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. L H.gndbook lll was ongmally publtshcd in l959‘ Its purpose was to provnde a
standard guide to the termmolog)l nsqd in property accountmg forslocal and State
scheol gystems. " vt

pubhshed Such tradlttons as’ the self-contained classroom, $S-minute classes, and °
summer vacation are giving way to new alternatives: year-round school, opén school
+Mini-courses, modular-class scheduling, differentiated staffing, and team tea hing.
K New subject matter and unique delivery systems-for teaching these topics arei)

' developed each ykar. These developments have brought with them new uses for

existing space and equipment”as well as requirements for new kinds of facilities.. -

Concurrent with new developments in education concepts ‘and technology, the™

- processes of planning, management, and evaluation within education have become far

s ! mere,complex. Budgeting methods aré becomifig'miore sophlstlcated s tradnttonal

' hny—ltcm udgets have given way'to- program-onented budgets Similar trends toward

Y3

Educatnon has fken on a “ncw loq,k" in the l7 years since Handbook lll ﬁrst was N

eing <

sophistication "have gppeared in the area of accountirig and. financla} management '

. ~ where decnsnonmaklng tools that long have aided® the private business sector, such as
. ' depreciation aqcountmg and capital budgeting, are being employed. These new _.
' . approaches require new.kinds of mformatnonwm ymore detall,and at a greater level of
, < accuraty than ever before: : '
' Ihe past decade has seen the pubhc bring intense pressure to bear on the educat&m
commumty for more accountablhty and greater productiyity: In rcspondmg to these
pressures, cdttcators have developed new technigues for measuring an&analyztng their
-products and processes, thus generating new kinds of data that can be reps rtcd to the
public.
; " In recent years, the educatnomcommumty has rccogmzcd the need to update and _
Voo o ‘extend Handbook 11 to accommodate additional information about the new kinds -
: and uses of buildings, sites, and equipment that have been. developed in the last 17
o years. Education managers also saw the opportunity to develop a revised handbook
-4 -‘that would’ be more compatible W1th thc new handbooks and handbook revnsnons.
“. " pullished sjince 1959. '
. This reviséd edition of Handbook lll provndes property termmology, definitions,
_ cbnceptst and a classiﬁcatlon‘structurc for praperty igformation that are intended to
; /j" " assist in planning and. decnslomnakmg and to help ensure compatible’and comparable
- fecording and reporting of data on- educatnon property. The development of this
~ handbook was based upon the prémise’ that a project of tlns nature must involvé'a
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THE PURPOSE OF HANDBOOK lllRl

'Ihc

vnde a symprehensive guide to standard terminol- -

Ru‘rposes of this handbook are (1) to pro-

ogy relalng -to property Kites, buil ngs, . and
equnpment) used in edueatlon 2(2) to prpvide a'list
of suggested data items useful in:desdri ing prop-

erty. and (3).to provrde general guldellnes that can

assist the reader in understandlng and- developlng
property information systems.
It must be emphasized that the handbook pro-

 vides only an overview of tfie procedures for,
., crcatmg and’operatmg a property act:ountmg 8ys--
tem, while concentrating primarily on the issues of -

. defining and selécting items- of mformatlon for an
LEA $ propcrty ﬁles L - - .

THE NEED FOR PROPERTY
lNFORMATlON FOR: PLANNING
. 'AND DEClSlONMAKlNG B
N EDUCATION o

Allocatlng. o.peratmg, ‘and accogntlng for the

i physical assets of a scHool system are among the
. zleast publicized but most impdrtant responsibilities .

“of education managers. Property-related costs
~(such as the costs of acquiring sites; constructlng.'

i rcnovanng. and opartrtlng acllmes and purchas-

R o

., J.' . . .

: 'Handbook iR is the third m H series, as denoted by the:
" Roman mumeral 1il. The "R™ fallowing the Rom:m nuineral
© denotes that this is & revised ! dpaion of the ongﬁal handbook. .

Fult bibliographic :cfemncci Gb all handbookn in t'hlmg‘les ard.

prcunted in Appendix E. - ;e _
~This haiﬂboo lddresus propef(y uyed~in e?c:fdemary

_ m)ddle secondiry, and comrifunity (adult) education, but,.
r extiudes hig
covered by the. Higher Education Facilities Inventory and

 Classificatioi Mahual (sqe appendix E' for fuﬂ bibliogrnphnc :

mformatlon)

B AT . ‘\

ucition. Property-tsed in highereducationis -

ing.' maintainin%I and replacmg equlpment) com- -
- prist one of the argest segments of the total costs
of providing services. Competition from other por- . - .
_tlons of the educatlon budget, particularly salaries,
is:intense. As a tesult, most school systems ; seldom o
have, enoujm funds to satlsfy their total property '
needs; and ‘for many schools, the gap”betweéen'.-
.available funds and property needs is widening. At
the same time, for other schools, a pecuhar pheno- -
menon of the 1970's has arisen: underptllrzed sites .
and bulldmgs are becom)ng an mcreaslng probJe

-

< In response to these and otherpressures the puo

< lic, gs well as State and Federal. futdipg. sousces,
has begun to placc mcreas(ng demands upon
school system managersto justify their requests for
fddmonal physical resources and to expand the
utlllzatron of the resoyrces that are: currently in
_usé, For school’ System managers to- {pake the best -
use of property resources, there must bea constant
- flow of mtelllgent planning and management deci-
sions. The’ principal ingredient in making good,-
informied decisions about the allocahon of prop-:,
érty resdtifces in the local school system 1s relevam
valid proﬁerty information. . :

P . v
L .

GoodAnformation about the quantmes and uses
=, of various kinds of property i§ needed for manage- - .
~“men\purposés ‘at the Staté-and Federal Tevel as
" ‘well as, at the local level, Yalid and comparabje - .

Chapter 1 LT
lNTRODUCTlON o L h T

; 1nformauon at these levels can support the drafting. . -

of legxslatron policymaking, research, ;and .thé
disseminatioh of information to. governmg agen-

\cxes fundipg. sources, and the genqral "‘publit,
.Clearly, the 'same systems of property mformatnon '. '

f_ needed ;at .the jocat level ‘should be designed’.t6”

: pi‘qvid@ the - basic \mformatnon :egiured atﬁ'htﬁ; f
Stateihd'natnoqal f;rgamvauons W
To improve the ablmy af+local school mnagers

to abtain the necessary data and to confmunicate

“these data 1n usable form to otherx it has become a

Py

-




“increasingly importanit: to c;lzlgct'and réport this.

informatnon in a uniform fashion. Thus, educators

- have identified the need for # “common language”

_regarding eddGation property-—a set of standard-

ued propcrty terms and definitions. ~+
/ " .

. 4

.“

. THE.ROLE OF NCES TN THE _
GATHERING AND COMPlLlNG

- OF DATA AND lNFORMATlON
._ABOUT EDUCATION e

Thns handbook is one of sevcral jn thc Statc

" Educational Records and Reports (SERR) Series,
- .'sponsorcd by the National Center for Education

Statistics (NGES) in a coordinated attempt to

produce a comprehensive and compatible set of .

standardized terminology for use ip education. -

. ~NCES, has.a rcspansnbxlﬁy te promde agdxmteﬁ '
prct comprchcnsntfe statistics about the condition

-of education in the United States. In addition it has.

' mandates calling for conducung and publishing

- State and local education agcr{&es m imprOVmg SE
‘ thclr statistical acuvmes . Tl "
“To fulfill fts rele, NCES 'sponsors a numb;r of _
programs, fanging from regular data collection tq -
the dcvelopmcnt of materials and techniques tha(i
'facﬂltatc the-compilation and comparison of statis- . -
tical information. One of these prog s the -
development.and periodic revision oﬁals of
ndbooks,

- .. with a classlfncatxon ;chemc and codmg strg'cture

spccnalxzcd analyses and for providing assistance to

standardized terminology. One set o
the SERR Series, is primarily directed toward

) clcmcntary and secondary education and has
‘ sprung froma long—txprcssyd need by educators to
have statistical information available to them: m

handBgok in this series dealt with a common core

more, uniform and- compatible: formats. The’ ﬁrst
of gchral information related to education. That

handbook as dld thc handbooks that followcd lt .

3.0
¥

- for those terms.” " &

2] -
e ;
STl
iy

e -t
- foy

. J(J_( ..

gr;g.ndbook mR the other&% aﬂ -

in addition t

booﬁs currcnﬁy zvanlable iWRR Scne(’ are:

l
. f

. ;!Apkndlxs E’ comams full bnbhoguphnc refqehcet to all

"++ " ‘nandbooks in the SERR Series, both in and out of priht,..

O

tagether with pemnent handhooks dealmg with higher educa-

E non .

PROPERTY ACCOUNTlNG

HB llR Fmanc:al Accoummg C 1ass;f canons R

: and Standard Terminology Jor Local
and State Sch_ooi Systems, 1973. .

Staff Accounting: Classifications and
Standard Terminology Sot Local and
State School System.s, 1974, '

' HB 1vR

ﬁz VR: Student/ Pupxl Accounting: Standard
Termmology and Guide Jor Mangg-

. ing :Student Data in Elementary and R

S ) . Secondary ‘Schools, ' Comntunity/ -
- . Junior Colleges, and Adult Educa-
tion, 1974. . ~ .
HB VI. . Standard _Termino)ogy fof’ Currieu-

dum and Instructiont in Local and -
State School Systems,. 1970 s

o ,‘ . .. o oo L

'HB Vﬁ The' Siate Education Agenicy: A
. _ Handbook of-Standard Terminology
- and a Guide for Recording and Re-

"Educ'atio'nal' Technology: _A Hand- .
. " book of Standard Terminology anda
«..._ Guide for Recording and Reporting
" Information  Abowr  Educational
T Technology, 1975. '

| HB X:

Adopuon of the ?ERR Series (or whe “hand- _
book _seMes,” as’ it % most often called) is. not-

rcqunrcd by Federal law,_ NCES does.not, for can: e

‘it, mandate the use of any handbook at either thc' :
- State, intermgdiate, or local level. However, .more
and mfore St2®and loca) school system adminis-
traters have begun to realizé the value of having
Wcll-orgamz::d standard items of data at. théir -
disposal for- managen’mgnt and reporting purposes., -
As a result, many of the handbooks in the. SERR"

Series ;have, come into" aise in'a nu of xihc
Natlon"s school systems. At th¢ sarhe
Fedexgl and’ Stajejgkports uulie fernis and d -&*

‘uons*f'x‘bm these Mardbooks. ®3, .
Incrcasmg support for the: ,handb,ook series is

’ perhaps best. illustrated by the. following “Resolu- -
s tion on'Data’Standards,” gpprovcd_ by thc Councﬂ

qf phwf Statc School Officers

- ,portthg Information Aboq{ State Ed- - .
uéanon Agenaes. 1971 - S




'. mfuouucnom ; RS

RESOLUTION ON DATA STANDARDS..-" '

June 14 1973

RESOLUTION TO THE. COUNCsL OF
- CHIEF - STATE' SCHOOL OFFICERS’
Yo FROM ITS COMMITTEE ON EVALUA:-
' _TlON AND lNFORMATlON SYSTEMS: :

“ WHEREAS, state education agendics are

© Aegally constltulcd and have the responsibil- _'

- .1ty for education ‘within its. boundaries, and
WHEREAS‘ state educatlon agencies de-
'_snre jo

" ment information system, and
WHEREAS, state education agencies de-
siré to coordinate the collection and use of
mformatlon betwecn local, state and fedcral
dgencles, and’ :

School Officérs established the C ommittee
on Evaluation and Information Systems to
s provide the chxbf state schodl ofﬁccrs with a:
.. single coordmated effort for co ible data

with standard termmology and data defini-
tlons : :
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assist and support local &ducation’ ',
. agencies to establish.an educational managc-.

WHEREAS the Councll of Chlcf Statc .

' ,-for reporting and decisnonmakmg in managemcnt g

about property matters _ ) e s

. i . . o
T C
~ Tt o . P .. . . . .

THEREFORE BE lT RESPECTFULLY
- RESOLVED THAT " -

The, Councll of Chief Statc School - Ofﬁh ‘
cers recommends " that each ‘chief’ sta_tc
- school officer seek to establish standard
~ terminology and data item definitions by
adopting and implementing, to the extent .
- possible under existing regulation, the .-
. revised'NCE§ Handbook series as rapadly
© & A resources permit. ' : —

. SUMMARY OF PURPOSE

' "~ Handbook 1IIR ‘is offered as a resource fog
" local; intermediate, State, and Federal education

officials to assist in the identification, organization,

- . af definition of data and-information-about
education property. It seeks ‘o establish an ordcrly o
-~ array of . pcrtmcnt and- uscful property terms,

definitions, and measures to provndc a valid basis .

 ye E

and planmng o
~ Handbook IllR offers educatlon ofﬁcla'ls a."
common . Ianguage wnh which to commumc\atc
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e HOW TO USE H _NDBOOK R ;
EAR TR Handbook IR can be useful to people in many MAJOR TOPlCS COVERED

different types of agencres amd posmons of re,spon- ' [N THE HAN DBOOK '

Slblllty‘ mcludmg P - L v

J . - . @
: .. B e

5 - 5 ! . local sehool managers“ from the superlntend-'- :

“as . ent to those sp’ecrﬁcally responsible. for pur- *

erty; _
® intermediate educatlon agencres

. ‘OJ,State and ngcral program, mapagers, mter
W0 Tested ‘I monrtormg fundrng, progralms or
’ collectmg property mformatlon )

® researchers; o R

Stateand Federalleglslatwe bodles; .

e R O R |

AR & Federal professtonaledpcatiqh organuattons’ ". e

, commissions;

independent auditors; and

the Jlkrag public.
B '.'-_ ,.-.}_ " The ways in which each reader may wish to ,lrse.

