee o onddin of
vour district on _

k3

8611 Basic ;%Equallzatuon Aid and Supplem tal Support . . . e —— v
8616 Educationally Handicapped Minors 1,", v . C e
8622 Allowances for Transportation . . . ..+~ ¥’ . . .. ... -
8670 Tax Relief Subventions . . . . . . . v v v v v oo e
“8710 . Community College Tuition Tax . . . . . . . . « .. . .. .
.B811 District Secured Roll Taxes . . . . . . .. ... .. N
8812 District Unsecured Roll Taxes . . . . . .. . . e
" - Other Income (Describe) . . .. .. . ... e

‘Preparing the 1ouma1 entry for income deposits made djrectly in the county treasurv. The journal
“entry to record income receipts lists the General Ledger and subsidiary ledger accounts and the
amounts for €ach as in the following example:

W
t
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Date ° Account W ot : Debit - Credit-

»

72073 9110  Cash'in County Treasury

9840 income L
Account - . " Subsidiary Income Ledger .
- .. 8811 District Secured Roll Taxes . ............
Co 8812 ‘District Unsecured Roll Taxes . .......... : ‘
8611 Basic and Equahzatlon Aid ............. . .

To Lejcrd income received on apportionment notice dated 7-20-73

The journal entry is posted to the General Ledger in the usual manner.

RS

‘The subsidiary Income Ledger is posted' from the journal entry in a manner similar to that used
for posting estimated income. Each account is posted to show, in the amounts received portion, the -
amount of the ledgers that has been carried in the Joumal entry, as has been done in the folowing
example . : :

U

INCOME LEDGER

Account 8811 District Secured Roll Taxes ‘ : Page 6
T _ Estimated Amounts Total received Estimated to
~__ Date’ Reference , income received to date ' be received -~
s
7-1-73 J2 b $345,888.00 $345.888.00
720-73 J— - —ee v
> - o .
4
\
INCOME LEDG ER
Account 8812 District tInsecurad Roll Taves Page 1
Cstimated Amounts T otalrecei - lstimated te
Da_t? nnfgrgrv‘n jglzqme B ree eiver! vy cderae 'ye "K?eiVed
7173 J? T anon [ VAN
772077 !

INCOME LEDGER

Account 8611 Basic and Equalization Aid Page 1
‘ ~ Estimated Amounts I ntal received F,stunatp.d to
Date ﬁ/ference income _ received to date __be received
7173 < J2 $277.528.00 ) $277.528.00

A summary of receip'ts issued for cash received directly by the sthool district serves as the basis
for preparing the journal entry to record this type of income and other cash receipts. Abatements of
expenditures are treated in Part III of this manual. If this summary is a formal'record, it might look
like this example of a Cash Received Journal: .

Vi-23
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Cash Received Journal

Month of July, 1973

. Current income Abatements of General Ledger
_ : . . expenditures _ S
Date Description Received  Accoupt Amount - ;Account Amount Account Amount
7 3-73 - Receipts 8110 - 5800
Nos. 68016815 - 8842
| 8850 .
4300
/7
4300 < )
8880

Totals

-

Preparing the journal entry to record cash received directly by the school district. The journal

entry to record actual income and other cash receipts received directly b
the General Ledger and subsidiary ledger accounts and the amounts for

’

the school district lists

h. For example:

] Date Accgunt , Debit Credit
7-31-73 9110 Cash in County Treasury
© 9840 Income -
9850 | Expenditures Ty, N
Account Subsidiary Income Ledger
8110 Maintainance and Operation (Public Law
B1874) ... .. AT - —
8842 . Sale of Equipment and Siipplies . . 0 ... .. .
8850 = Rentals . ... .. e e —
8871 Adult Education Feqc ...............
8880 Miscellaneous
Subsidiary Appropriatien | edger
4300 Instrucgtional Supplies . . . . e e
"N Tranepnrtation Payimeonte from Othpr Dictricts (
Tov vt vacaiypitn i bans = ORIV ﬁﬂ!f'.$ \
™~ The General Ledger is posted in the usual manner. The subsidiary Income Ledger is postee in the

same manner as that illustrated under income deposits made directly in the county treasury.
The subsidiary Appropn'ation Ledger is posted in the fame manner ng that qhewn undes
expenditures, ac in the follawing example:

]

.
APPROPRIATION LEDGFR

Account 4300 Instructional Supplies
a Outdtanding
Refer Encum: I iquida ercum
Date ence brances tioqs o _E xpended b'ra_p_gg_s
7-31-73

Fxpended
todate _ Budget

A

Page 2

UHnencum
bered
balance

-



.-

Zr

" APPROPRIATION LEDGER

v . _ .
- Account 56800 . Payments from Another School District - * Page 1
. ' - _ . Outstanding ) Unencum-
. Re_fer- Encum- _Liq'uida- . . encum- Expended J " bered
Date ' * ence - - brances " tions 'Expended brances . to date Beidget balance 4 -
73173 - | N .
Recording Expenditures and Other Disbursements—Salaries | s

Salary expenditures are generally more effi01ently posted by total frof the payroll payment '
" order, or similarly titled listing, which is an itemized, detailed list of individual salaries for a
particular payroll. A summary-of amounts to be charged to the various.expenditure classifications is
needed for this procedure (see California School District Payroll Payment Order, page VI-26).

Very rarely, such as when’ ﬁccountmg salaries for a one- or two-teacher school, individual salaries
paid mlght be entered dlrectly in the General Journal. '

, eparmg the journal entry. The” Joumal entry to record payH payments lists the Geﬁera]
Ledger and subsidiary ledger accounts an{ the amounts for each, as in the following example:

Date  Account _— | ‘ - Debit . Credit

7-3173 9850  Expenditures '  $40,275.00
9110 Cash in County Treasury , ’ $40,275.00
Account Appropriation Ledger - A
1100 Teachers' Salaries ............................ $22,000.00
1200 School Admlnlstrators Salanes ...... Yo L 1,600.00
1300 Supervisors’ Salarles .......................... 2.000.00
1600 Physical and Mepntal Health Salaries . . . . ... .. ...... 125.00
1800 Other Certificated Salaries of Distrint Adrmiriets arisn | 800.00
2200 District Administrative Salariec . . . . L. 250.00
2300 Clecical Salaries . .. .. ... ....... o 650.00
7400 Maintanance and Operation Salariec y 2 8R0 N
Yoy vacerd nvppn(“nuoc for payreH l;fﬁnq nirmhoe U e the rae gty of fn'\'
Posting the Genrral Ledger. 'The jonmal entry for payroll expenditires is rocted to the lencral

Tedger in the sagme manner ag previnone entries, ac in the following example
s

¢

Account 9850 Expenditures \ Page 1
Date . Reference Debit - . Credit g;;)ngze Er/—(—;
2m73 am ¢ A0 275 Do I $ 40275 00 ™
Account 9110 : Cash in County Treasury Page 1
Date- ~ Reference = S Debit . Credit _ ) Balang:_-é_—m __:“ _Lr/Crm
7-1-73 J1 $100.042 67 $100,042.67 Dr

7-31-73 J8 . $40,275.00 59,767 67 (7]

~ Note that the posting to the cash account is a credit entry that deducts from the previous halance
to give a new debit balance of $59,767.67.
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| ik Expendi- |
\ | e | ] With
\ Warrant| classh | Period | Gross | Social | Retire- | holding | - ;
| Employee name * | number|  Qccupation ?,réitl'e fication | ending | ‘earnings | Security ‘n_\ent ta |' Other | Netpey
Aobott, Elen ...,....| 2200 | Teacher .....%...... | 1100 | 73173 § 50000| . | $4000 | $8000 2100 | §$ 359.00
. Adams, George......... 201 | Custodian............. 2400 3000 | $900 | 2100] 1800 .1200 29000
Allen, Roge .......... { 2202 | Teacher-............. 1100 4700 3500 | 6800 1650 365.50
- Armold, Robert ....... 203 | Teacheny............ o | | 5000 400 6000| 200 | 41700
- Ashworth, ames ... 2004 | Assistant Superintendent | 1700 * 90000 7000| 1000 800 | 65200
Bailey, John .......... 2205 | Teacher ............ .| 1100 580.00 5000 | 7500 | 2250 432,50
Banner, Roger. ........ 2206 | Principal ,.........,... 1200 760.00 62.00 | 90.00 | 2600 57200 .
" .. Boyd, Alice ....... | 2007 | Secretary L. 2300 30000 750 | 1600 2100 1200 24350
Brown, Thomas ....... 2208 | Teacher ............. 100 53000 4500 6100 1800 406.00
Carter, Mabel ,........ 209 | Teacher .. «........| 1100 500200‘| | 4200 | 6500 | * 2400 ‘ 369.00
~ Cross, Arthur ..., .| 2210° CustodianK........ 2400 37500 | - 1000 | 2250 | 1200 1850 312,00
Curran, Jane.......... 211 | Teacher ............. 100 475,00 350 | 6000 21,00 365,50
— DU —
TOtalS ..o | 1-31:73 | $6,285.00 | $26.50 | $490.00 | $760.00 | $24450 | $4.784.00
Expendiine Clasfcaton Summry: 100 | 73173| 361000 " |
1200 750.00 '
1700 900.00 . I
200 | ° 30000 |
2400 725.00
$6,286.00
|

’

 CalfomiaSchof Distict Payrol Payment Oder
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Postmg the Appropnatton Ledger. Entnes in the subsrdlary Appropnat{g)n Le&'ger are made in the

expenditure column in each case, as shown in the following example: .
S APPROPRIATION LEDGER SN

Account 1110 -~ -~ - S Teachers Salaries S Page 1 -

' : L | ‘ o i . Unencum-

‘Refer- . Appropri- Encum- Encumbered . - Expended- bered o

Date ence ation brances todate ° Expended . to date balance '
7173 -. 448 $390,000.00 - ' Y, 7 $390000000

I J5 - 390,000.00 $390,000.00 $390,000.00  $32,000.00.° - .- '0.00

73173 _ J8 390,000.00 . +390,000.00 * $32,000.00 32,000.00Cr

Fl . ‘ ]

"~ In noermal procedures the liquidation of an amount correspohding to the payment. takes place-
‘simultaneously with this posting. The liquidating entry is described in’the section headed Recording .
Encumbrance Adjustments—Salaries, foll.owmg[. For purpoges of explanatlon this account will be

~carried this way until the liquidating entry is posted. »

Note that the “Appropriation,” Encumbered-to-date, * and ‘-‘Expende’deto—datc”- columns are
carried forward with each postmg g - -

Entries in the program ledger are posted by object clasmﬁcahon in the appropnate columns in the
program-lédgers, t&n sabtotaled on the object of expenditure card im the Appropriation Ledget.