« .. the terminology, definifions, and guidelins in'this -
- handbdek will vary wish the- property accountmg ]

e needs of his or her organization.’ Generally, how
~ever, the three most—lrkcly uses are;

LT e

ERI 1r;*‘systems. AR .
cﬂ b e Eprovrng commaifiic a&lqns &trmng mgmdu-

ormition; and’
S

srgmng reports, research programl, f!und-
ol gng appllcatron&and progr&s reports, statisti-
L cal, summancs, and snmrlar documents‘ .

R J'

~-chasing, mamtaxmng. or' accounting for prop-

® Jocal boards of educatton and State educat on -:

o KE Devclopmg ndw property accountmg systcms.

_.and strengtheriing exrstmg property account- - .. 18- L . g

Data l(ems. prope‘rtey (See I.Jsl of mggm.ed prap-‘ y

and (‘irgamzatmnmntercstcd in’ property :

«
FR

Just as the uses of the handbook will’ vary

_among readegs thé -scope of reader interest will|
vary. Some handbook -users; partlcularly those '
_.-unfamfllar with ‘propenty recordkeepmg and ‘re- -

- porting, may wish to explore most or ail of the .

- handbook content. Others, may seek- mformatlon

on Topis of special interest. -For ‘thase readers, .

/.

«» intgrested in- rapld- access to. the- major. topics 7.7 ',,

T, e ot

€ Iassiﬁcation system for

%

discussed ‘in Handbook AR, the followmg,llslt
.together with the C0ntents and lndex should be
helpﬁu S e S

4

Al

Capitalizatlon Appendlx B,. p 107 contams a.

L)

brief discussion of cap;tzZzatron _ .

ropgrty lnformation
“Chapter 4, pp. 21-39, outlin€s'the recommended

TOPIC AND LOCATJON P :.J

«classification system, dwrded into. four sectiogs: . o

« sites; bulldmgs,,spaces and. equlpment *This

chapter- also suggests umform ‘data entries and

-data-entry- codes tobe, used in recordmg prop-;-'

erty mformatlon ce

Collecting and using property lnformatlon A>
gcncral/dlscusslon of seVeral goncepts related to

keepmg property records and - maki g reporis

about property lscontamed in chapt/rS pp. 11-

r‘)_..

erty. data items, below} C e _
-{

Deﬁnltions Defﬂ‘ntlons dre provrded for two kmds' _—
" of tcrms(l)termstha‘ﬁdescnb&;property chardc~ , - -

- teristity, such as “cost of condfruction” or “area = .

of sité,” and (2) térms that refate 1q t‘ concépts

and pro¢csses of property accountmg, suol] as_ .

"
. : . ,-“ "A L. .‘ .
Lew o B P §

kS




T ysed to ‘generate more ideas for potential uses of

“ 1% and’e. measuresgm chapter G t;an be used in

u
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equrpment” or “capltahzatlon'” Deﬁmtlons of

" the first type are found in chapter S, pp. 41:85:

* with additjonal information prowded and cross- '
-referenced in chapter 6, p. Property related -
terms of the second tyg® are tnterspersed

+ * throughout other sections of the handbook, in-
cluding the appendixés. The Index is the best

. source for locatmg’fhe.se terms qurckly R

3 _Deprecution. Appcndth p 109 cont,ttnsabrtef
dtscusston o( deprecmtron '

[

-Developmg a property accounting system The ~
_handbook can assist only ln“rts of thts task,
since 1t 1§ not' lntended tQ serve as a methods and-
procedures. manual Chapter 3, pp.. 11- 19 yo

7 Zvides sode’ general gurd&]lnes and critéria fares-,

- tablishing and operattng a pr*operty accounting
- system. ‘The “list of management functions.re-
qumpg property information on page 12 can be _

“ oy

property mformatton The dehmtlons in chapter :

_' eommumeﬂtmg the ¢xact data requrre.ment§ to
. those responsible for collecttng processmg, anﬂ
g mterpretmg the data :

.I. v

P .

Lqulpment As. Supplies Chapter 7 pp 97. 101

“contains a full ‘discussion of haw to dtsttngursh
“ between supplies and equipment. Also, chapier
5. pp..,; 75-76. briéfly addresses équtpment and ~
suggcst’s $ome basic data items that may be usef ul.
‘n keepmg equrpment‘fecords :

: Equipment bulltnin vs, movable Pagc 99 of
* chapter q. provtdc ‘criteria for dlStmgmshmg g

: betwcen by .md movgble equtpfnent

lnventorm, Pifges '99. 100, of Ehapter 1A contafn a.
géneral drsbuwon of the :topic, althdugh no

’ ,proccdures are dtscu«tsed ic lndey@}cntmes

other refcrt:nceq to ﬂi: toptc '

.

,,,,,,

L httu‘ “estgd property thtgs Hems: Suggestcd
Q}’ \

' .a', Pfﬁyhy Hatat rtmsare listed i‘chapter 4, pp. ?3’ i
i

. ithout deftmt)ons.and mohapterS pp 42~ S
_ 85..wnh dcﬁntttpns _';’- L .

- « . .
e
ey

P

»Meuures of cducatton property Chqpterb p.q 87; ’.
s deals with tetms that' prov;de incasures of educa~- -

nl
o tton property

-3-4 A Ty e B - B
) 4 . . - ‘ * ‘ o : oot

N2
t}prcally mvotvmg cost, valuc, or v

P A 0 ST S ' . Sl

Aru ST e . AT . . o ‘ +

”-',mentsl to that land, otherthan buildings: Burldmgsz |

: P'ROPE,RT'YtACCOUN'I'-INlG
‘area measurcments The mformatlon provnded in
. this chapter supplements the deﬁnlttons pro-

v1ded m*chapter S.

9 . . -
“ .

’

-

Tqrms and defimtionS' (See Deﬁnitrons .above)

Uses of property Information: Ohapter 3, p ll '

_ provides a_list of management activities that - ;-

- utilize property 1nf0rmatron (often in. .cormbina- :
_ tton wrth other types of mformatton)

o .

-~

KEY TERMS RELATING TO
EDUCATION PROPERTY

Edncators throughout the Nm a vanety.of

' terms when’ refe?rmg tJ the kinds of property used‘

intheir schools Some talk about “factlmes " others
rcfer to “capltal assets,” and still others use the' term

“property.” To put all readers ) thts handbook on
‘common ground and reducé ther sk ofmrsmterpre~ '
tation, it'is 1mportttnt to potnt
~ "HIR uses these terms.

ln_
equrpmenf A site includes. land and all i lmpro

~ includé the origingl-structure and all i improvements -
or additions to the sthucture.” Built-in equipment’ iy«
ttsuallyco nsidered an integrad part of a-building, bit
théte is provision for. keeping separate built-in
equipment records, if desrred Property includes

‘movable equipment, but nof supplies. How to

\J.

i .
Y ]

\ .

- W

differentiate between supplies and ,fguipment is ~ )

discussed in chapter 7, pp. 97499-

-Handbaeok lllR,%reats the}erms properry, facrlr-
ties, fixed. a&s‘els. and capiz -assets as equtvalents
However, to avpid the distragtion of usi four
terms mterchangeably throug':out the doe ment
the €km property is used in preference to the others.

. Rewléesiate and real | property a‘reanterchang"éable
,terms that refer to sites, improvetnents: 16. s:tcs,
7 buildings, and-Builg-in et;urpment Movable equip-

-_ ment is not’normall)(' mcluded as real estate or real -

property»& ’ ‘ 7 : _.,“:“'...

B e #
.y

TR o,
1 T e -'A’. S

'Ste data item 129, P 46, for thc dcfmltton o[“srtﬂmpmw.
mert.” . PN
'S p 48 ot thc dcﬁnmon or “bmtamg o
* Sce p. 99 for the deﬁmttq{f af.the terma,"hdilt -in eqmp—
mcnt" an'd moubluqutpment. - -
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&* :. '-((uss TS HANDsoox U
: : LYPES OF Eouchmw
; J Fié g AGENC{ES ’
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Q, Ways of usmg “this handbook py educanon .f'

i
X ; tﬁl «T::crzles wrll ‘vary from local to State and Fode‘hl
A To keép fhe rcftr nees to thedrfferent lculs of ~
' a% educ,‘atlon.agenctes imple and dSiidise, the hand
' baok uses thc followmg termmoiogy‘ L
’ MR 4 aa""? . :' )
Local Educadon AgencyRor LEA as used in.
~-this ‘handbook, includes public ‘and pnvate
. schools, school dlstrlcts, and school systems; -

rochial schoals, scheol districts, and school

s, locdl ‘basic administrative units; re- «
tion centers, such ‘as area voca-,

", fonal *ﬁer\Era‘a lt/ccmmumtwqontmumg
Aducatron 3en ; and specrﬂl educatron

coope;agl\&s T LA e

.. Intermediate Educatign Agencnes are: referre(f

-7 toin }lrandbook IMR as LEA's also. Thisis not; .
Da 1o siggest’ "that. Handbook IUR defines Inter-"

P mediate* Educauon Agencres and Local
o \Sw::tron Agéncresags ‘having'the same. pur-'k-..

posey’ot organizational characteristics, but is

: -, meant to. emphasize that they gggerally have

‘ ;‘x / “ the same type of propertyaccounting needs. In-

o EE respect, the handbook tredts. .them a$ -
flar eritities. - B L

. Slalé Educallon Agency, ‘or SEA as used in
this handbaole; typically includes State depart-
. -mentsof education, State boards of education,
& . State education cominissions, an«State edu-
' catron authorities. .

Those SEA’s that aperate schools, educatlonpl .
. programs, or othér. education institutions will
find “the staternents and concepts directed
toward LEA’ ost applicable to their prop-
qrty accountmg needs.. ~°

\chcralEducalionAgmcy, or FEA,a uud in
his handbook,; refers to apy Federal agency or
ubdivision hav‘q‘ng res nnbrhtres for sup-
portmg or deIWenng ucauon services: -It

- particularly refers to thd U. S. Office of Educa-
tion (USOE), the National Center for Educa- -
tion Statistics (NCES), and the National Insti-
tute of {iducatnon (NlE)

The dguussnom followmg lhe terms LEA, SEA, and FEA

ate not legal dcﬂmuons They are, mstead explanauonsnof how ..
the termy are used in lhts haudbook

geducz:u'_;onal programs

*

t'l’ v
/& 4

TKose FEA’sﬁrat operate schoqls’ educatnonal_ - |

: programs, or other educauQn msmutmns Wilk

" find the statemems and concepts dirgcted - - _
"toward LEA's 'IOs appltcable to the1 prop-. e
- crty;gccountmg nee N L

\ B -
_‘

- Haw, thls handbpok cap se%e agencres’each of

. 'these tbrae }evels 18 drsc.usséd'in chapter 3.v R

SELECTm'E DATAJTEMS FOR A
- PROPERTY Aéco NTlNG sys‘mm,

e

Chapter 4 presents a lr’s

o‘f |tems f m‘formatron N

Y

- that; can be- uleful in Var%us types of property -

information needed'by an LEA vary aceording td i its.
size and the ways: it wisheg:to-control its’ property,
. ahy gwen LEA will find -only a portxon ‘of thé list *
_usefui For example the. pr rty information .
réquired - for- an.LEA to cajodflate the full cost of -

LEA thét does not talculate program costs "LEA’s
with vdry basi¢ property information Systemgmay

use oplly five or ten data items from any giveh data- -

.item 'series (100 Series: Sites, 200 Series: ‘Buildings,

" qfc:) while LEA’s with sophrstrcated property infor-""

"maticn systems will use many mere. It is.probdble :

ay be pf little value.to an -

"accountmg systenis. However, since the types of

that few,.if any, LEA’s ¢an effectrvely usé all of the o

- data |tems listed in chapter 4.

Desrgners of property accounting systems should
guard agamst indiscriminate adoptron of anydata
item merely becauge it" appears in thrs\hangbqok

Judicious apphcatlons of the guidelities for develop- _

ing & property accounting.system {presented in
-chapter 3, pp. 13M4).¢an reduce the. kof wasnng

\/};ne and money t:ollectmgaunnccded

A good rule of thymb to followih 1d

mg the
kinds of data to collect is to include only éta-that :

meet any gne of the followmgfmena : ,’;&;» o

° The data are needed for observanc‘ ;
accountmg prmcrples. - T

e The data are needed for planning, - r'"r'iahage-' .