The total /postings to the program ledgers for the object classification (teachers’ salaries) will .
$32 000, which can be subtotaled in the Appropnatlon Ledger (see sample program
ledgeT, page VI-16). . ' ) “

5

Recording Expenditures. and Other Disbursements—Other ¢ - ‘

Payments to vendors are usually made at regular intervals, monthly of oftener, and listed on a
warrant registef that can be used as the source to enter thte total expenditure. Like the payroll
charges, the amounts to be charged to the various expenditure Jclassifications will need to be
summarized (see Califotnia School District Warrant Register Number 1 on page VI-28).

Other expenditures, such as a district’s retirement paymgnts, repayments on loans, and the like,
which are disburs€d at the county level, may be entered individually as reports are received from the
office of the county superintendent of schools. Expenditure transfers between funds of a district
require a similar entry. It is possible to include all such items in one listing and to enter the total in
the General Journal with a summary of amounts to be charged to the various expenditure classes. In
either procedure, reference to.the ongmal report or notice should be made, and such dncumenfe
should be kept readily available.

) Preparing the journal entry. The journal entty to record vendor payments or other expenditure
items lists the General Ledger and subsidiary ledger accounts and- the amounts for each. This journal
entry is posted to the General Ledger and the Appropriation Ledger as illustrated in the entries that

fqllow: ' ' . | \
Date Account Debit Credit
7-31-73 9850 Expenditures ’ $6,245.00
9840 Income ' 500 .00
9100 Cash ’ 7. "$6,745.00
’ o8 ' '
Account Apprdlriation Ledger ' .
4500 Other S ies .. ... ... ... L " $1.620.00
4100 Textbooks . ...................... e 350¢.00
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- 4 ‘r ) : . ' ] _ : . J \‘ .
4300 _ Instructional Materials and Supplies - ' . ' $ 475.00

--------------

5500 - _ Utilities and Housekeeping Services . ... . ... . v ' ' 1',300.00
6200 ' New Buildings and lmprogem‘eﬁnt of Buildings ....... . T 2,500.00
Income Ledger 3 ' . ' # .
8110 Maintenance and Operation (Publlc Law o ' _
N : 81874) ... ...l et ' . d 500.00

“To record expendltures for Wa",r Register Number 1for the month of July

v . .. ' L | ‘
X . CALIFORNIA SCHOOL DISTRICT i
v V1 . : . o . I
. - Warrant Register Number 1 : g ) ; Date: July'31, 1973
l Warfant L ' . ' o Expendfttéré | , ' T )
nufnber . Vendor - classification Amount :
1 Aldfich & Aldrich, Inc. . . ..o veeenenn... | YR 4300 $ '48.0§
2 - AmericanBook Co. ................... 0 S 4100 - . 350.00
3 Best Music Company ....... B B . 4300 ° 210.00
' 4 E.P. Finigan Company ....... . ...... P e 6200 2,500.00
‘s Office Supply Co. . ot oo ... .. SR 4500 , ... 65.00
6' - Pacific Gas & ElectricGompany . ................ .~ 5500 o 700.00
7 Pacific Telephone & Tel phCo......... B 5500 600.00
8 Read’s Fence Company .................. PR 4500 ° * 875.00 »
9 Sun Custodial Supplies .. ..........c....... . 4500 680.00
10 Taylor’s School Supplies ...................... . 4300 216.94
1 .U.S. Treasury )
(Abatement of income) 8110 ... .... e L 500.00
TFotal ................. e C e $6.745 00
'I _ Expenditure Classification Summary:
4100 Textbooks....................' ............. $350_00‘
4300 Instructional Materials and Supplies .. .. ... .. ... .. 475.00
) 4500 Other Supplies ... ......oviiire . .. 1,620.00
5500 Utilities and Housekeeping Services .. ........ .. .. 1,300.00
& 6200 I\iew Buildings and Improvement of Buildings ... . 2,500.00 :
o T $6,245 .00
. Income Ciassification Summary:
8110 Maintenance and Operation (Public Law 81-874)
-abatement . ... ......... ... ... .. e - 500.00
500.00
. PR . . Y J—
R - . $6,745.00
a Ty
Posting the Income Ledger This posting to the subsidiary Income Ledger is an example of an
abatement of income. L
L. .
J T

-




' e INCOME LEDGER | S
_Account8100 .. Maintenance and Operation (Public Law 81-874)

. Page 1

Estimated Amounts Total received - Estimated to

Date ~ Reference - _income . received to date be received-
7173 J1 - $2,500.00 | S o $2,500.00
’ RN P 250000 ° - $2,400.00 - $2,400.00 100.00
7-31-73 J— .. 250000 500.00Cr | 1,900.00 - 600.00

-~ . , . . ! /
Recordmg Encumbrance Adjustments—SalaneSr

The amount of encumbrance to be adjusted or liquidated when’ salary payments are made is the

same amount as is being paid, provided such’amounts have been encumbered. This procedure will”
leave the proper balance of encumbrance for each succeeding month if there i is no change in rate of
pay. -

" Further adjustment is necessary for changes of contract terrmnatlons »-and the like. It is generally
preferable to liquidate the exact amounty of the payroll posting and to pick up additional
‘adjustments in a separate posting from a list of changes: For example, a payroll expenditure of
$40,275 represents the regular monthly payroll for salaries encumbered for the year. However,
because one employee terminated in July and received less than a full month’s salary, the difference
between the md1v1dua1 amount encumbered, $300, and the amount paid and liquidated, $200,
represents a cancellation of $100 to encumbrances for July in addition to the encumbrance for the
rest of the year, $3,300, or a total cancellation of encumbrances in the amount of $3,400. The
‘person replacing this employee was paid $50,inJ uly and will be paid $2,750 for the rest of the year.
This is an additional total encumbrance of $2,800. The net adjustment to encumbrances is a
reduction of $600. The Certificated Payroll Encumbrance Summary illustrated in this section (see
page VI-18) provides for a method of adjusting salary encumbrances.
\ The use of some machine systems makes it more practical to liquidate all encumbrances for
salaries af the tim® payroll expenditures are posted and to reencumber the adjusted amounts for the
remainder of the year. ‘ ‘

Preparmg the foumal éntry. The journal entry to record encumbrance adjustments lists the
General Ledger and subgidiary ledger accmmtf and the amaunts far eqch, ag shown in the following

example: N
Date Account Debit '/Crwv'if
©7-31.73 9620 Reserve for Encumbrances $10.275.00
9620 Reserve for Encumbrances 600.00
* 9830 Encumbrances $40,275.00
- 9830 Encumbrances 600.00
Account Appropriation Ledger
1100 . Teachers*Salaries .................... e $32,000.00
1200 School Administrators’ Salaries .. ....... e . 1,600.00
" 1300 Supervisors’ Salaries ......... [ S 2.000.00
1600 Physical and Mental Health Salaries . ... ... ........ 125.00
1800 " Other Certificated Salaries of District and . i
Co County Administration ...........ccoeeunenens . 800.00 .
2200 Office of CountySuperintendent and District )
' Administrative Personmel Salaries . . . ............ . 600.00 K
2200 ' Office of County Superintendent and District :
Administrative Personnel Salaries ... ............ 250.00 ‘

< ‘.
Y -
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N ¢

2300 " Clerical Salaries . ............... IS . % 650.00

2400 .y M@ntenance and Operatidh Salaries ... .. P _ ' 2850.00 -
To record saiarv encumbrance lnqmdatlons and adjustments for‘ the month -
of July P

-

Posting the General Ledger. The journal entry for salary encumbrance hquldatlons and
adjustments is posted to the General Ledger as usual. =~ )
Posting the Appropriation Ledger. Entries in the submdlary Appropriation. Ledger are made in the

“Encumbrances”’ column in the /foﬂowmg example

APPROPRIATION_- LEDGER

Account 1100 _ ) . Teachers’ Salaries- . | ' Page 1
. . ’ ' ’ T " Unencum-
" Refer- Appropri- . Encum: Encumbered . Expended .  bered
Date - ence : ations brances to date Expended 10 Hate "balance
7-1-73 J3 $390,000.00 ¥ ‘ : o $390,000.00
- db 390.,000.00 $390,000.00 $390,000.00 ~ 0.00
7-31-73 J8 390,000_.'00 ' 390,000.00 $32,000: 00 $32,000.00 32,000.00Cr
J10 390,000.00 —=32,000.00 }58,000.00 32,000.00 L 0.00
.' . -
APPROPRIATION LEDGE-R
~ Account 2200 2 District Administrative Salaries ' - Page1
7 P Unencum
Refer Appropri- Encum- Encumbered . Expended bered
Date ~ ence ation . brances  todate  Expended todate balance
7193 J3 $3,600.00 a | $3.600.00
Js5 360000  $360900  $3,600.00 0.00
731773 Js 3,600.00 3.600.00 $250 N0 $250.00 250.00 ™
J10 3.600.00 25000 335000 250.Q0 0.00
oy 3,600 Q0 00 0O 2780 00 260 00 /00 0O

: ' 4
The control account, Encumbrances, in the General Ledger can be proved by adding the trtals f
the “Encumbered -to-date’ column in each of the thqidimv_/\ reropriation [.edger acrounts

Recording Encumbrance Adjustments Other than Salaries

The amount of encumbrance to be adjusted or liquidated wheﬁ\‘%endor payments or other
expenditures are recorded is thg amount originally encumbered for the specifi? items. Thus, if a
purchase order was originally encumbered for $100 but the actual payment was $99.50, the original
$100 encumbrance is liquidated. Partial payments on an ogder are liquidated i m the same amount as
originally encumbered for items being pald and the balance of encumbrance is hqmdated when the
ﬁnal payment is made.

Dependmg on the encumbrance method being used, the adjustments or ];quldatlons are posted
either directly from the purchase order as illustrated on page VI-21 or from a Purchase Order
Liquidation ‘Summary listing the purchase or%ers being pa1d The same form can be used as that
shown for the Punhase Order Encumbrance Summary on page VI-21. The warrant register form
shown on page VI-28 might also be used to indicate liquidations of encumbrances by adding
.columns for purchase order number, amount encumbered, and encumbrance classification.
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encumbrances and to reencumber those that are

Here again it is true that with some machme systems it 1s more practlcal to hquldate all
utstanding after’ the paid-items have been deleted
If an encumbranc j/amount is cancelled or changed because items ordered are unavailable or prices
are changed, the adjustment is recorded in the same manner as the routine hquldatlons followmg
payments

Preparing the Journal entrjz' The ]ournal entry to record encumbrance adJustments lists*the

General Ledger and sub81d1ary ledger accounts and the amounts for each, as shown in-the following
example:

T

Cr_edi t

- Date  Account ' : , Debit
7-31-73 9620 Reserve for Encumbrances T $6,246.00 .
19830 Encumbrances . : $6,245.00
" Account Appropriation Ledger ' -’ ' _ i

4100 Textbooks ..o oo v e i e e e ] $ 350.00
4300 Instructional Materials and Supplies .............. « 475.00
4500 OtherSupplies .. ................. [P 1,620.00 .
5500 Utili__ties and Housekeeping Services . . . .. .......... 1,300.00
6200 Buildings and Improvement of Buildings .. ........ *  2,500.00 f

"To record encumbrance quuidations (other than salaries) for the month of Julv

The journal entry for encumbrance hquldatlons (other) is posted to the General Ledger in the
usual marnner.