. ment, or other dccnsronma’kmg activities in the
. LEA:’

[y

@ State law, Federal law, or admnmstranve pol- '

icy requires that the data Mcported or made K

avanlablc to others. k" _ ot

[ ' " ‘-,is
. ]fhe“data are needed to secure of m{&m
sgrants or other funding programs. - B

v NPT
. .I
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.-, day.”

sl provldc Val&ablc managément infor,

-~

¢

€

@ lhe data are rcqucsted pertodtmlly h){ the
lmal Board of Lduuatlon

.

[}

strcngm ut the argument ihat “we may need it mme

qu;sm\h-ﬁt none of the requm:d cnterla ‘above, the -

" cost oftotlecting tf;em may. vcry well outwclgh their -
usefulnéss. Too much data. of this- type ¢ah aver-

butden’a propcny uccountnfgqystem and limit its
~N

.,cltcctl\wnm Co TN

On the other hand LLEA's may rcq.um property
data ucms not listéd in this handbook. This should

- not be’ mtcrprctcd as a conflict with the hand-
the handbook caniot and does not ¢laim to

b()uk

dntcipate the completepropgrty informatioq needs .~
of all LEA's, SEA*, and FEA'. It such cases;

LLEA% should collect whatever additional data they -
require, but, should-make évery effort 1o maintain - -

¢amipatibility betweéen the added terms and detini~

~ tions and the ones in the handbook. :
No statement or suggested data item _m thls :
'handbeok 18 intended to take precedence in any
~“iltl,ldll()ll where certai ddtd are. cltbcr requm: or!
pmhlbltcd by law. “

-

- ¢

o .PROPERTY ACCOUNTING SYSTEMS |
. “FOR SMALLER LEA‘

.

All LEA's, large and small, have need for some

type of property dccountmg system. However, some

smallér 1.EA® s’may feel that the task of property

: dccountmg i toe complex or tlme—consuming for
.the’ resources théy have available. This attitude -
* often ‘§téms from .the miscanception that great ,
‘amoums of ddta are..necessary to do. pt()pcrty i

accountmg and 1har a_computer is necessary for:
proccwng these data. Jn fact, uqefubmvcntorles of
property can be, mamtamcd on.a.manual basis and
best approach (] dcvclopmg an cffecti

identify the purposes for collecting the information,

and (2) avoid collécting any inforgfation that does

not scrve these purposes.

Chapter 3 provides some general guidelines for -

Q0. While

developing a property. information

. feadig this material, managers (rom small LEAs -
, should keep in mind that a computer may not be .

necessaty if the amount of data to be proccssod.oan
be ju:pt ata mmlmum The section entitled “What

/ ‘
" e
. . .

™ . u.'.
. M ’ N . .. .
. E , N .. Ry
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NG

. 4 .
e L
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No,spcuhc data should be collected solely'on the

or“we have always collcued*tt 2 if the-datain -

ion. The
property
- accopnting system in a.small- LEA is to ({) clearly

e a | PROPERIY, AC(!OUNTI
Kinds of Proﬁeny lnAmallon Flles Should An
LEA Have?” bcgmmng og p. 14, should be of
pc:tl}»ﬁr mterest to small A s m thns regard

" THE VALUE OF PREBARING STAEE-

. LEVEL PROPERTY ACCOUNTI
{ MANUXLS o
L l:A s are th
handbock i1s d¢Mned. However, FEA’ ‘s and SEA’s
-~ dsive direct benefits as acceptance and use of the
material | Handbook IR spreads among LEA’s,
" The re’s*ng increased- uniformity of - property

.
o

t‘

rimary user group for which this -

terminology in use at'the local level will make
« property data assembled at the State and-Federal -
‘levels more comparable and meaningfu). One ofthe -

most- efficient methods, for bringing about accep-
tance at the local level is foreach SEA to developiits

S

own property accountmg manugl, based on Hand- ’

book HIR, This is the same approach being used
successfully in the area.of financial accounting with:
" Handbook 11, Revised. ’ The development (;l?tate-
prepated. property. accounting manuals: haxSevera}
distinct advantages ovgs the direct use of Handbook
lllR at the k)cal level:

v
TR

L (cntrdllzmg thQ effort and expense of prepar- -
ing such a manual at the State level can mean °

C conslderablesav;ngs for LEA’s. Thlsapproach

- can minimize the \vastefulncss of each LEA

" empting to dcslgn lts own property account-
Gng system without knowledge of thé expe-
rience and accqmplishments of others.

" ® State-prepared 'manuals fend to accomplish

statewide adoption of uniform' terms and
definitions more rapidly and easily.

® The modlflcatlon of Handbook HIR by the

Statc’can*ensurc that the resulting 'State- .

prepared manual addresses the State’s own
umqucmceds for specnallzcd 1nformatlon

[
s . . . -

a

«LIMITATIONS oF
ANDBOOK IIIR: * | Y
Whllt; hﬁﬁ Dok focuscs on tcr‘mmologyand

of fers scme gene 4 ," idelincs for developing prop-
erty accomm{’m s¥ggems, there are some m’ortant a
" . bg \\\.r $'~" .
R X8

LY

.

Y

‘Appendix E comams tull. bnbhograph.c mformatwn for

Handbook IIR.
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. Howl.ra dse THIS HANDBOOK "~ *

. u.

kmds of assnstance that thc hamdbook d6cs not e

¢

offes. Specnﬁcally,«l-s book ITNR ddes nat pro-

wde . e
L metho s -and_ procedures’ for handling and
. contyollin { property items (such as receiving,
/ ng,and dlibumng equlpment labeling
. and/or tagging
erty 1nventones) : . .

: : ° signing and con’xhng property reports), and :

e mcthéd_s and_procedures for using pmperly-

- data (such as making rebuild: replace’or make/
buy decisions or ¢valuating the utilization of
buildings or the. cpst effectlvenebb of equip-

.. ment), '

To the extent. that the handbook does comment
bnEﬂy in these areas, 1t is only to provide the reader
wnh enough backgrollnd mtormau})rv) tQ seek assis-
* tance from other sources.

) .‘1 i ) L

SUMMARY: POTENTIAL
BENEFITS OF USI
HANDBOOK IIIR

A L
" This section summarizes: the possible benefits
that can be'derived from mcorporatlng the concepts. *

" -and terminology of Handbook IJIR- iato propcrty

L hccountmg systcms of cducatlon agencnes
. Potentlnl beneﬂts that qudbook IIIR offers

S . Exposurc to thc basic coneepts.of propcrty

accountmg' can lead to a clearer overall
T underStandlng of the value of good prop-; .
erty informatign in opcranng the LEA;

® A ‘more complete understandlng of the
. value: of ,géod property information can
lead to a greater cémmitment on the partof

» . ' LEAofficialytodeveloping better propcrty -

aceountmg systemrfor thctr LEA's.

v, . e Préper épphcan_on of the standardized set -
#7.07  of terms, definitions, and méasures can
lessen the ‘timie and effort it might otherwisz

o methods and procedures for (pllqctmg and ‘
processing property data (such as d‘evelopnng" o
" data-collectiont forms and procedures or'de- _

quipment; and taking prop- o

A *
. - e Y. .
. 3 L .
' N o
A G / s PR e

.

,,Mor' re[evanl, ‘and accurate qpta can be -
ava' ble for planning, operatlng, evaluat-

; (Oorms and reports

~® The guxdellnes on di cretmatlng between
_ supplies an ent should provxde a

. take in dev‘eldping hew: property account-" -
mg systems or st.rengthcmng exlstmg ones,

t
”

_ more rauohak‘h’ﬁ(’is for setting purchasing .’

- standills, | _defining whigh items are fi-
nancedfrom capital funds, making capltall-
zationi decisions,

. . guidelines; the methodology for différen-
. tiating  betwéen built-in equipment and

* movable equipment should provnde snmllar
- benefits. h N

.

2. Potential beneﬁts that Handbook 1R bl'fers
to SLA's include \§ ‘ :
. 145

® The handbook’s mmiel for standardnznng
- property information tay endE!e SEA’s to
save time and effort. in pro
praperty accounnng manuals.

resulyin the availability of a broader range
of mbre meaningful data™to the State and-
'among LEA’s'x\l the Statev LN

- '
e The common lan'guage of standatdnzed ‘

tcrmnnology can improve propcrty infor-
. -.mation commumcatlons Bctween the Staté
~ ‘A its LEA’ .and betwéen the Statc anq
- FEAY%.. o K

»

supplies definitions and lists for its'various
. contracts and grants programs

and setting invehtory -

cing State- |

»

onehtJd
- ® StateWide sponsorshtp,of such manuals can .

® The handbook can pro\ndea good stamng S
-+ -point fof stand&dttmg equnpment and.

3. The principal benefit that Handbook mn‘_"é

oﬂ’ers to FEA's Is' . L

.. Over tife, _mo’fa meaningfhl and - gom.

pafable propgrty information will be de- -

veloped on a natlonwldc scale As a resuls,
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. c ) T .; ‘ PROPERTY Accdummc s
more usef ﬁl"-rcséarch,‘statis;ical'summarics, / ~ ‘Better data' will be avallable for dlsscmma-
and reports will be available at the national , . tiongothe public, IMLEA'sand SEA’s;and
_level. Communicatigns among FEA'’s and - to State ‘legislatures and the Con&rcss as
. _wlth othcr organizationg will-be enhagced; . . input to legislation. .
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" This chapter présents a discassion oﬁ:oncéptsi a

. associated with property - accbumlng and offers
some gcncral guidelines for dcvclo{;png or strcngth—
cmng a propcny accoupting system

3

WHAT IS “’PROBERTY
ACCOUNTING?” -~

Ty
H

, Propcrty accounting is. the pmccss of |dcntn-
fying, classifying, defining, collecting, rccordlng,

- analyzing, reporting, and making use of ;nforma-‘
- tion about education’property.,lts purpose is to --

improve accountability by provndlng accurate in-
_ formation for planning, managing, and cvaluatlng
the uses of property-related education resources.

~ Property accounting is based on records and
" re¢ordkeeping procedures. In large LEA’s, rec-
ords often &re kept on each item of property in.the
school system (sites, b‘uildings and equdipment).
Small LEA’s may maintain less for property
rccOrds thafi large LEA’s, tgut all LEA’s have some
. typc of property records. Such records may include,
" inventory lists- or files, building drawings and

specnﬁcatlons, construction' contracts, land plats

and deeds, payment records for property pur-
chascs, records of sale or disposal, vehicle registra-
tions, scrvncc warran\lcs, cost of operatlon, and
- depreciation or use-allowarice records.’

met and procedures for. analyzmg property
data. These anahmcal activitiés can range from

slmplc summygriés’ Gf inventery -information to

more complicajed capital ‘ugdget analyses or bunld-
ing utllizatienAtudies.

Property actoynting also incorporates various
methods for reporting or communicating property
.. data and information to p"llnnerl and .decision-
makers. Examples of this are inventory status
* reports and capital gmdmg\ requests.

-

ld )

E Chapter3 ':' o
R C()NSIDERATlONS FOR'COLLECTING -~
.7 AND Usmc PROPERTY. lNFORMATlON

P H.grty -acoounting typically includes various..

1

~ - D
Thc frequency of wccssmg and usmg prOperty

"accountnng records can vary widely with the sizé of
~the LEA and the type of information. Some re--

cords are used several times during the year, sygh.

as when inventory, information is needed, when
repetitive purchasing decidt c-made, or when
monthly reports are compiled. ther récords are

- accessed less often, such as those needed to support
. insurancg cldims or. those needed to plan for

building renoyations. ¥

All, of these kinds of propcrty mfor’ma%;

A.togcther with the-activities supporting their collec-

tion and use, are a part of property accountnng

WHAT IS A PROPERTY . _
ACCOUNTING “SYSTEM ?" "~

. 'Propcfty accounting activitj@ts'c‘ n range from

simiple systems to complex dnes.|For instance,

som¢ very small-LEAs mlght mpintain only a

“simple mvcntory list of major eq ipment’ items.

Other  LEA’y may Have very complex property
accounting systems that inclyde detailed individual
records Jon all snes, buildings, and equipment.

the process of property accounting involves some
combination of people, equipment, paperwork,

. and"the methods. and procedures tying them to-

gether, These clements compnse thc LEA.s prop-

~ but does not necessarily refer to goinpUters or to.

the use of computes technology. “A Vsystem™may

/:'

v '

.‘/..‘.;“‘A'

N

'-cha"dlcss of thq size of complexity of the system, . .

erty accounting gystem. ¥ ‘
The term “system,” as used in Handbook ‘lllR .

: encrall)) refers jo this comblnatnon of pgople, ° -

equipment, paperwork, methods, and procedures, ; . ~

be based cntirely onpaper and pencil records, such - . .*
as typical bookkoeeping journals and ledgers. In

fact, paper and pencil recordkeeping systems of ..

computer-bned syatc s are 1rectly addrmcd in

one sort or another a:( fqumlm all LEA's, When*j |

‘N

2}
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thls haadbq}uk thc word "computej" is spcullcally
T ‘dy.ated LR
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' spscmc USES oF
| PROPE!RTY INFORMATION

.
a

Propcrty mlormanon 18 valuable to managcrs of’
cducan(m agencies to help thent dthch the goals

_ mformanon%wst typfz:ally encountered” in the
-annudl inven(Oty process or in the development of
propcrty repo?ts for the.boards of education, it can
be used in many additional management activities.
These agtivities usually involye some combination

_of the following types of processes; 4

-

- mining objegtives, selecting alternative

courses of action, and allocating resources.
L3 BN

ing for fiscal responsibility ‘parposes, moni-
toring utilizatiop, and dlrecnng the activities
of the ‘agency.