Postmg the Approprzatmn Ledger. Entries in the subsidiary Appropnatlon Ledger are made in the
"Encumbrances column, as shown in the following example:

a

4
APPROPRIATION LEDGER

Account 4300 lnstructnonal Supphes Page 1
. 7 B . l Inencum
Refer Appropri Encum: Cnocumbered . Fxpended bered

Date ence ation orances 10 date Expendéd tr date _balance
7173 J3 ©2,500.00 ' , %2.500.00
J6 2.500.00 £750 00 +750.00 1,7560.00

73177 Jo 2.500.00 750.00 CRATR DN %475 00 1,275 00
J 1 2,500 0N 175 0N 278 00 A76 O0 1,750 00

Recording Other Adjustments

Changes, or adjustments, must often be made to entries recorded in the General Ledger and
subsidiary ledgers. Some of the miore common adjnstments are cited in the following paragraphs

Recording ag;tjlenm to estimated income. When informatien is received that incame will
exceed the origi estimate in the official budget, g.new estimate of income is made, and the
increase is recorded in the General [edger and the Income Ledger The increase in estimated income
is recorded as follows:

Account .

Date Debit Credit
5.31.74 9810  Estimated Income g $1.100.00
9710 Unappropriated Fund Balance $1,100.00
Account l‘ncome Ledger
8611 Basic and Equalization Aid and Suppiemental Support $1,100.00 Dr
To record revised estimate of a state apportionment
e
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This entry increases the estimated income in the Geneéral edger and in the Income Ledger. It
also increases the amount available for appropriation as inQicated by a oredit ‘balance in the-
Unappropriated Fund Balance atcount. (Note that the enfry simply- records the amount available_
«for appropriation. Actual appropriation may be made by’ govermng board action only, as prescribed

in Education Code thl ns 42610 and 42602.).

en a revised in estimate indicates a decrease in amount of estrmated receipts, the decrease
is recorded in a similar manner, as follows - T . :
‘Date Account ) . . o - Debit o . éfredit
5-31-74- 9710 Unappropriated Fund Balance - S “ $1,100.00 . . o
9810 Estimated Income . ’ R $7,100.00
Accaunt ' {ncomie Ledger. . '.‘_ . - i . : v ;"
86117 . Basic and Equali‘_zation Aid ... .. . ~' $1,100.Q0‘Cr
E To record revised. estimate of basic and equalizlation aid Coa, 4
- - N N . m\

,@

Note that when this entry is posted to the General Ledger, a d?blt bdlance-in the Unappropnated
Fund Balance account usually results. A debit balarice indicates that appropriations exceed available
resources and is a warning that expenditures must be rcontrolled SO that this amount remams as

» unexpended appropnatlons at the end of the fiscal year. . & o

Recording adjustments to appropriations. Except when a revrsed appropnatlon budget has been
adopted, adjustments involving changes in current appropnatlons w11} have no net effect on the
, General Ledger balances. The thanges will afféct only the Appropnahon Ledger, because the total -
amount appropnated is not charniged but is simply redistributed am \g the appropriations accounts:

Date  Account - ' % ‘E‘ Debit . ' Credit
> : oy i
10-30-73 9820 ' Appropriations $500.00 A
ago0 Appropriations *.;v TRON 00 |
Account Appropriation l.edger o
6400 New Equipment . . . ,.... . .. . . *500.00 Dr
' 2 4800 Fauipment Replacement SN O
To record anpe npriaﬁnn tranefare .f‘—.'"‘l'"""l' ]QT'?") i

\‘:'

Recording adjustments to expenditures. When information shows that an amount already
recorded as an expendlture should be charged to some other expenditure account, the adjustment is
made without. net ‘effect ort the Géneral Ledger. The expenditures portion of the Appropriation
Iedger will reflect the change. as in the following examplea-

4" Date . Account Debit , Credrt
111673 9850 Fxpenditures . $25.00
~ 985Q¢ Expenditures ‘ ) $25.00
Account ‘ Appropriation Ledger )
4100 Textbooks . . ........ .. R $25.00 Dr
4200 - Other Books ... .. e e PR 25.00 Cr
To record correction of expendntureq classification coding on warrant number
12345, 10-15.73 A
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. Date ‘Account ' : Debit . - Credit

1 11-3Q:73 9850 Expenditures . $200.00
« 9850 Expenditures ' $200.00
Account’ Appropriation Ledger . .
1100 Teachers' Salaries . .........couuueenennennn. ' $200.00 Dr

1300 ' Super\nsors Salanes ..... e P 200.00 Cr

To record p(SmOn of J. D. Smith’s November salary as Teachers Salaries
because he substituted for A. B. Clark

Recording adjustments to stores. Adjusting entries resulting from a stores operation are shown in
the next example. When a physical inventory reveals a stores ‘'overage or shortage, the amount must
be recorded in the records. The usual practice is to adjust the Stores—Inventory and the
Stores—Overhead accounts.

-

Date Account ' Debit : Credit
11-26-73 9210 Stores—Inventory $75.00 o
‘ N 9210 Stores—Overhead _ : $75.00

To record stores average per inventbrv of 1 1-15-73

An inventory shortage is reﬂected by a-similar entry, except that the debit and credit entries are
reversed.

Periodically, the Stores—Overhead account is cleared of its chanes This must be done at least
once a year to assure that the year-end balance.in the overall Stores account represents only
material on hand in the warehouse and available for issue. , .

- Clearing the Stores—Overhead account requires an entry to distribate t > balance of this account
to the various expenditure accounts. One of several methods may be uped for determining this -
distribution. Rpgardless of the method.used, the entry is made as shown iy the following example:

Date Account - J Debit Credit-
6-30-74 98850 Experiditures " .2 $1,500.00
9210 Stores—Overhead - . $1,500.00
. Account Appropriation Ledger ' -
i 4300 Instructional Supplies .~ ....................... ' $1,000.00 Or
4500 Other Supplies ... ........ ... it $00.00 Dr

To distribute warehouse overhead expense for the fiscal year

- Closing thre General Ledger

The closing entries fall into two categories. The fir§t category is the adjusting or the accrual of
certain balance sheét accounts. The second category/is the closing of all budgetary and operating
accounts.

Determining .the aa']ustmg entries. Adjustments of prior year accruals may become necessary
because of errors in estlmatmg the amounts to be accrued or changes resulting frpm information
avaﬂable at a later date. _ :

At year-end, amounts of income or transfers from other ‘g'i::tricts due and not yet received are
determined and recorded in the current fiscal year. However, menies due from tax delinquencies are
not included, because tax income is recorded on & cash basis. Only those amounts that can be

L
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reasonably determined are recorded. The amount recordéd as Accounts Receivable must agreé:'v%ith
the report filed with the county superintendent of schools.

Those amounts that are due and receivable from other funds of the district are recorded as Duc
from Other Funds rather than as Accounts Receivable.

Accounts Payable or Current Liabilities are amounts due but unpaid at year-end for goods and
services received during the year. The amounts_set up as current liabilities must agree with the
report sent to thd county superintendent of schools. - N\

Those liabilities that are due and payable to other funds of a district arc recorded as Due to Other
Funds, rather than Current Liabilities.

" If the district maintains a Stores account, refer to Part V of thls manual for information.
. If the proration for prepaid expense items is made at the time of the expenditure, no further
action is necessary at year—end The prepaid expense proration schedules should be checked at this
time. If there is an errof to be corrected or an adjustment to be made, the debit or credit will be
made to the Prepald Expense account and the offset to the appropriate expendlture account.

The Reserve for Working Capital account is adjusted to reflect the net increase or decrease during
the year.:

The total amount of the General Reserve account is closed to Unappropriated Fund Balance, the
total amounts in the Income and Estimated Income accounts are closed to Unappropriated Fund
Balance, and the total amounts in the Appropriations and Expenditures accounts are closed to
Unappropriated Fund Balance.

Closing Accounts Receivable and Accoyrnts Pd) able accounts. ‘The closing entries are puade as
follows:

Date Account Debit Credit
6-30-75 9160 Accoungs Receivable
9710 Unappropriated Fuad Balaince

To close additional Accounts Recetvable cobisctions

ey
6-30-75 9710 Unappropriated Fund Balange
_ 9160 Accounts Receivable
: To close unrealized Aucounts Recelvable wollacuon
. égé‘ ’ .

6-30-75 9710 Unappropriated Fund Balance

9510 Accounts Payable

. To close additional Accounts Paydble payiieiis
A < b a,

6-30-75 9510 Accounts Payable *

9710 .Unappropriated Fund Balance

To close overestimated Accounts Payable pvmem;

When accounts are closed, the General Journal entries are made as illustrated in the following

examples: . ‘
‘ TO CLOSE THE;{GENERAL RESERVE ACCOUNT
r : Fl o _ . .
Date Account . Ut ) Debit Credit
'  630-74 9630 General Reserve ’
p 9710 Unappropriated Fund Balance

To close the Genera! Reserve account




Date
6-30-74

Account

8110.
8210

B611
8616
8622
8811
8812
8880
- 8920

-

Date’
6-30-74

Account
1100
1200
1300
1400
1500
1600
1700
1800

1800
2100
2200

2300
2400
2500
2600
2900
3100
3200
3300
3400
3600
4100
4200

{PublicLaw85864) ............... e
Basic Aid and Equalization Aid . .................
Educationally Handicapped . . .. .. ... ............
" Transportation . ............... e
DistrictSecured Tax Roll ......................
District Unsecured Tax Roll ....................
*Miscellaneous Funds’ ... .....................
Other Tuition .............. e
To close Estimated Income and Income to Unappropriated Fund Balance
TO CLOSE APPROPRIATIONS AND EXPENDITURES
Account . Debit
9820 "Appropriations
9850 Expenditures -
9710 " Unappropriated Fund_Balance
Subsidiary Expenditures Ledger )
Teachers" Salaries . ........cciiiti e $360,000
School Administrators’ Salaries . ... .............. ‘ 20,000
Supervisors' Salaries ............ ... 25,000
Librarians’ Salaries ........................... 2,000
Guidance, Welfare, and Attendance Salaries. . . ...... 10,000
Physical and Mental Health Salaries . .............. _ 1,500
Superintendents’ Salaries . . . . ... e 10,000
Other Certificated Salaries of District and County . 4
_ Administration . .. .. .ottt it e e 5,000
Other Certificated Salaries . . . ................... ’ 1,000
Instructional Aides’ Salaries .......... ... ... 2,000
Offices of County Superintendent and District
Administrative Salaries . . .. .............. ..., 3,600
Clerical and Other Office Salaries, . .. ... ... ....... . 7,000
Maintenance and Operation Salaltes ............ .- 36,000
Food Services Salaries .. ... ...... ... 5,000
Transportation Salaries . ............. e o 5,000
Other Classified Salaries ......... e - 500
State Teachers’ Retirement System Fund .. ........ . 11,900
Public Employees’ Retirement Fund . ... ...... . .... ‘ ‘ 2,000
Old Age, Survivors, Disability, and Health Insurance . 1,600
Health and WelfarePlans . .. ... ..... e 900
Workers’ Compensation Insurance .. ............. ‘ 200
Textbooks .. ... ..covennn. D el e ‘ 2,000