<

.ard repair costs. making cost; effectiveness
-1 judgments. and making rebuild:replice deci-
sions. . ., S

(o

-

~

and information for dissemination to others,
"both inside and outside the organization.
Property information that ‘does not assist man-
agers in meeting agency responsibilities and goals
is usually unnécesqarg/ and should not be¢ re-
corded. It iy lmportant to have a complete under-'

roperty information before it is lncluded in the
property accounting system,

are found in LEA’, depending on the size of the
LEA and the kinds of propcrty it wishes to address,
The most. common types of pTopcrty accouniing
systems are:

. >

are hi

limgited fiirther to specific kinds.of equip-
mcnl.

uch as audiovi«ual cquipmcnt);

] systcms dcalmg only with bunldmgs'. these
" rangc in"level of detail from systems that lista
few general charactedtics of each building,

- and- ob)ecnves of ‘their .agencies. While property . .

® Planning, including .identifying needs, deter- '

] Operalmg and controlling, mcludmg accounl~. ‘
e Fvalualt‘ng,,mcludmg analysis of opefations

® Reporting, including the compiling of data

standing of : the agency's intended uses of the

Several ' types b property atcaunting systems -

.. systertis _dealing only with .cquipment (some.

. " g“_ A M 14 .
‘;.*,/Jﬂl».rﬁ/ '\\.Am. \‘,1"“‘/ | \wmv

PROPERTY ACCOUNT[NG T
- w"‘systems tha( list deta d aescupnpns of all et
‘the spate$ (rooms) fn each bulldmg,.and

o systems accountmg for _sites and bulldmgs
togelhcr : -

‘An LEA may have only one of the above types
of systems, or it may take agcomprehensive } ap-.
proach Each LEA must select the size. and extent .
Cof its’ b:operty -accounting systems accordmg to 1ts,

needs. . :
elow is\a list of posslble~ways in which various
tion agencies might use propcrty informa- -
Ctigh. 1t is separated into parts, usesat the local
| el (for LEA’s) and uses by LEA's, as-well as
- 8EA's, FEA's, and other State-or Federal organi- -
zations. This list is not intended to:imply-that each,
education ‘agency should have a property agcount-
ing system serving all of these funcl:ons lnstea
«- the list is intended to illustrate the wide-rangi
posslbllmes for using property information in
? planning, managing, and gvaluating the use of
¢ducation resources for the connnumg ‘benefit of
educanonal programs.

ed

.

F
e

. Uses of property information at the local
level“(for LEA s)

.

' o Managmg and controllmg property
inventory management

location conirol *

- equipment selecti

utlliza”'Sn schedpligig and monitoring
maintendnce management

purchasing control_ -
.contracts management
cost analysis

-
-

.

) ~h
Planning and evaluation activities
- facility planning and space needs anal- ' .’
ysis )
-- equipment needs forecastmg
- -equipment\allocation

-- energy,use/fonsetvation studies

~»building malerials selection -

¢

&+ capital budget yrcparatlon and man-
agement - ;
) -~ operating budget* preparattnn and
¢ . ' management 1

a .

: program costing
- safety plannmg and evaluanon Ce
site sclccnon :

/

® Additional propy.(r@\related activities that

cul across all activities of lh{ LEA are!
K4}

-
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.
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~lc sfl-fldw wnhxe nt .\ _' o
N CC icating - with - othcr LEA_"S_'
Tut propcrty mattors S

. <

2.- Uses of property information by LEA’s,‘as_v ’
well-as SEA‘s, FEA’s, and others
° Dcv‘elopmg bascs for lcglslauon -

*

9 Making admmlstratwc pohcy ¢

-~
- / - '] Admmlstermg grants, <:ontracts, and other'

funded programs

-

L Conduc’tmg rescarch in the areas of im-
- proved educatiopal methods and proce-
dures, past practjces, and future‘trends

o Compllmg reportsMor govermng bodles or

. funding sources -

. Compllmg, companng. and evaluatmg in-
forrn\atlon for publi¢ dissemination - -

.

RS

‘SOME CONSIDERATIONS FOR °

DEVELOPING OR STRENGTHENING

‘A PROPERTY ACCOUNTING

SYSTEM
-

"This sect-i(_)n presents some general guidelines

_that- may be.helpful to LEA's in developing good

property information. Thesg comments are equally
applicable to developing ‘information systems for
other areas of the LEA’S operation. AV
“ The [list below is-an outline of the basic steps
involved in developing or strengthening a system of

- property records and reports (in-other words, a
property accounting system). This approach fo-
cuses on -answeting threc critical questions:

® What information do we heed?
® Wherg is this irformation avh-tlable?' -

~ @ How do we get thls information qmckly and
. at the least coat?

4

The c-lcv‘cn steps. ‘utlined below can.apply to. A

" ‘property accounting bystems of all sizes, from a

basic manual recoNkeeping system to a Iargc
computcm!d information system.. .
I, ldentify the general needs of the ngency for
pmpmy lnlornmlon. '

OPER1Y lNFORMATlON

ance plannlng and clatms squon _‘.

R mtormatnon must descnbe speclﬁc useyfor -

but 'in.'tern.i.ﬁ'of
- mformatlon

T it the tcndency toollect unnccess‘ary infor--- v
* mation just because it is “nice’ to haVc Lig e

S mlmmlzed RIS
-2 Deﬂne the type ,o{ pooperty accounting -
N system(é) needed. o

, point, the LEA may . dcmde to.-'. o
- dévdlop a -system that, for.the” present, '
- satipfies only a part of its total property
mf rmation needs. This approach may save .
¢ and mohey in the short run, while
offering the LEA staff a more practlc al
. to accomplish. Many LEA s beginb -
" ing exclusively with equnpment of pcrh _ ..'_ B
"+ only buildings. Each system will have lts'-' "
- <", own special reports and data requirements,
depending on-the type of property with
gch it-deals, If planned pro\erly, such a
system can be. expanded in the future with
little redesign of. the ongmal xecords and

'~-‘!§P -reports. . S

,on the other hand, LEA s ‘with more cch-
rience ‘in using ‘property- infgrmation ‘sys-
tems niay wish to develop mbre comprehen-
sive systems that deal with sites, buildings, . . .
-spaces (rooms), and eqmpment togethcr

: 3. ldentify speciﬂc data .needs,

Bascd on -steps | and 2, determine the
.. specific items of data that should becol-
~ lected, Define each data item so that all = .~
¢ users will have a common understanding of .
"+ each data item. .Handbook IIIR sheuld
» provide most of the pertment deﬁnmons -
* tequired. o
4. Review all existing and pianned documénts
‘contsining properiy data. - _
Identify all property data that are currently o
- being collectéd or- are on file. Determine T
where the. data gome from, -how often they -
. _\"ﬂfrcollectcd. ant how they are defined.’
. Examine any documents in'.the planning =~
~ stage, determining the same information, ”
C ompnnson of these fmdmgs wnh the gen-.

&




o lf certain types, of data dt'c unafaﬂable or
_tmpractICal to collect or maintain 4n the

‘.
;

»

- eral data nccds dctcrmmed in stcps l, 2, and

3 will gundc lhe LEA in dectdmg collectton

'actmttes """ . S

- .'» T

P ., ‘.’ -

L_' ldentlfy the sources of the required dataand . ~-
_, confirm that the data are available in the -
. form and quantity néeded.

e

form requtr/d. steps | through 3 should be
recycled to consider these data-avatlabtllty

© _ problems and to develOp alternatlves

\\... o M

-

—o.
6. DWdatn-collection forms and proce-

dures o

Theﬁ forms should: be casy to understand :
- easy to fill.in, and easy to, process. If these .
férms will also be used to store the data,
- _theyshould be easy'to maintain and’ update.

These forms'should be tested in severd] trial

: runs_ betore they 4re approved. -

(A}

.-'~(_

.Develop the procedures for handling, )

processing, and distributing the data.

This actwnty may be mmtmal for those

LEA s having a manual property account-

.mg system (no computers’ or ‘accounting
machines involved). In this case, the data

forms developed in step S may also be the -
forms on which the data are stored apd-
distribiited. -

1

Computer-based propérty accounting sys-
tems will typtcally go through a much more -
lengthy process,: "including developing da
handlmg procedures. data-processing pr -
grams, and output programs

L]

. Tuln all lndlvldmls responsible I’or supp1y-
ing data, nnnlyzlng data, Or compiling r{\

ports.' . ,
The purpose of this step i$ to insure that all.

personnel who, acquire new responsibilities

related to the property accounting system
have an opportunity to prepare for these

responsibilities. It also provides an oppor-’

tunity to familiarize staff members with any
new .terms or defmmtms adopted from the
hundbook _ _ ‘

. *

SRR PROPERTY ACCOUNTlNG

Y Test the New. pé;/erty xccounting systzm

- Conduct a trial run mvolvmg all methods
- procedures, materials, and psople - in. the
new systein—from collecting the data
(dummy data can be used) to compiling and

- ,mterpretmg reports This is an opportumty

-~ 40 jdentify and “correct problems femove . -

“unnecessary dau rtems., -and add, massmg
. data items, : :

10, lmplement:the property accounting sﬁstem

Once the trial run-has been completed and -

necessary - ‘improvements. in the system"

'~ made, the system is now ready ‘for *full
" operation.’ Make the transfer from the old

LV

system (if any3 to. the new in a deliberate .

-and careful manher. If approprtate, utilize
» * .the old and new systems conctrrrerttfy until
‘ the new system is effectlvcly installed.
. '_ AR § * v
11. Look cominuously for wsys‘tqimprove the
system :

Keep records up to datc at all times. Be
promipt in forwarding requested informa-

‘tion ta others. Encourage all who operate or

are served by -the information system to

- evaluate its performance. continuously. In-

! this way, it can be improved from tlme to
o time. ' :

fn most LEA’s, the effective development of a
“property accountirig system requires,a certain

amaunt of advance planmf and coordination
)

among those who will particiggte in the recording
and use of the property data. The steps outlined .
above.should serve to help LEA officials orgapize
_ﬁ\etr ideas ar’d begin the planning process

WHAT.KINDS OF PROPE.RTY
INFORMATION- ‘FILES SHOULD
AN LEA. HAVE? ‘

\

es an LEA begms to develop or |mprove a
pr

rty accounting system,’one of the: principal

Y consxdefattonits deciding how to organize the

information files that support the system. As stated
carlier in this chapter, property accountmg systems

. usually focus on specific kinds of property Some

|

e
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CONSIDERA rIONs Fokvcga‘uurmo AND USI,NG })ROPERTY INPORMATION R U b
dcal with Just bmldmgs, o}hers wit bwldmgs_and 0 studrcs or surveys of the bulldmg whllc in Q
- sites together:" Some focus on all . ovable equ1p~ opcratron o L

“ment, whi ’olhcrs deal-only with special groups of
. cqu:pmcn such as audiovrsual cqurpmcnt Each
. type of property accountmg system usually re
© quires its own information file. An LEA havmg
* several property accoummg systcms may ‘therefore-

" have several property information files, each ad--

dressmg a different type-of property. Few LEA’s
havc; a smgle property accounting system’ de((mg
srmulxancously with srtcs. butldmgs spaces
(rnoms) and equipment. :
\Property fifes can be" fur;thcr drvrded into two
typcs accordmg to the source of their data. For the

purposes, of this. handbook; they are. reféried to as
+ “derived” files and'“ongmal docuiment” files. Origi- -

nal do’rent files- consist of papers and docu-
' ‘ments tYPically oBtained- by the LEA in connection -
‘With the #cquisition of a property item. Examples
" of these are deeds, building plans £#d specifica-
tions, *and equipment warranties. Most. ‘derived.
* files consist of data copied from original docyment

o ﬂes or data taken from inventory efforts. Derived

es are usually more efficient and mote flexible
since they can.be designed by the LEA to capture
the precise information rcqulred by users of the
file. Original document files aré sometimes more
r.umbcrsomc to store and ‘use, but usually contain a
great deal of necessary infornfhtion.

The list below gives examples of original docu-
- ments usually available'in the LEA, although they
may- be filed in several dlffcrem Iogatlons

Sites: Ty ‘ |
o%eeds, covenants '
©® su cys, plats, maps

®. blueprints and specifications for improve-
. ments ! - :

® photographs, aerial or surface
® titles and abstracts
- ‘e appraisals

® insurance policies on improvements:
. ~ :

/ ~ Buildings and Sp-c‘es (Rooms): '

° biuq;rints and spcciﬁcati}ins (plans)

® photographs, drawings, renderings

® contracts for construction, renovation

»

o documents rclatedrto built-in cqulpment

¢+ e
<

- prints, plans, spccnﬁcatrons warrantresg
& (sec items under Equrpmenl beloW)

- @ msurance ollcres
‘ K ..' 1."1
Equipment A
» bid specrﬁcatlons T .' <
A blds S

® contracts for purchasc (f not m ﬁnancral
-~ fllcs) e .

tr. . - . - ': . s
.. plans &. specrﬁcatrons ('large eq“urpmem).
drawings . . _ v

® photographs | -

L opcrator manuals

service (repair)- manuals Ny

o parts manuals

e warranties
® vehicle titles and rcglstratlons -
® insurance policies . -

LEA'’s- may find it useful to gather into one
“locatiog as many of these docyments as possible. A

centrally locateg original document file- makes the
‘information . on these documents more rcadrly
ayailable to potential users within the agency.

The most common derived file i based on
an inventory listing. In fact, the simple inventory
list is'the m@st common form of property file found
in any LEA_ The typical inventory list contains -at

i 1 th followingjinds' of information: .

L th& rdcnuﬁcatron numbcr assrgncd to each’
item,

_® a brief descriptior o”cach item,

® the original cost _(actual cost, estimated cost,
or appraised value—whichever is appropri-
gte), and  ° :
1 4 oL
® the location of each item.
~ This type of file may be expanded by ollecting
additional information when inventory is taken,

r
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- '/Such files may-be majritained inanually ( handwrit-
" ... ten or typgd. docutnénts that are (hd manyallyina: -
* ., desk cor Cabinét) or-in.an ‘automaved mode (on: -
. spunctied cards, computer tape, or .magnetic disk): -
R :The number of property items, in the file:and the
g @mount of data_ collected ,for each item usyally .
‘determines whether. an automatéd system is ‘cost -
oeffective, Lot ct e e T
" An inventory. list containing only a few “basic- .
.. ... items of data can’ be useful in se ing the yrincipal
¥ stewardship responsibilities of tRe LEA, i.‘i&ﬁ:owk
""" 'ing what the LEA OWns_-.a'nd"whcﬁg 1t is lodated., *
However, such a list usu y contains too little
information to.effectivelysstipport other planning
and control needs of the 1.EA. For this reason,
-many LEA’s gather additional information on
~certain.types -.0{ pr();;crtyi. This additional@_atai is
~ Usually (1) gathered during the inventory process,
* = (2) copied from the original property-related docu:
ments already on'file (see the'c°xamplcs above), or,
(3) cotlected durinig specisl studies and or data-
~ collection efforts.- When gathering more informa-
~ .+ uon for a derived-file, the LEA must usually decide
how much information to duplicate from existing
files onto the new 'file: While it is inefficient to have
. the same information exist in more than one file
within the LEA, it may be equally inefficient to
have to h among several files to find all the
require rrfation for a gwen item or group of
: J pro"pf:rty tems. l'his is an cx'tremely"im;')or_tant
-decision, and 'nq simple guideline for making the
. decision exists each situation must be analyzed
on its own merits. .
- For example, duplicatign of information from
original documénts to derived files may be justified
when the storage place or method of access to the
original document ‘is not convenient to frequent
users of ity information. Conversely, when such.
\ - + documents are used infrequently, as are most deeds .
-and plats,- for example, it may be more efficient to
work directly with the original .document ahd
avoid duplication, '

GUIDELINES FOR DESIBGNIN'G
AND MAINTAINING PROPERTY

INFORMATION: FILES
e :
"Each LEA should have properly organized
*property information fijes, sipce they are the heart
of the property accounting system, Although the
" size and content of these files will vary from' LEA

<. "to LEA. all property files (whether manual or

4
7
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+ PROPERTY ACCQUNING .

automated) should be designed and maintained to

conformeto ar leas{ the:genefal criteria listed"be?w.
' l

should etempt, whcré:(er possible, to further refine’
or to‘supplement the f&llowing criteria in.acoor- . _
dance” with their own ‘particular needs and -

-

|."In "désigning * property files, consideration .
should. be' given to_developing information.
for:- ., ., S

~® as many.of the dafly actiyities ‘of property

management as are practical-afid “useful..-

"+Such activifies - can include purchasing

equipment, allocating equipment, shedu

.. ing maintenance activities, planning and
thanaging capital budgets, and évaluating - .
operating costs. '

® the ‘less frequent activities of "property .‘ R

management, such as renovating build- .
ings, purchasing ‘sies, and reorganizing
school districts. - '

the other uses of property data, such as
summarizing and reporting data to the °
board of education, the 'SEA, various
funding-agencies, and other public bodies.

. @

»

2. Property files should be desfgned to store
only enough’ information for  anticipated
operating and reporting needs. " .

v+ A common téndency is to design the files to

store an excessive amount of detailed data, -
regardless of potential value and frequency
of use. Files of this nature can require more.
than a féasonable amount of effdrt -and
expense.to maintain. On the other haid, the
files should have a sufficiently broad daga
base to avoid unnegessary and costly
minute" data-collection efforts.

i
Some LEA's may wish to establish p

historical ftés for important data that are\ne -

longer needed in tyrrent activities. This frdes
the current files from the clutter of old dat

- While retaining these data for future refer \_d

3. Property files should be designed for easy
. maintenance and updating, regardlems of .
their content or the media on which they are

) '
b

)

N a. T . N -
oo et . .o . s
Y - . P -

e) .




. (()NSII)E‘RAII()NS H)R (()llL(IIN(; AND usm, PRQP[-RlY lNI-ORMAfION \\ . _'
HANDBOOK LINKAGES:~ :
JUSING DATA FROM .
_DTHER FILES - ' =~

" recorded (eg., paper furms computer cards, .

- computer tapes).

Forms dnd records that pemm casy de}ctlon
of outdated data and easy addition of new

~ -

.

¢
L S

e

data are preferable to forms and reeords that -

‘must be replaced or rcorgamzed cach time a.

chqmgc m data 15 necessary

4 Specmc responsibility sould. bc assigned for
‘maintenance of “the property- files, 'and "a .

i/

fairly rigid schedule of file maintenance
~ should be established. . .
-y = The b'est‘lhcenti've for an org:iriization to

A4

‘maiptain its property files adequdtcly is when -
" othe data contained therein are csqcnnal for '
. suceesstul, cgmplcn'on'of the LBA"s respohsi-
. . bilities - (as described in | “abiove). Proper
dcsigr\ rcgardmg the ease of updates (as
described in 3 dbovc) al

contrlbulcs to

]hc act of rclatmg mformatlon from drffcrent',.; ’
files or” ac:countmg systeqs is ‘referted to in -the -

- handbook Serfes as "hnkm& The following para-
graphs dcscnbe some bamQ considerations for °
)deSlgnmg lmkages mwa propcrty accountmg eys-
tem. -

~e

"s;‘ .

lnformatton about eduaahon can be -divided -

into a number of dlstm}

categones\ such as finan- -
~¢ial, property, staff, and student The Handbooks,
/in the NCES handbook series (State Edl\catlonal _
Récords and Reparts Series) have been designed to
address such catcgorles Par example, Handbook
1VR!addresses: staff information, Handbook VR!
covérs student mformatlon Handbook VI' per- .
“tains- to curriculum- angd” mstruc(lon, and- Hahd~ "

.".

&

" 'One of lhc bent wuys to link financial.and property files is through the property identification number. Thu dimension (data -
itent) is not shown in HBLIR but mnay be added when desirable,

IHandbook X does not relate. diséctly to an education information ﬁlc as do the other handbooks shown here ll oﬂm

-

lcrmmolo'y that is very uul’ul in clumfyln; data’ within property files,

.

€, .
‘u L}

uts

- 2. “good file maintenance. HIWever, the key that .~ book X! covers educational technology. Figure. o
tiés these: incentives- toguhcr is to have spe- Hustrates” how these handbooks relate to one -
cific™ Ecople identified " as: responsible forv . -another. All LEA's have fecords’ that deal” w1th

e~ keepimg: the files: 'wrgem -and--accurate. A - infortation’ ﬁ’om one-or, more oi&hese categorlcs

e predctermmed file maintenance schedule (pe- " -, :

n riodic deadlines for . adding new data and _

¢ deleting old d‘“d) is helptul in many Sltl,ld- 'See dppcndlx E for Iull btblmgraphlc mformatlon on eactu
e ? tmns . handbook e
a
Pigure l.—lnferrelationships -among bERRb hnndbooks
N Handbaok IIR .9 " Mandbook IVH -
! o Finsncisl defta : ' . _Statf dats
-.~ - ; . ; Y . -
: . o . Subjact . Property Perjonal Function Subject Locetion ‘of -
¢ rp . Fund | Functon Object + matrer information \nforfnation and proqram matter nliﬂnmont—*
. area Nu {optionaly’ ares
.2 ~ . [y
: 4 T - e -
- Y - )
‘ - - D i - WJ L
" 't Proparty Locatioh . :
Handbooh IR R . N Type of Other property
. denthcatign {site bidg . .
. .. de_p.ny dets m.’.n"é ;‘:’ g’n' un’n ?U' toom) . praperty clwto(.nln(:l
‘.. ) - \.- . .
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"ach LEA “should minimize the duplication of
) ¥ nformation among files. However, to link two files .

7 in thai building is needed, Geod p

.

KPR . . - . . v T
. - . . P : N
"t . NI
v l8 * - . . Y
N . . " Wit

Ty
- N
i

< The-largest LEA’s usuall

y jriqlﬁde fnost of these
" categorieN-in their information systems.
_ It has been suggested ¢arlier in this. chapter that -

. tagether, a ceffain amount of duplication of infor- -
- mation is. necessary. Usually, one ar two key-data .
itéms are involded. Such data {tems are-usually
identificd during the file design Wrocess, and the
choice depends entirely on the cakculations and
- data comparisens in which the two files are to be
. used: For cxample, i a-property file .containing -
information - on .an LEA’s buildings, one of the -
probable data items would be floor area, in'square
~ feet: {squarc meters).” To calculate the' current
square~feet-per-student - ratio *foian"y - building,.-,
i Sarie measure of current enrollment or attendangce
ractice would -
- suggest that enrollment; attbndance information
should- not be collected ‘§s part of the pioperty:
", accounting system; sifce it is probably available in
~ other. ‘partions of the LEA’s information |
files---usually in the student file or attendance file, . - -
"~ The" enrollment, attendance information can be
rettieved from its file and related to the building
area infotmation if both files contain a building
identification number. This bliilc_iiﬁ?identiﬁca,tion"
‘tiumber is the:*link"/ between the files. ., .
-+ Building numbers, site numbers, tquipment ta!
.numbers, ind space (room).numbers are excellent
linking data-items from the property files. Other .
useful-links, though not:as common in property
files, are function odes, program codes, and’sub-
ject-matter codes. T . %
The task of linking existing files is o'fteri.'difﬁc'ﬁlr
since files and infofmation systems -are, usually
* developed in different departments of the LEA and
at different times. The needs for_linking files -
together are often not speeified.in advance, and the .
proper data item “links”. are consequently not
included. A common result can be either excessive
(duplication of information among files, or the
“inability to relate the information in-different files
without a Preat deal of extra effort, Préper plan-
ning in designing new information files or modify- -
-ing existing opes may: provide significant benefits:

.

°

(1) gicater évéjlability of usable informafion,'

and -

.’ .-‘ . - .
(2) a reduction in time and money spent on
collecting and storing duplicate data.

A Lo

'ACCOUNTING RECOR

- to - provide ‘a

~the general fixed-asset accounts of Land, Buiﬂld-‘-;(.s'_ ;
ings,. Improvements, Other Than Buildings, and .\ . - ™.

v
r.

. . -, - [
. . tLg Voo - .
"y . N
.l M . ‘-‘;.3*._4"' R

e 7.\_.
" PROPERTY ACCOUNTING

- PROPERTY ACCOUNTING RECORDS .

- ¢
3

AS SUPPORT FOR FINANCIAL, -

DS . -’

9
>

. Certain’ property infdfmatiqn"can be used to

“‘create subsidiary records that support and -explain:

the dollar amounts symmarized in the fixed-asset . -
portion of an LEA's financia) accounting records,
Information about each item of property ‘(Sites, -

~ buildings and/ or equi;gmént) is tinked back to the - -
fixed-asset financial accounts, usually through a

sitiple’ gode, such- as a “property identification -

number. These subsidiary records can then beused ~ -
detailed breakdown of ‘the LEA’s . ~ .

assets.. . . R ST T
\Mmple; assume that the Wheeler Sc}lppl
Districthas a financiat accounting system that uses

Equipment. ‘Assume that Wheeler shows &
$300,000 batgnee in the land account on June 30
and that the financial accounting system contains
no information on the individual pieces of land.
comprising- this tota) valye If, in the future, it
became necessary:to ddscribe 'the- kinds of land -

.Tepresented by the 8300,030.\: somedbne. -iji t‘he‘_.'-. .