TO CLOSE ESTIMATED INCOME AND INCOME

" Account S . Debit
9840  Income
9710 Unappropriated Fund Balance
9810 Estimated Income C
N\

Subsidiary /ncome Ledger
Maintenance and Opeération (Public Law 81-874) . ...
National Defense Education Act

Other BoOoks . ...... % % . ... i e : ' 500

—_—
—_——



4300 Instructional Materials and Supplles. e e e e ’ 2,500

4500 Other Supplies . . .. .........oiuieyiunennnnn... 800
4800 Equipment Replacements .. ......0 ............ 6,000
5100 Contracts for Personal Services of Cor ultants, -~

~ Lecturers,and Others .. .........0 ............ ) © 500

5200 Travel and Conferences Expense Reimbursement . 300
5300 Dues and Memberships . ....................... -200 ®

5400 Insurance . . .. ... .. e e - 1,000

5500 Utilities and Housekeeping Services . .. ............ 5,000

5600 Contracts, Rents, and Leases . .. ................. 4,500

5700 Legal, Election, and Audit Expenses ........... .. 500

5800 Other Servicesand Expense . . .. ................. 4,500

5900 . Interprogram Chargesand Credity ... ... .. ... ..... o 0

6100 Sites and Improvement of Sites . . ... . 2,500

. 6200 Buildings and Improvement of Buildings 22,500

6300 Books and Media for New or Expanded Libraries ... 1,500

' 6400 : New Equipment .. _ .. .......... ... ... ... .... : 7,800

7200 Qutgoing Tuition . . ... ... o i i, 30,500

Prepaid Expenses

Cash is often disbursed by school districts for services or materials, a portion or all’of which
actually applies to a future fiscal period other than that in which the cash disbursement is made.
The most common such disbursement is for insurance, the full premium of which is paid
immediately, but the coverage of which extends into future school years. Were the entire premium
charged to the year in which the premium is paid, expenses for such a year would be overstated, and
a comparison with years in which such premium was not paid would become invalid.. For the
purpose, therefore, of including expenditures in the year that the services or materials were
received, it becomes necessary to accrue as an asset the amou sh disbursed for an item
allocated to a future year. '

When the cash disbursement for an item as discussed above is\made, it is necessary to credit the
cash .account for the Full amount of the disbursement. The debit st be split to two accounts, that
portion which apphes to the current school year bemg charged to chyrent year expense appropriate
to the item, and the remaining portion applicable to a future yeaf charged to the asset account
entitled Prepaid Expenses, as in the following example:

- "

General Ledger

Date Account Credit
7-15-73 9850 Expenditures . $100.00
9220 Prepaid Expenses 400.00 .
© 9110 Cash in CHinty Treasury $500.00
To record paymen.t of a five-year insurance policy, one year of
which applies to the current year
Appropriation Ledger '
Date Account Debijt Credit

7-15-73 5400 Insurance $100.00

To record payment of a five-year insurance pollcy, one year of
‘which applies to the current year
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At the end of the school year when the books are closed, the asset account, Prepaid Expenses, is
included with other ending balances and becomes a part of the beginning balance for the next
school ycar.

After the books arc opened for the next school year, it is necessary to determine whether all or a
portion of Prepaid Expenses applies to the current year. This amount must be charged to the
appropriate expense account of the new year, leaving as a remainder in the asset account any
amounts not yet applicable. These, in turn, must be éarried over as Prepaid Expenses to the next
school year. To facilitate determination of the amount to charge to a year other than that in which
the original cash disbursement was made, it is good practice to prepare a schedule of amounts and
periods applicable at the time when the original cash disbwrsement is made, as shown in the
following example:

PREPAIO EXPENSES SCHEDUL E

Analysis ot total applying Lo gach suceeeding year

Poli.y e all Furst Secund Third Fourth Fiftth

Date aumber | Ganer tolal . yedt yeat eal year yedr
71573 $400.00 $100.00 $100.00 $100.00 $100.00
—— A — ———— e s

This schedule is retained for reference at the time Of a Hutute yeur charge-off to ensusce that the
correct amounts are charged to each succeeding year in which a benerit is received. The preceding
schedule would be updated at the beginning of each school year by reducing the control total by
the amount of the first year succeeding, which is charged to expensg, and by moving each figure in
the next several columns one column to the left. :

To charge off the portion applicable to a new ycar at the boginning ot that ycal, a jowinal entry 1s

, made, with the debit to the appropriate expenditures account and the credit to Prepaid Expenscs.
. This should be one of the first entries. &

. Accuvunting for Stores

tros thuse schivol distitels that mmattain central stores of uiatidiuds 1 would Lo thappropilate to
charge the amount of cash disbursed for stores as an cxpegse for any given year. Instead, it is
ncecessary lo charge as expense 6nly the value of the stores issued during cach ycar The value of
stores paid for but not issued must be accrued as an asset to become a part of the ending balance at
the close of the school year. The same amount in turn becomes a part of the beginning balance of
the new year when the books for the new ye&ar are opened.

Unless a Stores Revolving Fund has been established in accordance with provisions in the
Education Code, payments for stores arc made from the General Fund, with the debit to stock
purchases within the Stores account and the credit to Cash, as in the ngxt example:

Journal Entry B
Date Account Debit Credit
9-11-73 9210 Stores, purchases for stock $55.10
9110 Cash in County Treasury $55 10

To record supplies purchased for stock
When stock is issued, an entry must be made crediting stock purchascs within the Stores account
and debiting the appropriate expense account..This may be done by posting detailed requisitions to
3 'y - 3’
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a special journal, the accumhlated total of which is posted to the General Ledger at monthly
intervals. S_l‘x_ch posting is shown in the following examples:

i

Stock Issued Ledger

Requisit;on
Date " number School - Account
9-7-73 12501 Roosevelt 4300 Instructional Matenals and Supplies. . . . $ 2.{2
9-9-73 332 Garfield 4500 Other Supplies . .. .................. 7.66
9-10-73 2661 Washington 4500 Other Supplies . ............ ... .... 12.01
9-27-73 ) 32 Wilson 4300 Instructional Materials and Supplies . . .. 19.43

A
Monthly Journal Entry

Date Stock Issued (edger Debit ‘Credit

. 9-30-73 4300 Instructional Materials and Supplies $22.15 . -
. 4500 Other Supplies 19.67

' 9210 Stores, withdrawals from stock $41.82

To record withdrawals of stores tor the month ut September 1973

Stores Ledger

Overhead Overhead Stock 1 Stock fotaf

Date reimbursed expense purchases ‘Withdrawals stores
9:11.73 $55.10 ) $55.10
9-30.73 , $41 82 13.28

.

In the event that a Stores Revolving Fund has been established, a warrant must be drawn on the
General Fund payable to the Revolving Fund in the amount of the total withdrawals in heu of the
journal entry just given; but the accounts are otherwise the same.

To extend the value of stock issues, the most common practice is to compute an average price
each time new stock is received and to use this average price for extending all requisitions prior to
the next receipt. The data necessary to compute an aveérage price is accumulated by maintaining -
perpetual stock records for each item carried in the warehouse. Part V of this manual contains
detailed information about methods of maintaining perpetual stock records.

Certain expenses, other than the disbursement of cash for stock, are usually incurred in the
operation of a warehouse. Examples of such expenses are the salaries: of warehousemen or
_deliverymen, utilities, rented spage, and vehicles. If stores are accounted for in the General Fund,
these other .expenses' may bg d1stnbuted directly to the appropriate expenditure accounts or
charged to “overhead expense. If a Revolvmg Stores Fund has been established, these other expenses
would be charged to overhead expense w1th,m the Stores account in the revolving fund rather than
in the General Fung. Eventually it will be necessary ‘to prorate these expenses to the appropriate
expense accounts. Expé?ls,es may be prorated either at the tim Z*Bsues are made or by the end of the
year; the basis used is the distribution charge.for stock withgirdw

One method. of distributing overhead,incurred in operating a stores warehouse is to_ add to the
'average cost Qf each item requisitioned a fixed percent (overhead) that is sufficient’ to cover all
operation expenses: This, method of _distributing overhead allows the total warehouse operating
“costs to be distributed to applicable expendlture accounts by the end of the year. Any surplus or
deficit in the 8t total of the two remaining overhead accounts is then prorated and distributed
among the liable equ.ndlture accounts. .

If: overhead is not distributed, along with the-- stock issues, then some means for eventual
distribution of overhead must be maintained. This may be done by keeping a running analysis of
withdrawals by classification of the expenditure accounts to which the charges are being made. The
totals are converted to percents of the total ‘withdrawals at year’s end, and the total overhead

ER
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expense incurred in operating the stores warchouse is distributed to expenditure accounts on the
basis of these percents. When a constant percent is added to issues in accounting for the above
entries, the debir of the total amount, including the percent for overhead, is charged to the
appropriate expenditure account. The ¢redit, however, must be split between actual value of the
items of stock withdrawals (computed at the latest average price) and the amount that was obtdmcd
by exténdmg that value by the constant percent to cover overhead reimbursed to the Stores.
account. For this purpose an overhead reimbursed account should be maintained within the Stores
account. At the end of the year, the total charges to overhead expense will be available separately
from the credits to overhead reimbursed. For the following. year, percents may be adjusted to
reduce . differertces between the overhead "amounts expended and reimbursed. Any differences
between these two accounts at the end of the year must be charged or credxted as the case nfay be
to appropriate expense accounts according to the value of items issued.

As mentioned in Part V of this manual, an actual physical inventory should be taken at lcast once
annually, and a comparison should be made between the eontrol count on the perpetual inventory
and the actual count. At this time any difference should be adjusted by charging or crediting
overhead expense, by the value of any difference in the quantity on hand, with the offsct to stock
withdrawals. If at any time the warehouse is unable to- iuomplete a request because of insufficient
stock, an indication of how much was actually issued should be noted on the requisition. This will
make possible a simple check of agreement with the perpetual inventory on that item, since the
account will now be zero, or very small. Inventory variations discovered at such ti?mes should be
accounted for when convenient, but no later than the end of the year.