Wheeler administrat_ion_ would, after some search-
ing, probably locate the necessary inform_atign L
- However, as such requests-become more com- " -
mon,. not only for Land account, but also for - .
Buildings, Improvements, and Equipment, it might
be justifiable to rework the property Tiles so that. -
they would serve as subsidiary records fo the
general fixed-assets aceounts. In its simplest form,
such-a- subsidiary record- for the -Land -account

P

might contain the following information:’ N
R ' S Atea of .
. Site | < Site site :
number . hame . Location + | (acres) | Value
101 Jones'Schodl Fourth & Main Sts. 1.5 . $30,000
102 Smith School 5066 Maple Drive <70 14,000
103 Old Taylor US. Highway 89  *20.0 16,000
" Farm , .
TOTALs  TOD STOHW -

' Itiis important that the total value shown on the

subsidiary propérty record equals the value shown

in-the Land account in the fingncial accounting
system. This tells thé user that all parcels of land

-.are listed and accurately accounted.for. Of course,

v
‘ .

) 2“'

’. .-

.‘\.

“«

7
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Tl much more mformatnon may_be stored i the mg agrccment bctwcen its financial accoums and
=i - property | ﬁles than is shown here, pendmg on the their cea,pecnv;. ‘property records, This SUgEESts
B e e peads and! the rcsourtcs of ;he LEA s “ %hat the property fecords shouhd be either main- -~
- To deve}op a usefdl sctiof subsidiary propeuy . tained or revnewed penodncally by the accoun(lng
.- "% - - records, the LEA must ha;veamethod of maintain- dcpartn{\em, o '
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. / _ : ‘ * Chapter 4 o ».
RERE CLASSIFICATION OF PROPERTY DATA L

,\ - s
Tt

Thls chaptcr contams a classrﬁcatlon oﬂe CRlTERiA FOR SELECT]NG DATA -
basrc data items recommended for' the. establish: lTEMS FOR THE H ANDBOOK - ‘_

v -

m&\aﬂd maintenance of_property acgquntrng~' RO I o
‘ . systehhs. “This classification can -be ‘Used “by -any Selecnon of'data-items for this, ndbook took -

-, " LEA: PUbllC or prlvale regardless of size; and” place in 1\Vo‘3tages The first'stage involved identi-- -
l‘cghrdless “of ‘Whether its. accoun&;n&!;ystcms are. . - {icgtion” of potentially useful“data items through .

- computcr-bascd or manual ln add‘ftmn S;atc, p consnderatron of: TRl .

"Federal, and other cd‘uc nagencres cgn use this” ™~ .. - Lo A T
classrﬁcatron to enhance®their " dafa’ coll;cuon' . ®:who the potentrai uscrs of &peny mforma-

| reporting,:and analysis functions relating to éduca- - tmn are (see chapter 2, P e :

| sion-property. Agenciés should use this classrhcp—

tion ds a.shopping, list, sclcctmg those items essen- 5. @ wbat the pqtennal uses of property mforma-
tial for their property, accounting.purposesi¢sec. tiony m’gh“__’f (sce chapter3 p.12), and -
“Selecting Data Items for a PWPC“Y Aceoimting - e how detaxled the in ormauon 3hould be for
Systém,” p, ‘-7; ‘and -“What Kinds of Property” each catcgoryo use. N L :

'_ ln‘formatron Flles Sh’ld an’ LEA Have?,” p. 14).

The da,t,s? itéms. gcnerated by\

. - The. ptopr:rty-da{:1 items in thls chapter ére , f il !
:'i; . sified by the types .of property to which they”- :‘:n scree‘hed b¥' Q.Pphcatlon . €0 owmg cnti o
pIy, sites, ‘buildings. spaces:(within buildings), . .1, s T L RO

is actrv:ty were -

. ..
* -and equipment. Within each type: of property, data/\.._ . necd prromy (the. overan 1mportancc of any.
' “items’ are _grouped with other* data of the same <.l data iteen in enabl'mg “ agency to carry abi

-general natuge. .Examples of such groups-are th- _'; responsrbrhues), _ et _ -
, eral Desc;nptwc Information, Acqt}asmon and. Cost T e
fre

poue b

lnformatlon and Racpalr and Mmtcn'ancc Lnfor-__._ : quency of use; T ' e
~mation.” - T e I ";-"""_ . abrlrty to be secured,’ storcd updatcd and
i : e e ntcrprctcs!‘ wnhout unrcasonablc cxpcnsc or
"it i8 most rmpOrtam,tomote that chapter 4 does ffpn a’hd et e
. not Tist alt the’ property. terms. é’orﬂamcd in_this A : e
~#<. ... handbook; instead, it lists onj the terms that . - ® ‘incidence of actual use in a samplc of cur- .
\' - "represent suggested- data items. (that is, items .of,,___: - _rcntly opcratlr)\g propcrtyachqntmg_syqtc_m;.. e
B ) mformatmn) that mlght be used in the manage- e
: :"-':*.', - ment:of edutation propcrty Othcr propertytérms,’ Thc rcsu}tmg data~1temlrst should provxde some’

- which donet represént atrggcstcd data’items but . assistance “in dcvclopmg or’ 1mprovmg property
~ssist m,understandmg the process of properly ~_ accounting systems.: Howeverp ;cadors are cay- .
SV acceummg, ‘are either defined. in the Glossary of . ,.tnoncg against indiscriminate adoptrog of any data
TN Tare Jrscus;ed in oth&r chaptcrs In:addition, chiap- ... itemin the list. Few LEA's will bcablﬂo uscallor
' Y ter & repéits those data 1tcms rclatmg to propertyh “evem most of the data grvcn belo“g ‘!And somc
. . ‘measures (c.8.. longth, arca, cost) and,.whér¢  LEA’s will find that certaih items they réqurre may
appropnatc. offers further gmdancc for standard- tot be listed: Use of the data-itent classification list
. mmng such mcasu?cs o o should be supplem.nwd m 4l cases by carcful $

KR

' 2_l' o ‘
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comtdcntnon of the guudehnes set forth in chaptcrs

' 2and$ -

¥

L

'EXPLANATION OF THE
- DATA-ITEM cuussmculon
_FORMAT - = *

_ Thc followmg section cxplams the format of the .-
g:ta-ltem classification. list presented in this chap-

Figures 2 and 3 provnde a gr‘phnc summary of
t!m discussion. _

bataltem K

-

_ R Wlthm this handbook, “data item? refers to a

oY smglc unit 6f information that provides part of the-

deacnptlon of a picce of praperty. For examph, °
cost, logation, and ‘area of sitg are three data items
that, in part,- describe ¢ (sec data items 104
Site location, 105 Areaof Site, and 121 Cost_of
+-Site).- The data _items/ in this handbook . have
four .components: a data-item reference number,

«\“data-ttem name, i data-item deﬂnition; and a

.
v

f_ "P AREA OF sng | N

4

ta entry

. Dm-lmn Rdennce Number “The - left-most
column in the data-ifem. list contains cach data
item’s reference number. For cxamplc, in data item
"104. Site- Location, “104”- is
_ reference numbet. This number is for rcfcrcncc
purpom only' pamcularly for cross-refercncmg

L}

?

F Igue 2. Datl-ltcm claulﬂcatlon format
e Umpcclﬂcd data entria'

’ . -
.‘;' . .

bATA-ITEM NAME~

: . DAT. ' :
. DEFl:l‘fll’lO "
A - PAGE :
. + i - DATA- ITE ‘NUMBER -
- neignen S y
Lt ) . b'
o : °
& ; : < ’ ) ¢
Q “Z. |

the data-item :

. definitions.

. PROPERTY Accoummo

[} L3

* between' thc list i m chaptcr 4 and the dcﬁmtlons in
. chaptch o . .

\ l
. Data-Item Name “This'i is the tltlc given to each

. data item. For example, “Site _Location” ‘is the

data-itcm namo for data item 104, ;

| D&ta-llcm Deﬂnmon A definition cxplammg

the tct‘m§ comprising ‘the- mmc of eath data item - - |

and the kind-of mformatnpn s‘bught by each data
item is givén-in chapter 5. The right-most column

in the dataditem list below mdlcatcs the’ page
. number on which cach definition can bc found

/t:

Dn iy ‘s

- “Data entry,™ as used in this handbook refersto .

the actual mformatlon either m numerical or
alphabctlc ‘form, which - may be’ collpctcd and

= rccgrded for a given data item. Using data item 1Q4

"+ Sit,

" the corncr.of thh and Mam Streets would have |'
“12th Street and Main,” or some similar variation

Location ..a¢ an cxample a site located at

(*12th and ‘Main"), as the data entry for data item
104. For 104°Ara of Site, a site of 2.5 acrés would
have “2.5’ \as the data entry'

~. In both of the examples above thc type of data

-entry is cither specified orimplied in the data-item .

definition. However, for many data items,; a list of

several alternative data entries are og'ercd (see, for
-example, “data ilems 106 Ownershipy of - Site
and - 108 . Principal Use of Site), T 'difference

~ -between. these two :types ‘of data items is that

104 and 105 havc an unlimited range of data entry

-* . peossibilities that eannot be specified in, a;slmplc

list, while data items 106 and 108 have a Jimited

number of data-entry alternatives that can be -

fled arld given standardized names, codes, and

standardlzcd referghice work for property terms,

data items for which all or most of the data entries °
" can-be specified are treated in this manner. Figures .
.. 2 and 3 illustrate’ dnffcrcnccé between these two -

- kinds of data items and thclr rcspectlve data en-

tj’lﬂ

LEA's lhould usq the spectﬁed ‘data-entl‘y names

-and/or codes . where..they apply, but may- add
. additiog

rendert e specified alternatives inappllcabte Most

.data ehtries in the: clagsification st thd foilow -
\tu;; three °°mp°a¢"“a a data-entry cddc, a data-

‘.
-

- ) ’

P

VR ' R S

ch the latter situation readily lends
itself to tife handbook’s abjective of compiling a-

data, entries where special circumstances -
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C LASSf{lt Al ION’ ()l‘ PROP[:R I'Y.-DA i A
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PAGE NUMBER

T . - ‘23
l«igunf 1 ‘Datu ifem classification format e
. . _ - bpeciﬁed data entries - e s
o108 . PRINCIPAL USE OF SITE. . |
- . B _ . ‘ - v » R
F1 N 1 Education ‘ - X
! - i . a‘ . . . . / R
‘ © 2+  Community .Services XXX
1 ¢ rd -. ‘-
' 3 Investment /XXX
g | - . . .
. “ ' . ‘ Ed
> ’ . 4
, Le-DATA-ITEM NAME DATAENTRY 1!
) | e CODE : R
‘L«/DATA-ITEM REFERENCE NUMBER M & T
. ‘ | | DATA-ENTRY NAME
v : .
: DATA-ITEM. IDENTIFICATION - ’

. \
'DATA-ENTRY DEFINITION
- _PAGE NUMBER

__— e

AN

»

entry namc;an a data-entry defjnition. Some _dat'a
entries with obvious meanings are not defined.

A
. .

, Data-Entry Cogde. The column ‘of numbers

appearing under many data-item namés represent

~ .data-entry codes. Each code can be used for. two

, purposes:-(a) for cross-referencmg betwecn the list
" in chapter 4 and the dcflnmons in chaptet 5, and "

(b) for the actual cogding of data on a data-

collection form. Consistent use of these suggested

* data-entry codes by LEA's can help achieve ashigh

degree of uniformity in their (and in the States' and

the Nation's)’property- accounung information. As

stated’ abovc. additional codcs may be added to «

. they apply: :
] given data item. but existing codes should not be ¥ ¢ o
~ altered in“any way that would prevent the new code 100 Serics: SITES
‘ from relating -back- to the owgmal code as gnvcn in 200 Serics: BUILDINGS *
. this handbook. 300 Series. SPACES {within Butldnfgs) N
v N\ ' 400 Series: - EQUIPMENT
(1 Dala;Emry Name Followmg each data-cntry - :
# ° code is the ddffa-entry name. LEA's operating All data items and data entries given below are
‘manual accounting systems may, in many cases,yp  defined in chapter 5, except for those data entries
. prefert enter the data-entry name in their recor requiring no définition. Such data entries are
' rather than the corresponding code. Some may uset - indicated with “ND” (Not Defined) in the nght-
. both, ' o "hamd column . ,(‘.‘l .
: (S ' o e * - B} ) .fn\.‘f i B »

-

Data-Entry Definition. A definition explaining
the kind of information represented by each data
entry is given in chapter 5. The nght-hand column
in the list below indicates the page' number on

. which each définition can be found. .

CLASSIFICATION OF
DATA ITEMS

¢

LA
%

LR
LW

‘Data’ items . listed and . classified “below are’

grouped accordlng to the type of property to whtch

.

L]




% S " & ". PROPERTY ACCOUNTING =

. '(‘lasﬁit'ica;io“n of Data ltems and Ehtries, Tuding Index to'Dcfinilion;

0 Reference I)at.;-hem‘ Name: "~ . =~ - - > Definition
. number Data-Entiy (.ode and Namc '\ e - " ‘page number )
o -100 Sorles. SITES L e R T
. ; : . . \ | se -A.”," g . v , ‘ _ e ¢
o e . —SITEIDENTIFICATION ~ °* | R
b01' " SITENUMBER - =, - (\ | .4l
02 SITE ADDITION NUMBER - = SR : o d
w0 ORIGINAL = = - | ND
| FIRST ADDITION o , e ND
2 SECOND ADDITION -~ : R ND
(ETC) | : . ‘ . ND
103 SITE NAME ' - . e ' 41
104  SITE LOCATION . ) 41
. — GENERAL DESCRIPTIVE INNORMATION — - . ) '
Sy o - .
105+ AREA OF SITE . - . 2
106 OWNERSHIP OF SITE : : 42 -
. . ol . LEA-OWNED C " ¥
2 - MUNICIPALLY OWNED : | ® 4 .,
3 AUTHORITY-OWNED ) . . 42
: 4 OTHER PUBLIC OWNERSHIP = 42
5 NONPRUBLICLY OWNED - o 42
o (b SHARED OWNERSHIP o 3 42 o
- 9  OTHER ' _ ND
107.  SPECIAL.-DEED RESTRICTIONS =~ Y
108 PRINCIPAL USE OF SITE . . 42
I EDUQATION . _— 2
2 COMMUNITY SERVICES - ' , 42
3 INVESTMENT  ° 4
4~ NOTIN USE : 42 Y
9  OTHER < o © ND .
109 CAPACITY OF PAVED PARKING.AREAS ON SITE i V)
110 CAPACITY OF UNPAVED PARKING AREAS ON SITE : A7)
1 CMETY OF AVAILABLE PARKING AREAS OFF SITE . 43
« . 112 EASEMENTS - . ' . 43
ES AND SPECIAL AREAS ON'SITE —
o ] ' ‘
"y ' mucwne (EXCLUDlNG BUILDINGS) OR SPECIAL v
: 43
"~ -7 0b " FOOTBALL FIELD ' - 43
02 BASPBALL'FIELD . _ 43
03,  SOCCER FIELD ‘ \ 43 '
04" MULTIPURPOSE FIELD ° 43
11 - BASKETBALL COURT . C 43
127 VOLLEYBALL COURT . . ‘ 43 ‘
¢ L. ) () ' .
Q . B L SN
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ASSIFICATION OF PROPERIV DATA m T e ' T28
Reference Data-ltem Name; “”g»e o g .- Definition
" number Data-Entry Code ahg Niifne - T . page number
13 TENNJS COURT R &
14.  HANDBALL COURT ' L « S 43
15  MULTIPURPOSECOURT -« ' . 43
, "2l PAVED PLAYG ‘ ! 43
i 22 UNPAVED PLAYGROUND : 4 v
' ° .23  PRESCHOOL PLAYGROUND “
A 3. TRACK AND.FIELD AREA 44
32 RUNNING TRAGK _ 44.
- 3}~ OBSTACLE COURSE .- 44
3 ARCHERY RANGE ' 44
"~ 35 RIFLE/SHOOTING RANGE ;44
36 SWIMMING POOL. 44
' 37 WADING POOL 44
* (38  DRIVER .TRAINING RANGE 4“4 -
39 ICE RINK ; 4
41  OUTDOOR CLASSROOM . 44
42 "CAMPSITE o 44
43 . AGRICULTURAL AREA . 44
44  ANIMAL HUSBANDRY AREA 44
45. 'HORTICULTURE/ARBORICULTURE AREA ‘44
99  OTHER STRUCTURE OR SPECIAL AREA 44
114 NUMBER OF STRUCTUREP OR SPECIAL AREAS OF A GIVEN TYPE 44
" 115  PARTICIPANT CAPACITY OF STRUCTURE(S) OR SPECIAL AREA(S)~ 45
(16 SPE(:I@OR' CAPACITY OF STRUCTURE(S) OR SPECIAL AREA(S) 45
. '.T STRUCTURES|AND SPECIAL AREAS-OFF SITE —
. , » N
N ‘117 TYPE OF STRUCTURE (EXCLUDING BUILDING) OR SPECIAL
AREA OFF SITE N . o S 45
118 NUMBER OF STRUCTURES OR SPECIAL AREAS OF A GIVEN TYPE 45
19  PARTICIPANT CAPACITY OF $TRUCTURE(S) OR SPECIAL AREA(S) . 45
120 . SPECTATOR CAPACI?_QF STRUCTURE(S) OR SPECIAL AREA(S) 45
— SITE ACQUISITION AND COST INFORMATION—
121 METHOD OF SITE ACQUISITION . 45
|  PURCHASE . . 45
e 2 LEASE - - . 45"
v 3 - LOAN -~ v g 45
4" GIFT R . 45
- 5 ' PROPERTY EXCHANGE - .o 46
. 6 BOUNDARY CHANGE ‘ : 46
© 9  OTHER ‘ . ND
122 DATE OF SITE ACQUISITION \EL .‘ 46
b, 123" cDST OF SITE ACQUISITION e 46
" 124 ANNUAL COST OF SITE LEASE :
, {24 TEBM OF SITE LEASE N
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- E 13 _ FRESHMAN IN COMMUNITY/JUNIOR COLLEGE -
. ' " (13TH YEAR) ND
‘ 14  SOPHOMORE IN COMMUNITY/JUNIOR COLLEGE
: (14TH YEAR) . ND
‘ 20 EARLY CHILDHOOD/PRESCHOOL < ND
3  ADULT/COMMUNITY/CONTINUING EDUCATION ND -
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DEFINITIONS OF

- This chapter contains the definitions of the prop-
~ erty-data items ‘preseénted”in"thapter'd. ‘A desctip-
, tion of the classif ication and numbering systert for .
L these terms is presented in the introductory section
.of chapter 4, p. 21. '

~

RV

_ . Some of the Idata items and definitions in this
chapter are also dealt’ with in chapter 6, MEA-

SURES RELATING TO SCHOOL PROPERTY.

Such data items relate to units of measure, such as
scost, capiacity, and floot arca. The definitions i

these terms, and the additional information in
chapter 6 should aid in more precisely defining
these terms for data~collection purposes. All defini--
tions in this.chapter that are supplemented .in
chapter 6'are noted by the parenthetical expression

chapter § should provide a ba_§ic understanding of .

| Chapter 5

PROPERTY DATA - -

100 SERIES: SITES =~ . -

A site is a piece of land and all improb\/e‘m'entsrl to

. 1t other than buildings.2 - - s
The following set of data items are design‘_i S0
that’ data on each site addition can be recorded
separately from data on the original site and other

items @il accommodate information on- sites
owned, leased; controlled, or otherwise used by -
~ LEAs. B - o
When recording data that may change from time
to time, inclusion of the data-collection date m ybe
useful. Users can then determine the timeliness of
" the data. (See items 108 and 127 for examples of”
such data.) ' ' :
. ”? R . . .
'Data item 129 on p.46'providesa definition’of :'sitt_:}ngrove- o
" ments.” 0 . :

' © "(See p. 000.in chapter 6).” 2Definition of a “building” is.on P.48.
"Name and Definition b( Data Items and Entry Codes ' _
.. Reference - L

" T A L
i‘f"w\numwr - DdtasTiemt Name %d\Dcﬁnngnon; Data>

try Code, Name, arid_Deﬁni*tion

~

100 Series: SITES e o
g » — SITE IDENTIFICATIQN — L
101 @ SITE NUMBER — A numerical designation-of a site. o -
1102 - SITE ADDITION NUMBER - A numérica) designation identifying a site as cither an origi- -

_ nal site or an addition to a site. Site a
.~ The following codes are suggested:
0. ORIGINAL
»1  "FIRST ADDITION

- ] 2 :SECOND ADDITION

. . ETC)

103 SITE NAME - Name of site, if any.

tion,

.-.L . \ L.

dditions are numbered in the order they are acquired. -

‘ .

. :
' L

o

104 - SITE LOCATION — The street address of a site or the ’est_ﬂvailabl_c.dcscription of its loca-

\

f

site ad(&idns, if'so desired. Also, the following data”

a '_41»
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S S s o | S o pngpgm neCQUNTINo
Reference l- . | , . ' -. | .
. number Data- ltem Name and ljeﬁnmon Data Entry Code Name and Deﬁnmon ‘
100 Sanes. SITES — Continued ~ * - |
—_ GENERAL DES(“RIPT IVE IN,FORMA TION — R -

105 AREA OF SITE — The total number of developed and undeveloped acres (hectares) in a
site to the nearest tenth, including areas occupied by buildings, walks, drives, parking facili-
ties, and other improvements to site. If a school uses more than one piece of Jand, the area
may be the sum of the acres in the several pieces, or a separate record mayé‘e crgated for
cach piece. . o

. L
+ 106 OWNERS HIP OF SITE — A desngnauon of the agency ok other enuty owning the site. The
* following codes are suggested:

1 -~ LEA-OWNED — owned by the LEA or under its conti

1o
It

§ purchase - . _ '™
-2 MUNICIPALLY OWNED — owned by a mumcrpal Umt of government. (not the
. N , unit operating the schools) and used for LEA purposes: '
. ' _ o 3 "AUTHORITY- OWNED q_wned by 3 public school hQusing authorlty, used for
ne : ~~tEA purposes. .
' *;,-‘ - 4  OTHER PUBLIC OWNERSHIP — owned: by a county, State, Federal or other
AT _ ' governmental agency and used for LEA purposes. '
. s ’NONPUBLICLY OWNED — other than publicly owned and used by an LEA or

under its jurisdiction for LEA purposes _ _—
76 SHARED OWNERSHIP — owned by twe or more agerkies, p‘ublic or priv'ate.
B 9 OTHER =~ ' | o
107 - SPECIAL DEED RESTRICTIONS A brlef summary of any reve 1o~clause cond\mons .
© given in thewdeced, or of any other special restrlcmms on_use. of the site. -~
108 PRINCIPAt USE OF SITE — The primary purpose for which a site is currenlly used,
whether |mproved or vacant. The following codes atre suggested:

| ° EDUCATION — used primarily for mstructlonal purposes, or purposes whlch
‘support the instruction functlon p : LR

2 COMMUNITY SERVICES — used primarily for nonmstructlona] servroes pro-
vrded by the LEA to the commumty‘ such as-recreation or health services.

- 3 “INVESTMENT® — held prrmarlly in anu‘patlon of gain from \\ future sdle; or
. rentéd or leased. : !

4 NOT IN USE — used neither by the LEA nor any other education agency or com-
mumty orgamzatlon and not held for mvestment purposes (see data entry 3 abov:)

. 9 OTHER . : .

109 - CAPACITY OF PAVED PARKING AREAS ON SITE — The total number of vehicles

", that ¢an be parked on all paVcd parking areas on the site under no mal conditions (without
crowding and allowing for normal access and egress). Capacity shoild be dcteﬁuned based
on the type of vehicle normally parked in each paved arear{auto, bus, tc.). ParKing areas on
strects should not be counted. - .

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

' ) . . [ L : Al
o ¢ - “ - . r

. o
. 'Ownership of land f:n the purpose of investment is legal in some states and not legal in others,

t, "

Q . e

-EMC | N : . r 4G
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112

]

N

i
NOTE - Data ltems 113 through 115 apply to each scparate type. of structure or special area. For exam-.

plc, should a site contain two baseball ficlds, it is possible to account for both with one set of entries: data
item 1 l3 would be 02 Baseball Field, data item

the partlctpant capacity of the two fields, an
of the two fields, if any. It is also possibleto
iems 113, 115, and 116 twice, once for cach fi
it would always be “one.”)

TER

T oL e o ;. N L
“ . . . N '-" * . +

 DEFINITIONS OF PROPERTY QATA L | FRX ¥

number Data~ltcm Name and Dcﬁmtlon, Data-Entry Codc Name, and Dcﬁmtlon

l

" out crowding and allowing normal ac¢css and egress), Capacity should be determmcd based
on_the type of vehicle normally parked in each unpavcd area (auto, bus, etc. ) Parkmg areas
on streets or rpads should not be*courited.. . :

i ber of vehicles (typically automobiles) that can be parked int areas not owned, leased, rented,

or otherwise controlled by the LEA, but are parked near this site and are available to LEA |

| Students or ‘employees. Parkmg areas on streets should not bg counted. :
EASEMENTS — A description ‘of the type of easements tth affect a site, mcludmg agrcc-

meénts allowing other partlcs to use LEA. sites and agrecments allowing the LEA to use the

sites of others - . . ” *

— S TRUCTURES AND‘SPECI‘AL AREAS ON SITE -

.+ -

would be 2 (for two fields), data item 115 would show

ad

d. (Datal s 11 ould be unnecessary in this case, since

¥

TYPE OF S’I’RUCTURE (EXCLUDIN ILDINGS) OR SPECIAL AREA ON SITE —
Any structure other than a building or part bf a bunldmg (bulldmgs are accounted for in the
200 -Sencs) any area requlrmﬁcml design, arrangements, or construction for the pur-

“pose for which-it is used; or; aily ajea whose use is limited by unique features or characteris- -

. tics that can be used for educationl recreational, or commumty purposes and is located on

‘a site owned, leased, rented, or otherwise controllcd by the LEA. The purpose of this data

item is to classify structures and areas accc}:;fmg to design or physical characteristics, not
according to current use. Thus, an open field’used for occasional football games would not

. be recorded as 01 ‘Football Field, but cither a8 04 Multipurpose Field or 22 Unpaved Play-

L

ground. Or, it might not be recorded as a special arca at .all if it is not used very often.