Specifically, if the Stores account is maintained in the General Fund, the net valuc ot the
inventory will be reported in Part 1 ot the Annual Financial and Budget Report, both as an ending
balance for the current year and as a beginning balance for the new year If a warehouse Revolving
Stgres Fund account has been established, the net value of the inventory will be entered on Part X
of the Annual Financial and Budget Report, which is for special funds. List the accounts as ‘“stores’
for both beginning and ending balances. Expenditures for operating purposes will be zero-in all
cascs, since the&e expenditures are accounted for jn the General Fund. Should additional capital be
added to the f\und resulting from an increase in average daily attendance, the increased capital is

.accounted . fm‘ggiq*tran er expense on the General Fund and a transfer income on the Revolving
Storcs Fl;? 1 “' , should some portion of the capital funds be returned to the General 'Fund,

the ag'-u} "_'L étu' ed is a transfer expense on the Revolving Storca Fund and a transfer income on
the (“er-\éral"?‘und

In the event that the Revolving Stores Fuand is cstabhahcd as’a common fund of two or mote .
districts, duphcdte Annual Financial and Budget Report forms (Palt 1X) are prepared. for inclasion
with the budgets of each co-owner of the fund. An indication is made showing the percent of equity
of each co-owning district according to the Value of its initial cash and mventory contributions to
the established fund. . “h

When the Revolving Stores Fund is establiéhed initially, the transfer expense account in the
General Fund is in the amount of cash plus inventory contributed to the fund. In this year the
General Fund will show the value of Stores as a beginning balance but will show no ending balance.
The Revolvirig Stores Fund of the first year will sShow no beginning balance but will show a transfer =
- income.in the total value of cash. plus inventory received and an ending balance of Cash and Stores.

General Ledger Accounting for Building Funds

Bulldmg funds are used to account for the receipt and disbursement proceeds of the sale of bonds
“authorized by election and issued by a school district under Education Code Section 15100. The
major expenditures in a school district building fund are related to the purchase and improvement
of sites, construction and modification of buildings, and the purchase of equipment.

'
»
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The accounting entries described .earlier in this section for appropriations, expenditures, and
encumbrances are found in the building fund. However, there are some accountmg features in this
fund that aré not found in other funds.

~ To illustrate the accounting for a building fund, a series of typlcal transactlons and entries in
summary form is given, as follows:

~

1. An issue of bonds totaling $5,000,000 is authorized by the voters for the purchase of sites and
the construction of buildings.

Serial Bonds Authorized—Unissued - " $5,000,000 ,
Reserve for Umssued Bonds $5,000,000
2. The full issue is sold to the Bank of America.

Cash in County Treasury . $5,000.000
Income—Sale of Bonds $5,000,000 '

Reserve for Unissued Bonds $5.,000.000
Serial Bonds Aqthorized--Unissued - $5,000.,000

Estimated Income > $5,000,000 ,
Appropriations ' $5,000,000

NO.TE Because contracts cannot be let unul tunds ate available, appropnauon authority is withheld until
bonds are sold. -

3. Construction contracts and agreemema to purchase sites are made in the amount of

$4,900,000. _
l Encumbrances ‘ _ $4,900,000
Reserve for Encumbrances : $4,900,000 /
iy 4 Other costs, not encumbered, are paid in the amount of $20,000. b
. TR o
B "’7 Exqenditures $20,000

..  Cash $20,000
]

o ' oy r A
5. Constructhn contracts and agrecments to purchase fites, previously encumbered, are paid in
the amount of $4,910,000.

Reserve for Encumbrances $4,900,000

. Encumbrances ) . $4 ,900,000
Expenditu.res ) . $4,910,000
©  Cash, . - . ' $4,910,000

‘6. An entry is made to close Expenditures into Appropriations.

Appropriations ° o ) $4,930,000 .
Expenditures : : i $4,930,000
7. An entry is made to close Income into Estimated Ihcome. .
' . . Income—Sale of Bonds ) $5,000,000 '
-7 Estimated Income , : $5,000,000

£

8. An entry is made to close Appropriations into Unexpended Fund Balance.

Appropriations ) $70,000
Unexpended Fund Balance : $70,000

. '
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| Accounting Terminology, - = -

Abatement The return of part or all of an item of
income or expendlture to its source dun_ng the
current fiscal year. :

Accounting period. A peridd of time for which
records are maintained and at the end of which
ﬁnancral statements are prepared covering the

. period. " -

Account numbers or letters. Numbers and/or let-
ters assigned to the ordinary titles of accounts _
for classification of accounts and ease of
referénce.

Accounts payable. 'Amounts due and owed to
private persons, business firms, govemmental
units, or others for goods received and semces
rendered prior to.the end of, the fiscal year.
Includes amounts billed buf not paid.

Accounts receivable. Amounts due and-owéd from
private persons, business firms, governmental
units, or others for.goods received and services
rendered ptior to the end of the<figcal-year.
‘Includes amounts billed but-not received.

Accrual basis. That method of accounting in which

.income is recorded when earned, even though_.

not collected, -and 'expenditures are recorded
when the liabilities “are mcurred but not yet
paid.

Ad valorem tax. A tax based on a percent of the
value of goods or services. ¢ :

“Allocation. Division or distribution accordmg to 2

- predetermined plan

AIlowance A provision for- valuing an asset at net,
- such as an allowance fpl' bad debts. This valua-
tion account will net accounts receivable to
reflect cqllectable receivables. .

-Allowances. Sums granted as reimbursement for
" expenses or service$ rendered. -

_ Appomonment Allcation of state or federal ald

-+ district taxes, .or other monies among school dis~

triéts or other governmental units.

Part VII - | "
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App(f'tionment notice. , A document notifying
- school districts wheq monies ‘have been depos-
ited .with the county treasurerq

. Appraisal. An estimate of property value made b

the use of systematic procedures based upon

physical inspection amd .inventory, engineering

studies, and other economic factors. o,
Appropriation. An allocation ef budgetary funds

made by the governing board for speclﬁc pur- N

poses and limited as fp the time when it may be
expended. -

Appropl'i'dtton for contingencies (formerly termed ?

- undistribyted reserve). That portion of the c
rent fiscal year’s budget that is not appropnated

for any specific purpose but is held subject to .

intrabudget transfer; i.e., transfer to other spe-
cific. appropriations as needed dunng the fiscal
year. A g
A record containing an
account with each item allocated ‘or budgeted.
Such accounts sually show the amount origi-
nally appropripted, transfers to or from the

_appropriation,” amounts . charged against the

appropriation, the encumbrances, the unencum-
bered balance, and other related information.

Assessed valuation. Value placed upon personal
and real property by a governmental unit for
taxation pu.tposes

Assets. Anything owned that has value— fangible or
intangible. (See also current assej;f‘ and fixed
.assets.)

Audit. An examination of documents, records, and
accounts for the purpose of (1) determining the
proprlety of transactions; (2) ascertaining
whether all transactiogs are recorded properly,
and (3) determining whether statements drawn'

* from accounts reflect an
financial operations and financial status.«

ccurate picture of .

-



Available cash. Cash on hand or on deposit in a
given fund that is unencumbered and can be uti-
« lized for meeting current obligations.

Available surplus. That portion of the exceéss “of
assets over liabilities not obligated for current
appropriations or for restricted purposes (See
also unappropriated fund balance.) .

_ Average daily attendance (a.d.a.). Total approved

. days of attendance in the school district divided
'by the number of days the schools in the district
are in session for at least the required minimum

. day. (Refer to Education Code Section 46300
and California Administrative Code, Title 5,
Education, sections 400—424.) ‘

Balance sheet. A statement that shows assets, liabil-
ities, reserves, and fund balance or fund deficit
of an entity at a specifi¢ date and is properly
classified to ‘exhibit the financial condition of
the entity as of that specific date.

'Bond. A certificate containing a written promise to .

pay a specified sum of money, called the face
value, at a fixed time. in the future, -called the
date of maturity, and specrfyxng interest at a
. fixed rate, usually payable periodicaily.
Bond discount. The 'excess of the face value of a
bond over the price for which it is acquued or
- sold, (The price does not include accrued inter-
est at the date of acquisition or sale.) .
Bond interest-and redemption fund. A fund estab
hshqd to pay bond interest and liquidate mdebt-
* edness when due and payable.
Bond premium. The excess of the price at which a
bond is acquired or sold over its face value (The
. » pricg does: not include accrued interest at the
" date. of acquisition or sale
Bonded. debt. That portion, "of., mdeb‘tedness repre-
sented by outstanding ‘bofds. .
*Bonded debt service. Expenses incurred for interest
#Ad redemption of bonds., -

Bonds authorized and unissued. Legally authonzed .

bonds that have not been sold and that may be
sold ‘without the necessrty of holding another
election. - -

Budget. A plan of financral operation cons1stmg of.

. an estimate of proposed income ande expendi-
tures for a given period and purpose.

Budget document. The instrument used by the

budget-making authority- to present,a compréa
hensive financial program of the governmental

ViI-2

unit. It includes a balanced statement of reve-
nues and expenditures as well as other. exhibits

- to report (1) the financial condition of the sev-
eral funds of the governmental unit at the end of
the preceding completed fiscal period; (2) the
estimated condition of the funds at the end of
the fiscal period in progress; and (3) the esti-

, mated condition of the funds at the close of the
ensuing fiscal period based on the financial pro-
posals contained in the budget document.

Budgetary accounts. Accounts that reflect budget
operations; i.e., estimated income, approprid-
.tions, and encumbrances inct from the pro-
pnetary accounts.

Budgetary control. The management of busmess
affairs in accordance with an approved plan of

., estimated income and expenditures.

Budgeting. The process of allocating the available
resources of an organization among potential -
activities to achieve the objectives of the organi-
zation; planning for the use of resources.

Building fund. A fund established to control the
income and expenditures related to the purchase .
and maintenance of school. burldmgs, sites, and
equipment.

"Cafeferia account. Receipts and d1sbursements of
- the cafeteria function, that are processed through
.'a bank.

'Cafeteria fund. Recmpts and disbursements of the
cafeteria function that are processed through the
county treasurer.

-

- Capital assets. See fixed assets.

Capital ou tIay Amounts paid for the acquisition of
+ fixed assets or additions to fixed assets, includ-
ing larfd or existing buildings, improvements of
grounds, construction of buildings, additions to
bmldmgs remodeling of burldmgs or initial and °
“additional equipment.

Cash. Currency, checks, postal and express money
orders, and banker’s drafts on hand or on deposit
with an official gr agent designated as custodian
-of cash; and bank déposits. Any restriction or ,
limitationS as to the ava11ab1hty of cash shou?d
be indicated.

Cash advance. Cash apportioned i in advance of the
usual apportionment period. ,

Cash basis, Method of accounting in which income .

" and expenditures are recorded only when cash is

" actually received or disbursed.

© e
o



© .Cash’ in bank. Balances in separate bank accounts -

4

<

Cash collections awaiting deposit.” Receipts on
.hand or monies in a bank clearing account await-
ing deposit in the county treasury.

-Cash discount. An allowance made on a purchase if

paid within a stated period. (The term is not to
be confused with trade discount.) :

such as student body accounts, adult education
incidentals, -school fa.rm accounts, and cafeteria
accounts.

Cash in county treasury. Cash balances on dep051t
in the’county treasury for’the various funds of
the sohoel districts. .

Chart of accounts. A list of accounts, systemati-
cally arranged, applicable to a specific concern.
- All account names and numbers, if any, are
listed in.order. |

Check. A bill of exchange drawn on a bank payable
ron demand a written order on a bank to.pay’on
"demand a specific sum of money to a named
person, to his order; or .to bearer out of money
on deposit to the credit of the.maker, A check

" differs from a warrant in that a warradt is not
necessarily payable on demand and may not be.
negotiable; it differs from a voucher in. that a

»voucher is not an order to pay. A voucﬁe_r'-check
combines the distinguishing marks of a voucher
and a check; it shows .the propnety of a pay-
ment and is an order to pay.

Child development fund. A fund estabhshed t

control the financial operations of chﬂdrengg .

centers. ‘
Classification. The naming or identification of an
item or a catggory, such as the designation of the

particulat account-into which a receipt or expen- ~

diture is to be recorded, or the separation of data

- into acceptable groupings so that financial facts -
can be stated more accurately. o "

Clearing accounts. Accounts used to accumulate
total receipts or expendltures for later distribu-
tion among the accounts to which such receipts

. or -expenditures are properly allqcable or for
recording the nef differences under the proper’

_account. (See also revolvmg cash fund, prepaid

"expenses, and petty cash.)

"Code. (1) A distinguishing reférence -number or‘
symbol. (2) A statement of the laws of a specific
field; e.g., Education Code, Penal Code, Civil
Code, and‘Lab"g Code. = . * .

.

" Contingent liabilities.

14.8\_' o _I

Collier Factor. A ratio developed for each county
by.the State Board of Equalization for the pur-
pose of adjusting to the statewide average the
assessed value of the local property rolls in rela-
‘tion to the market value thereof. ‘

Items that may become
liabilities as a result of conditions undetermined
at a given date; e.g., guarantees, pending law-)
suits, judgments and appeals, and unsettled dis-
puted claims.

Contracted services. Expense of services rendered
under contract By personnel who are not on the
payroll of the school system, including all related
expenses covered by the contract. p

Controlling account. A summary account, usually
maititained in the general ledger, in which is
entered the aggregate of the debit and the credit
postings to a number of identical, similar, or
related accounts called subsidiary accounts. Its

" balance equals the sum of the balances of the .
detail accounts.

Cost. The amount of money or its equivalent value
paid or agreed to be paid for property or ser-
vices. Costs may be incurred even before money
is paid; that:is, as soon as a liability is assumed.
Ultimately, however, money or its equivalent
must be given in ‘exchange. The cost of some

- property or service may in turn bécome a part of
the cost of another property or service. For
example, the cost .of materials will be reflected

-in the cost of articles made from such materials.

County School Service Fund (C.S.S.F.). A fund
established to control ffie financial operations of
the Ofglces of county superintendents of schools.

Credit. The right side of a double-entry posting.
The credit will reduce assets and expenditures
and-increase liabilities, income, and fund balance.

. Current assets. Assets that are available or can be

mdde readily available to meet the cost of oper-
ations or to pay current liabilities.
Currentexpense of education. The current general
‘fund operating expenditures of a school district
for kindergarten and grades one through twelve
- excluding expenditures for food services, com-
munity services, facility aquisition and construc-
tion, .and object classifications 6000 and 7000
(except 7250, Current. Expense for Regional
' 0ccupatlonal Centers or Regtonal 0ccupatlonal
Programs) -

ViII-3



-

Current liabilities. Amounts due and payéble for .

goods and services received prior to the end of
the fiscal year. Current liabilities should be paid
‘within a_relatively short period of t1me usual]y
within a year,

Current loans. A loan payable_in the same fisca!
year in which the money was borrowed.

Debit. The left side of a double-entry posting. The
debit will increase assets and expenditures and
reduce liabilities, income, and fund- balance. -

Debt limit. The maximum amount of bonded debt
for which a school district may legally obligate
itself.

- Debt service. Expenditures for the retirement of -

debt and for interest on debt, except principal
and interest on current loans.

Deferred charges. Expenditures not chargeable to
the period in which they are made but set up as
assets to be eliminated by charges as expendi-
tures in subsequent periods. -

Deferred income. Income unearned in a given
period but set up as a liability to be included as
income earned in subsequent periods.

Deficit. Excess of liabilities over assets.

Delinquent taxes. Taxes remaining unpaid after the

close of the year in which levied. (See also prior
years’ taxes, in most cases the preferred term.)

Depreciation. Estimated loss in value or service life

- of fixed assets because of wear and tear through
use, clapse of time, inadequacy, or obsolescence.

Designated income. Incoine received for a specific
purpose. . '

Development Center for Handicapped Minors
Fund. A fund established to control the finan-
icial ‘operatioris of development centers for
handicapped minors.

Direct expenses or costs. Expenses that can be
separately identified and charged as a part of the
cost of a product, service, or department.

Direct support charges. Charges for a support pro-
gram and services that dlrectly benefit other
programs.

, Disbursements. Payments by currency, check or
warrant. (The term is ‘not synonymous with _

expenditures.)

Doilble enitry. A system of bookkeeping that
reqmres an amount credited for every corre-
spOndmg amount debited. Thus, the double-
‘entry ledger maintains equality of debits and
credits.

-

Earned interest income. A sum of money received
or due to be received for the use of money
loaned or invested.

Employee benefits. Amounts paid by the school
system on behalf of employees; these amounts
are not included in the gross salary, but are over
and above. ThHey are fringe benefit payments;
and while not paid dlrectly to employees, they
are nevertheless a part of the cost of salaries and
benefits. Examples are (1) group health or life
insurance payments; (2) contributions to em-
ployee retirement; (3) O.A.S.D.I. (Social Secu-
rity) taxes; (4) worker’s compensation pay-
ments, and (5) pdyments made to personnel on
sabbatical leave. '

Encumbrances. Obligations in the form of purchase
orders, contracts, salaries, and other commit-
ments chargeable to an appropriation for which
a part of the appropriation Is reserved.

Endowment fund. A fund from which_the income
may. be withdrawn but the principal sum of
wh1ch must remain intact or be accounted for in
accordance with the terms of the trust docu-
ment.

Entitlement. An estimate of an apportionment
based on specific qualifications.

Estimated income. Expected receipts or accruals of
monies from revenue or nonrevenue sources dur-
ing a given period.

Expenditures. Amounts paid or liabilities incurred
for all purposes. Accounts kept on an accrual
basis in',clul;fe all charges whether paid or not.
Accounts kept on a cash basis will include only
actualrcash disbursements. (See Part III of this
‘manual. )

. Face value. As applied to securities, the amount,

stated in the security document.

' Fees. Amounts collected from or.paid to mdmd-

uals or groups for services or for use of school or
other facilities. : .

Fidelity bond. A form of insurance that provides
for the indemnification of the school district or
other employer for losses afising from the theft
or dishonesty of efployees. -

Fiscal year. A period’ of one year, t,qe begmmng
and ending dates of which are fixed by statute;
in California, the period beginning July 1 and
endfng June 30.

Fixed assets. Assets ofa permanent character having
continuing value;e.g., land, buildings, machinery,

~
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furniture, and equipment. The term capital assets
- is sometimes used in the same sense, but fixed
assets is preferred.
- Full-time equivalent. The ratio &f time expended in
- a part-time position to that of a full-time posi-
tion. The ratio is derived by dividing the amount
of emiployed time required in the part-time posi-
tion by the amount of employed time required
. ina correspondmg full-time position.
_Funcnon ‘An act, service, or group of services
proper to a person, thing, or institution and
~ aimed at accomplishing a certain end.
Functional accounting. A system of accounting in
" which. records are maintained to accumulate
income and expenditure data by purpose and
usually are further classified within generahzed
functional areas such as instruction, administra-
tion, or operatlons
Fund. A sum of money or other resources set aside
for the purpose of carrying on specific activities
or attaining certain objectives in accordance

with special regulations, restrictions, or limita- .

tions. A fund is a distinct financial or fiscal
entity.

Fund. balance The difference between assets and-

liabilities™

Funded debt. See bonded debt, the preferred term.

General fund The fund used to finance the ordi-
nary operations of the school district. It Is avail-
able for any legally authorized purpose.

General ledger. A book file, or other_device in
‘which accounts. are kept to the degree of detail
necessary to summarize the financial transac-
tions of the school system. General ledger
accounts may be kept for any group of items of
receipts or expenditures on which an administra-
tive officer wishes to maintain a close check.

General purpose tax¥rate. Tax rate authorized by
leglslatlve statute or by an election held in the
'school district for the purpose of acquiring tax

income for the general operation of the 'school

dlstnct
General reserve. An account to record the reserve

budgeted to provide operating cash in the suc-

ceeding fiscal year until taxes and state funds
become available.

Gift. Anything of value received from any source
for whlch no repayment or service to the con-
tributor is expected

: /.
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Grade level. Assigned classification of pupils
according to age and progress; e'g., kindergarten,
first grade, and so forth. .

Grant. A contnbutlon either in money or material
goods, made by one entity to another. Grants
may be for specific or general purposes..

Grants-in-aid. Outright donations or contributio
usually by a superior governmental unit, mthon%
the prior ¢stablishment of conditions with which
the recipient must comply.

Holding accounts. Suspense accounts used tempo-
rarily to accumulate costs that will ultimately be
charged to other using programs.

Income. Revenuye and nonrevenue receipts. Reve-
nue receipts are additions to assets for which no
obligations are incurred. Nonrevenue receipts are
receipts of money in exchange for property of
the school district or for which the district
incurs an obligation. 3

Indirect expense and overhead. Those elements of

indirect cost necessary in the operation of the
district or in the performance of a service that
agre of such nature that the amount applicable to
each accounting unit cannot be separately iden-
tified:

Indirect support charges. Routine services not per-
formed as a special service for a particular pro-
gram but allocated to using programs.

In lieu of taxes. Income to replace the loss of tax

.revenue resulting from property exempted from
taxation.

Interest. A fee charged a borrower for the use of
money. '

Interfund accounts. Accounts in which transac-
-tions between funds.are reflected.

Interfund trangfers. Money that is taken from one
fund under the control of the governing board
and added to another fund pnder the board’s
control. Interfund transfers are not receipts or
expendltures of the school system.

Internal audit. An examination made by school d1s-
trict employees whose duty it is to make contin-
uous or periodic checks on the reliability of the
school district’s accounting and reporting proce-
dures. _

Internal cOntro(,. A plan of organization under
which employees’ - duties are so arranged and
records and procedures so designated as to pro-
*vide: a system of self-checkmg, thereby enhanc-

VII-§



ing accounting control over assets, liabilities,
income, and expenditures. Under such 4 system
the employee’s work is subdivided so that:: To
- one employee performs a -complete cycle .of
 operation; such procedures call for proper
authorization by*designated officials.
'Intrabudget nsfers. Amounts transferred from

' one appropriation account to another thhm the

same fund.

Inventory A detailed list showmg quantities and |

descnptlon of property on hand at a given time.
It may also include units of measiire, unit pnces

- and values.

Investments. stbursements of cash’ for the pur-
pose of generating income.

Investment in fixed assets. The ‘book va]ue of fixed
assets. : '

Invoice. An itemized statemerit of charges for mer-

chandise sold or services
chaser.

Job account. Artfaccount’ estabhshed to record the
accumulation of costsr of a specific piece of
work; work orders showing charges for material
and labor used. ~

Journal. Any accounting record in which the finan-
cial transactions of the school district are for-
‘mally recorded fpr the first time; e.g.,"the cash
receipts book check register,
voucher. ‘

Journal voucher. A form provided for the record-
ing of certain transactlons or informition in
~place o\or supplementary to,. the journal or
reglsters e

Judgments. Amounts due to be paid or collected
by the school d1stnct as the result of court dec1-
sions. .

ndered to the pur-

Ledger. A group of accounts in which are recorded .

the financidl transactions of a governmental unit
or other’ organization. (See also general ledger
and appropriation ledger.)

Level. A division of theimanagement levels described
. by the program structure of the district.

Levy. The imposition of- taxes or _special assess-
'ments for the support of governmental activities: °

also, the total’ amount of taxes, special assess-
ments, or service charges unposed by a govern®
mental unit.

Liabilities, Legal obhgatxons (exclusive of encum-
b%wes) tHat ‘are unpard

’l -

and journal,

Life span (grale span). Broad group classification
of pupils or students according to age and prog-
ress; i.e., preformal, elementary, secondary, and
adult. . .

Long-term loan. A loan that extends formore than

" five years from the date the loan was obtained

" and is not secured by serial or term bonds.

Lump-sum appropriation. An appropriation made

" for a stated purpose or for a named department -
~ without the amounts that may be spent for pat-
ticular object classification§being specxﬁed ;,
Modified assessed valuation. Local assessed valua-
tion adjusted by application of a ratio known as .
the Collier Factor and other factors when épph—
cable; e.g., motion picture, . Redevelopi'nent
Agency, and so forth. ‘

' Modified cash basis (modifi ed act'rual basis). ,;\

method of accounting that combineés the c0‘rf-' ‘
.eepts o& cash basis accounting w1th those af
“accryal a counting

Multiyear financial plan. A plan’ that presents_‘~
financial estimate® of programs in tabular fbrm
for’a period of years. These esﬁmates sliould
reflect the future’{jnancial impact of current. ,
decisions. The -data i in the MYFP should be orgar
nlzed along the hnes of the program structure.

Ob]ect As"used ‘in-an expenditure classification, a -
term that applies to the article purchased or the
service obtained.

Obligations. Amounts that the school district may °
be legally required to meet out of its resources.
They include not only actual liabilities but also
unliquidated encumbrances. (See also /iabilities.).

" Order (for payment). A written: demand of the gov-

erning board of a school district requmng the
county superintendent of ‘schools to draw his
requlsltxon on the county auditor for the pay-
ment oia claim against the school district.

Overdraft The amount by which checks, drafts, or

-.other demands for payment on the treasury . or-
" on a bank account exc':eed tire amount of the
balance upon which they are d'rawn or the
amount by which encumbrances and expendi-
tures exceed the appropnatxon to which they are
*chargegble.

Overhead. Elements of indirect cost ﬁecessar); in
the operation of the school distiict or in' the
performance of a service that are of such nature
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* that"’the amount applicable to . each accountmg'

unit cannot be determined readlly and accurately.

0vemde tax rate. A tax rate levied at the discre-.

tion of the school board for a specific purpose.

The tax income received frem this source may

“be used only for the designated purpose. Over-
ride tax rates may be levied in addition to the
general purpose tax rate.’

Par value. The price at which securities are issued.

Payroll register. A document accompanying one or
more orders on a school district fund for the
payment of salaries,or wages to employees that
contains the names of such employees and pro-
vides information substantiating such orders.

Payroll warrant. A document used as an order or a

requisition on funds of a “school dlstrlct for the'

purpose of paying salaries or wages.
Personal property. All property except real estate.

Petty cash. A-sum of money set aside for the pur--

pose. of making change or 1mmed1ate payments
of small amounts. (See also revolv:ng cash
fund.) .

Prepaid expenses. Items for which payment has
been made but for which benefits have not been
realized as of a certain date; e.g.. prepaid rent,
prepaid interest, and premiums on unexpired
insurance Benefits and cormresponding, charges to
expenses will be fnhmaf aerounting
periods. T

IPrior years’

harne In
taves Taxes collected within the cur
rent fircal year for levies in previons fiscal yrars

I'ogram (neoun). A group of relate/! activities con
sisting ©f a unique combination of object~ that
operat~ together to accomplish comman ends

I'rogram accounting A qystem of ascounting in
which maintained
income and expenditiie data by program (Sea
Part [ of thic manual.)

Frogram costs Costs incurred and allocated by pro-
grams rather than by organizations. Program
costs should be those direct costs that are essen-
tial to maintain the program. (See also direci
cOSsts.)

~Program dp/mlrmm See Part 1| and r‘(hﬁ“f ITD in
this manual. :

Program structure. The hierarchical arrangement of
programs that represent the interrelationship of
activities to goals and obhjectives The program
structure contains categories of activities with

records are too accnnvilate

common outputs and objectives. Programs may
cut across existing departments and agencies.
Property tax rate. See tax rate. .
Proprietary accouhnt. An account reﬂectmg the
assets and liabilities of the district. .
Prorating. The allocdting of expendjtures or
income from a single source to two or more
accounts to show the correct distribution of
charges or income. :
"Protested taxes. Tax money paid under protest and
-held by the county auditor pending settlement
of ithe protest. " v

Purchdse order. A document which, 1ssued to a'

vendor, authorizes the delivery of specified mer-
chandise or the performance of certain services
and the making of a charge for them.

Real property. Property consisting of land, bulld-
ings, minerals, timber, landscaping, and all
improveents thereto. '

Rebates. Abatements or refunds.

Regceipts, nonrevenue. Amounts received that
either incur an obligation that must be met at
some future date or change the form of an asset
from property to cash and therefore decrease
the amount and value of schoal property.
Money received from loans, sale of bonds, sale
of property purchased from capital funds, and
proceeds from insurance adjustments copstitute
most of the nonrevenye receipts

-

ceints rovenue, Ad-litions ta assets that da pot
incur an obligation tha!' must be met at some
future date and do vet sepr nt e

property for money

hnogea of

" glassification Redesignation of current year's
income or expenditure items previously posted
to one account and later determined to he more
propetly charged to a different account. .

Refund An amount paid back o eradit allowed on
account of an overcollection

br'gi.c/r'r('d warran? A warrant that is registeréd by
the county treasurer for future pavment on
account of present lack of funds and that is to
be paid with interest in the order of itc registea
tion.

Rrgisters A listing of transactions of like kind that
may be totaled amd summarized for convenience
in posting: e.g..

ters, and attendance

pﬂ)‘l’ﬁ” registers, wariant regis

1rgictere
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Reimbursement. Cash or other assets received as a
repayment of the cost of.work or services per-
formed; or repayment of other expenditures
made for or on behalf of another governmental
unit, fund, or department. (See also refund.).

I\'quuisin'on; A document submitted initiating a

purchase order to secure specified articles or ser-
vices. ‘
Reserve. An amount set aside to-provide for esti-

. mated future expenditures or losses, for working’ .

capital, or for other specified purposes. *

Reserve for encumbrances.? reserve representing
the segregation of a portion of a fund balance to
provide for unliquidated encumbrances. Sepa-
rate accounts may be maintained for current and
prior year énci.n/mP'ra‘ndes. ,

Resources. All ass wned including land, build-
ings, cash, esi'm@ted_ income not realized, and, in
certaif funds, bonds authorized but&missued.

‘Restricted funds. Monies the use of which is re-
stricted by legal'requirements. L

Revenue Addition to assets not accompanied by
an obligation” to perform service or deliver
products.

Rovolving cash fund A stated amount of money
used primarily for emergency ot small or sundry
disbursements and reimbursed periodically
through properly documented exrerditures,
which are summarized and <harged tis Proeper
accounting claseifications,

“iles and use tax Tax ifposed npon the sale and
consumption of gocds and services It can be
imposed a< a general tax on the retail price nf all
goods and <ervices sold withfh the school sy stem
jurisdiction with few or limited exemptions or as
a tax npon the sale or consumption of celected
goods and services. Separate accounts may be
maintained for general sales taxee and for aelec
tive sales taxes.

Schedwdes  Explangtory or supplementary state-
ments that accompany the balance <heet or
other financial statements.

Secured roll Assessed value of réal property, such

as land, buildings, secured personal property, or
anything permanently attached to land as deter
mined by each county assessor.

Securities. Bonds, notes, mortgages, or other forms
of negotiable or nonnegotiable instriments

Self-contained classroom. A classroom in which a

"7 teacher usually instructs one group of students
* 7in a majority of the instructional programs for a

school year. Self-contained classrooms ate usu-
ally found at the elementary-school level.

Serial annuity bonds. Notes or other evidences of
obligation in Which the annual payment of prin-
cipal and interest combined are approximately
the same each year. B

Serial bonds. Notes or other evidences of obliga-
tion redeemable by installinent, each of which is
to be paid out of income of the year in which it
matures.

" Shared revenue. Revenue levied by one govern-

mental unjt but shared, usually in proportion to
the amount collected, with another unit of gov-
ernment or class of governments. ' .

Short-term loans. A loan payable in five years or
less but not before the end of thie current fiscal .
year. (See also current loans.). ‘ -

Site. The location of a school or a central adminis-
. trative unit.

Source document. Any voucher or other data that
supports an entry in the acconnting records.

Srecial audit. An examination of the accounting
records having a specific purpose. or a general
examination in addition to or in extension of
the usual examination.

Srecifieations. Those particilar qualities 1rquired
of products or services. .

“t1uements Formal written presentations setting
forth financial infrlrmatinn‘. The term includes
exhibits, srhedules, and written reports. -

“eate Schoel I'und, Monies provided by statute to
the State Department of V'du ation for distribu-
tion to schanl dietiicte an o predetermined
formula,

Stores. Goods on hand in \qtnvetonmq subject to
requisition.

Student body fund A fund to control the receipts
and the dichurcements of ctudent nesovcintion
activities. .

Subsidiary account A related account that sup-
ports in detail the debit and credit summaries
recorded in a controlling account.

Subsidiary ledger. A group of subsidiary accounts,

the sum of the halances of which equal the hal-
ance of the related controlling account

W
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Subvention. Provision of assistance or: financial

"~ support, usually from a superior gOVernmental
‘unit.

Summary. Consolidation of like items for account-
ing purposes.

" Supply. ‘A material item.of an expendable nature
that is consumed, wears out, or deteriorates in
use; or.one that loses its identity through fabri-
cation.or incorporation into a glifferent- or more
complex unit or substance.

" Surety bond. A written promise to pay damages or

to indemnify against losses caused by the party -

or parties named .in the degument through non-
performance or through defalcation; e.g., a
surety bond given by a contractor or by an offi-
cial who handles cash or securities.

Surplus. The excess of assets gger liabilities. .

Suspense account. An account to which postings
are made temporarily pending determination of
the proper account to be charged or credited.

" Suspense clearing. An account that carries tempo-
rarily pending charges or credits to the proper
account or accounts to which they are to be
posted.

Tax anticipation notes. Instruments issued to
secure monies borrowed in expectation of
receipt of tax-fungs.

Tax liens. Claims by governmental ~ units upon
properties for which taxes levied r-main unpai‘l.

Tax rate. The amount of tax ~tated in ferme of
unit of the tax base.

Tax rate limit. 'The maximum rotes f tax that o
governmental unit may levy '

Tax redemption. Proceeds from the sale of tav
delinquent property.

Tax relief subventions Funds nrdnmnly paid to
compensate for taxes lost becanse of tax relief
measupek. -

" Tax. roll. The list showing the amount of taves
levied against each taxpayer or property.

Taxes. Compulsory charges levied within its bound-
aries by a governmental unit against the income
or property of persons, natural or corporate. to
‘support its activities.

Taxes receivable. An asset account representing the
uncollected portion of taxes levied.

Term bonds. Bonds of the same issue matllrmg at a
specified time or for a specified period.

Trailer coach fees.

Test check. The verification of selected items on
the assumption that those selected are represen-
tative of the entire group from which they are
selected. If no errors are found, the unchecked
items in the group are assumed to be correct.

Trade discount. A reduction of the list price, usu-

ally expressed as a percent and related to volume

of business transacted. (The term is not to be

confused with cash discount.)

Assessments collected from
owners of trailer homes, which constitute per-
sonal ‘property used in lisu of taxable real
praoperty.

Transfer. Interdistrict. or mterfund payments or
receipts not chargeable to expenditures or cred-
ited to income. Certain budget revisions are
often referred to as transfers.

Trial balance. A list of the balances of the accounts

in a ledger kept by double erntry, with the debit
and credit balances shown in separate columns,
If the totals of the debit and credit columns are
equal or if their net balance agrees with a con-
trolling account, the ledgers from which the
figures are taken are said to be “in balance.”

Trust fund. A fund consisting of resources received
and held by the school district as trustee to be
expended or invested in accordance with the
conditions of the trust.

Tuition An amount charged for edvneational cer

vices provided to a student.

nappropriated fund balance. The portion of a
fund balance not segregated for specific pur
poses. All assets and ectimated income available
for appropriation are credited to the éccotnr%
and General Reserve: budgeted appuwprietion?
and other obligations are d=bited. The et value
of " the account represente the mm[‘prnpria%d
fund balance. - &

I'nencumbered balance. That portion of an appro-
priation or allotment npt yet expended or obli-

gated.

I/mit cost. The total expendlture for/ product,
program, or service divided by the total quantity
obtained or some other quantitative measure:
e.g., total expenditure divided by number of stu
dents equals cost per student. ‘

Unrealized income, Estimated income less income
received to date; also, the estimated income for
the remainder of the fiscal year

!
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Unsecured roll. Assessed value of personal property Witﬁholdirig. The process of deducting.from a sal- -~

other than secured property. ary or wage payment an amount, specified‘ by
‘Voucher. Any document that supports or venfies a’ law or regulation, representing the estimated
" certain transactlon . : federal or state income tax of the individual that

the employer must pay.to the taxing authority.
Work in process. An asset representing the value of
partially completed work.

Voucher warrant. A form, embodymg a warrant
and voycher in one.document.

Warrant. A written order drawn by the governing Work order. A written authorization for the per-
board or its authorized ofﬁcer(s) or em- formance of a particular job containing a de-
ployee(s), approved by the county superin- scription of the nature and location of the job
tendent of schools, and allowed by the county and specifications for the work to be performed.
auditor, directing the county treasurer to pay a Such authorizations are usually assigned job
specified amount to a designated payee. numbers, and provision is made for accumulat-

Warrants payable. The face amount of warrants ing and reportmg labor, material, and other
outstanding and unpaid. costs.
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Data -Proc_essi'n“g Terminology

Alp ha. The "‘t'e'rin used to -indicate letters of the

alphabet as opposed to numbers.

Alphanumeric. A term used to indicate a combina-
tion of letters, numbers, and special symbols
such as punctuatlon or mathematical notation.

Automated data processing (ADP). The continuous
integrated operation of data processing in which
automatic machines are used; different from

~ manual data processing.

Batch. A controlled group of data gathered to-
gether for processing or balancing.

Batch processing. A technique by which items to
be processed must be coded and collected into
groups before processing.

Binary number system. An internal numbermg
system incorporated by computers which uses a
base of two, expressed as O or 1 (as opposed to
the decimal system, which uses a base of ten).

Rlock diagram. A graphic presentation of a system,
computer, or program in which selected portions
are represented by boxes and interconnecting
lines. (See also flow chart.)

Bug. A mistake, malfunction, or omission in tl’le
design of a program or computer.

By-product information. Data, which, as a result of
being tabulated in a particular fashion or as a
result of being processed for other than the area
of specific design, becomes available for existing
records created for an entirely different purpose.

Card:punch. A machine that encodes data into tab-
ulating cards in the form of a pattern of round
or rectangular holes: card punches may be acti-
vated by a computer or from a keyboard. (See
also key punch.) ¥

Cathode rdy tube (CRT). A device similar to a tele-
vision screen upon which data can be stored or
displayed. ‘
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Central processing unit (CPU).. That portion of a
computer conta.lmng the arithmetic, logic, con-
trol, and in some- cases main storage units.

Character reader. A machine that optlcally scans
alphabetic, numeric, or special characters pre-
viously entered on a document (usually by high-
speed printer, typewriter, or imprinter).

Code. A system of rules or signals for using a set of

_ characters to represent data or instructions.

Collating. Comparing" and ‘merging two or more

similarly sequenced groups of items into one
sequenced group. ' _

Common Business-Oriented Language (COBOL). A
computer programming larfiguage using basic
English phrases designed for business applications.

Common language., A single code used by several
devices (for example, typewriters, caleulators,
and transmitters) marufactured by different

')companies.

ompilation. Freparation of a machine ]angnage
program by translation of gach symbolic coded
instruction into two or more machine h"gnage
instructions.

Data. Basic elements of information -facte, num
bers, letters, or symbols with or withont a com
puter.

Data collection. The act of bringing data from one
or more points to a central point.

Data communication. The transmission of data
from one point to another.

Data processing. A series of planned actions and
operations upon ‘data to ackieve a desired result.

Data processor. A group.of peopte and/or machines
organized and acting together to process data. _

Dc)bugg'ing. Finding and removing the mistakes
from the design of a program or computer.



~ Electronic data processing (EDP). A term referring

to equipment that processes data by electronic

means; i.e., analog and digital computers:
Flow chart. A graphic representation of the major

- steps of work in process. (See also block diagram.)

Fortran (FORmula TRANslation). A programming
system that converts mathematical statements
into computer language. .

Hard copy. Any printed copy: of machine output;
e.g., reports, listings, documents, or other copy
in the form printed out by a computer.

Hardware. The physical . equipment or devices
which together comprise a computer and associ-
ated- data processing machines; the mechanical
or machine portion of a computer system.

Information. Facts and intelligence that result
from data processing operations.

Information retrieval. The methods and procedures
for recovering specific information from stored
data. :

Input Transfer of external information into the
central processing unit or into an intermediate
data-processing storage device-

Inquiry station A remote terminal device, such as
a tvpewriter keyboard, from which interrogation
of the rontenta of a counpnter’s ot 1yge con In
made.

kov ponch A card punch notivate Iy« l-«-zvvw'
(See aleny card prosch )

Fonguage Asystem far  presenti o and communi
cating information het e g enpts apd o
machines, :

Picves poy mpinnge (11 Ul ot ot padnsiiy o
of eutpnat printers

Viaguetic dise A flat, ciroular plate with o avnface

that can he magnetized ty stoyre data

»

Yagnetic tape A plastic or mylar strip coated v ith
a metallic oxide upon which datn can be -
corded in magneti7ed spots.

Mark reader A machine that optically scans marks
entered (usually manuallv) in specific posi
tions on a form and ascigns values hased on ench
positions. .

Mark sense. Fencil strokes generally entered on
bubbles 1 nla,punch card that can be read elec
trically gz/a mdchine.

Optical character recognition (OCRY, A general
term rveferring to the technique of nsing ma
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chines for optical reading of characters, symbols,
or marks from a printed input document.

Optical scanner. A device that optically. reads
printed or written data, which is stored or
entered into a computer.

Output. Information transferred from internal stor- -
~age to output devices to produce cards, tapes,
business forms, reports, and so forth.

Paper tape. A ribbon-like strip of paper, one inch
or less in width, used as a means of recording
data in the form of-coded perforations.

Peripheral equipment. The auxiliary machines that
may be placed under the control of the central
computer; e.g., card readers, punches, and ‘high-
speed printers. -

Printout. Display of computer-processed informa-
tion as hard copy.

Program. A series of instructions that tell the com—
puter in minute detail how to process data.

Programmer. A pérson who prepares problem-
solving procedures and flow charts and who may
also write and debut programs.

Random access. A storage technique in which the
computer can find one bit of data as quickly as
any other, regardless of ite specific location in
storage. without requiring a serquential storage.

"oal time processing A method of processing data
in which the machine begins te function at the
mement of initial input <o that there is virtu:'h
no pascage of time hetween inguiry and esulf

Voeftware Waitten programs and rontines oeed! to
extend the eapabilitie of ¢ mpnerg

Scuree docimiens Aty oo frann whic o ddata are
taken for procesaing,

Storerge The retention of data for futime retrieval

Tosrrontine. A program designed to show whethey
o1 not a computer is functioning properly.

Troughput Froductivity based op all facets of an

operation; e.g. a computer that can read. write,

and compute simultaneously would have a high
throughput rating processing through the system.

Time <haring Using a computer to process multiple
requests by independent users and providing
responses rapidly so that each user feels that the
computer is entirely at his disposal.

I'mit record equipment Computerized auxiliary
equipment cuch as card readers, ecollators. and
interpreters,

P'peloring Peviging o ae ta include enrrent datn
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