‘Below are listed some of the' more common structurcs and speclal areas. The agcompanying

codes are suggested: R
.01  FOOTBALL FIELD — an arca constructcd excluswe ¢t‘ ball" -
02 BASEBALL FIELD — an arga constructed exclusiy lf for b ' "/ -
03 SOCCER FIELD — an area constructed exclusivel af sogoef S
04 MULTIPURPOSE FIELD — an arca comfructed t "hqépmmodatc two or more
.. activitics, such as those in data entries 01-08. hast Y] -
I BASKETBALL COURT — an area constfcted exclusively for basketball
ﬁZ - VOLLEYBALL COURT — an area constt‘ctcd exclusively for vollcyball\ '
13 . TENNIS COURT — an area constructed exolusively for tennis. '
14 HANDBALL COURT — a structurc constructed cxclusnvely for handba]}

15 MULTIPURPOSE COURT — a structure constructed to serve altcrnatcly two or
-~ more activities, such-as those in data entrics 11-14.

21 PAVED PLAYGROUND — A paved arca not designed for speclﬁc court games (as

. in data eutnes ll 14) but meant. ﬁ)r mdmdual or groupaplay activitics,
) “ | L. . . ( | " -
e i

ltcm 116 would show the combmed seating capacity
cach baseball field sg:parately by completlug data -

.
- oy
-

iCAPACITY OF AVAILABLE PARKING AREAS OFF SITE — The cstimated total num-
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4. T o C : PROPERTY ACCOUNTING
Rcférencc P L . ‘ - o SN
- number  Data-ltem Name and Definition; Data-Entry Code, Name: and Definition o
.. R, o _ B T , \
. . ... Lo v - . - A\
’ 100 Series: SITES — Continued =~ * . | N\
.+ 9= 22 UNPAVED PLAYGROUND - an unpaved area used primarily during shool \
S - " hours for recess or play périods. It is usually smaller- than a multipurfose field-
. . ; ’ ‘(M).»accomm()dating small group.activities such as kickl};’ill. dodgeball, or tag, \
- I rather than team sports requiring more space such as fogtball or softball.
. . .23 PRESCHOOL PLAYGROUND - an arca constructed gspecially for preschool-  *
' ' ' aged children. Such arcas are typically tenced and contain play equipment -
suitable for preschool children. B [ ‘ o
31 TRACKAND _FIELIS AREA - anarea constructed to Eacco'mmo_datc most or all
of the sports activities associated with track and field, such as foot racing, high-
' . Jumping, pole vaulting, longjumping, and discus and javelin throwing. _ .
e 32 RUNNING TRACK  an area arranged or constructed to accommodate foot .
. o racing, jogging, or qther running activities; this areg is not cqnstructe» .
e commodate the otht:r\acti,viti'es associated with track:and field évents.
_ TR OBSTACLE COURSE - an ared, usually cohsisting'of several special structures,
. : . items of equipment, and; or special site features (hils, streams), constructed for
. . . the purpose of exercise through 4 number of runding, jumping, climbing, and )
L similar activities.” . L o ‘
. 4 ARCHERY RANGE - ah area constructed for 3 activities, .
- 35, -BlFLE/SHOOTI_N-G RANGE ' an area constrif¢ted folthe firing of firearms.
J6 - SWIMMING POOL - .a structure constructed for swimRijpg and diving
) " activities. o L
SN 37~ WADING ROOL - - a structure constructed for. wading activities, usually for

small children, S J ‘ :
38 DRIVER TRAINING RANGE  an area designed for driver training and/or

testing. .~ . SR : - :
? - T
. 39  ICE RINK - an area construgted for ice skating.. o
_ 41 ("'D.O()R CLASSROOM - an area or structufe (excluding buildings) that
e, ~ can accommodate instruction activitiesyin a classroom formaty examples of such

instructional activitics ar¢ art activities or nature; ecology activities.
.42 €AMPSITE - an agea designed for camping. activities. _ o
.43 "AGRIMCULTURAL AREA - a designated area for growing food or learning
about other agricultural activities, B -
44 4 ANIMAL. HUSBANDRY AREA - an area containing cgrtain. structures. or
., equipment pertaining to animal husbandry, including pastures, stock pens, or
' other enclgsures other than buildings. - - Voo -
a 45 H RTICULTURE/ARBORICULTURE AREA - - an arca designed to grow or
' display various species. of plants and trees for cducational-purposc}s. "
99 . OTHERSTRUCTURE OR SPECIAL AREA - anystructure or specialarea not
: © given above. : : . ' o
" 114.  NUMBER OF STRUCTURES OR SPECIAL AREAS OFAGIVENTYPE - Ththumber .
. -0 of structures or.special dreas of the type indicateg in data item 113 and on this sitp.
dafa item may b¢ eliminaged from the site record if each individual structure or fpeci
i8 recorded separately (see NOTE preceding data item 113 for an explanation o

b

- . .

" 'V | o o . ‘_ . | ’ ? ‘ ' . | . g ‘ '
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DEFINITIONS orﬂi'ov_en’rv DAIA . - o | - ' : - 45
_ Rcference‘ 4 - '
. num_ber Data-ltem Name and Deﬁnmon. Dam -Entry Code, Name and Deﬁnmon
s - PARTICIPANT CAPACITY 0 STRUCTURE(S) OR SPECIAL AREA(S) — The num-
v ber of ;ndmduals who can usé this structure or special area at one time, under normal con-
ditions. Where spectators may be lnvolved especnaﬂy in athleuc events, exclude spectator
N o eapauty and record it in data item 116,
- 16 - .SPECTATOR CAPACITY ‘OF STRUCTURE )OR SPECIAL AREA(S) — The number

of individuals who can be accommodated in a ndrma)l fashion for the purpose of ‘watching’
an everit or activity taking place -within this structure or speyul area. This will typlcally appr _

td those structures or special arcas Tnvolved with BPOFLS: - = -

- .STRU( TURE.S OR SPECIAL AREAS OFF SITI: -_—

- Data items 117 thrqugh |20 apply to structures- (excludmg ’oulldlngs) or special areas that are '

used by the LEA for educational, recreational; or community purposes; but are on a site that is not 'owned;
-le leascd rented, or otherwise controlled by the LEA (such as the tennis courts in a city-owned park or the
" football field at 4 neighboring college). Information about such structures or special-areas should-be

17

N

- -

- 18

119

120

e

'NUMBER OF STRUCTURES OR SPECIAL AREAS OFA¢

TYPE OF STRUCTURE (EXCLUDING BUILDINGS) OR SPECIALAREA OFF SITE -
"Any structure other than a bulldmg or part of a building (buildings are accotnted for in the

- 200 Series); any area requiring special design. arrangements, or construction for the purpose
for which it is used; or, any area which is limited in use-by unique features or characteristics,

~ which is not located on a site owned, leased._rented; or otherwise controlled by the LEA '
The purpose of this data is to classify structfres and areas according to désign or physncal

_ _charactenstnca, not: accordmg to current use. Thus, an open field used for occasional foot-

- ball games would not be recorded as 01 Football Field, but rather as 04 Multipurpose Field -~ -

or 22 Unpaved' Playground Or. it mlght not™be recorded as a specnal area at all if lI 18 not

“used very often.

The same¢ codes and defmmons prescpted in data item ||3 may be used here.

nition for data item 1 14.

- PARTICIPANT, CAPACITY OF STRUCTURE(S) OR SPECIhL AREA(S) — See def}m— ‘ '_

tlon for dd!a item t1S.

SPECTATOR CAPACIT‘& STRUCTURE(S) OR SPECIAL AREA(8) — See the deﬁ-_ '
- nition for data Item I16. | 7

— SITE ACQUISITION AND CO.ST INFORMA TION -

METHOD OF SITE ACQUISITION - TKe means by whlch a snc or site addmon was ob-

+ tained for, use by an LEA: The following codes are ‘suggesied:

3 RCHASE - obtained in exchange for cash pr other valuable cdnsideration', |

, except propcrtr " - _ ) _
2 LEASE (RENT) - - obtained from the owner for a fixed period of time in consider-
- ation for periodi¢ cash paythents. Lease, purchase is included here unul purchase
is complete. ] - . o
"3 LLOAN - obtained for temporary use, either at no cost dr for a token amount.

4 GIFT - pbt.nncd permancntly withowt compensation.

[l . . »
‘ _‘- . . . Ld .

SIVENTYPE — See the defi-

reeojded along with the information about the site.to which, they are most directly assocnated or from L
ﬂvhleh they are most often uaed Such lnformatlon should be recorded only ance.

A

o




.46 B _PROPERTY ACCOUNTING

Rcfcrence
numbcr Data-ltem Namc and l)ehnmon {Data- Entry Code Name and Deﬂnmon oL e

. 100 Sorlos' SITES —_— Continued : s /

i s PROPERTY EXCHANGE — traded for another site or iteni of propertj
B LEA

L6 BOUND RY CHANGE ~ appropriation of a site through the expagsio
' boundarles, rncludlng annexauon consolldatlon or rcorganlzatlon
9 - OTHER . ' : -
122 . DATE OF SITE ACOUISITION The date a site or site addmon was obtained'by the LEA,
. expressed in month-day-year. fashlon For leased or rented property, the date is (hat on whlch
. .- - thelease or rent began.
123 COST OF $ITE ACQUISITION - 'Phc original purchase price pald by the LEA for land
),\- " and all improvements to the land existing at the time of purchase, plu:; all costs related to-
: acquiring title to the Site. (See Cost of Site Acqumtlon in chapter 6, p. 93)
124 'NANNUAL COST OF SITE LEASE — The total lease cost orrent, in dollars, fora l{month\
-  period. ) .
125. - TERM OF SITE LEASE -~ The period for whlch a lease is in force, expressed in years,
. . months, of a combination of both.
126 . SOURCE OF FUNDS FOR SITE ACQUISITION — The agency, governmental or othcr- :
. wise, which appropriated-the money used to acquire, lease, or rent a site. This data item
should be compatible with the soutce of funds dimension used in the LEA’s financial ac-.
_ countlng system.-There may be more than one source of funds for a given ‘acquisition.
127 MARKET VALUE OF SITE - The appralsed or estimated dollar value for which a site cur-
' rcmly could be sold. A regent purchaae or salc price of a slmllar item would be a good
approximation. : - :
128 . METHOD OF ESTIMATING MARKET VALUE - The mcans-by which a curren‘t—-markct'
~ value is gstablished. The following codes are suggested: - - - '

- APlylAlSAl aJudgment of value by a person trained or expencnced in deter~'
mining property values: :

2 SALE PRICE - the price- at which a similar site was sold. Lo
' OH- ER TO PURCHASE - a legal document: representing an offer ta purchase '
v the site. ] . .
9 OTHER

- SI TE IMPRO VEMEN T INFORMA TION -

~ . NOTE Data items. 129, 130, and 131 apply to each separate site improvement added to a site after the
' -site was acquired by the LEA. All three data Mtems should' be completed for each such site improvement
that significantly alters the srte has sngnrﬁc&m&cost to the LEA, or causes any of the'data.in the property. -
~-aeeounting system to change.

_ This section also may be used to ,record lnfgrmatron on lmprovcmcnts prcscnt at thc time the site was .
" aequired, and" to record mformatlon on LEA-flnanccd lmprovcmcnts to sites not owned by the LEA (off .
site improvements). .

129 NATURE OF SITE IMPROVEMENT — A description of the type of i improvement made ta
a site or site addition. Improvements consist of work performed upon the site and its adja-
cent wiys after acquisition by‘be LEA, including gradmg, landscaping, seeding, and plant- - \
ing of shrubs and trees; cons‘t lfctlng new sidewaiks, raa\ways, overpasses, retaining walls,

o
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. DEFINITIONS OF PROPERT, DATA* T S 47
Rcferencc S ' ‘ : L T .

_' ' sewers, and stor

drains; mstallmg water mams, flcld hydrants and sprinkling’ systcms,.

. - . and outdoor drin ing fountains; original surfacing and soil treatment of athletic fields and

\. .~ tennis courts, furnishing and installing for the first time playground dr playing-field ap-
: . ‘paratus built into the grounds, flagpolcs, gatewaygs, fénces, and underground storagc tanks -
“ - that ar¢ not parts of - building scrv;cc systems; anll demolition work. - . -

Excavation, fill, or backfill ncccssary for cons}ruetlon of building are not site lmprovcmcnts
" Outd3or service. systems serving -the site are! site improvements. Qutdoor or underground
Q.. parts of building service systems, such as tankstn@ter mains, sewer mains, and electrical.
.~ poles and lines, are not recorded as.site improveim¥énts, but rather as part of the building.
- N Off site improvements  necéssitated " improvements made on the site, such as mstallmg

- sewer lines and building-roads, should be recorded as site improvements. . -

Al ,structprcs and many of the spccnal areas classified in datt} item 113 fall w1thm thc defini-
_tion of a site imiprovement. As each such structure or special area is added to 4 site, it should -
. be recorded Dn;data items 113 through 116 and thc relevant cost data should be recorded in
. " data items |29 through 131. :
130 _DATE OF SITE IMPROVEMENT — The datc in month-day-ycar form, on. whlch an lm-
' provement to a site was.completed or work was permanently dlscontmucd

+*~ 131 COST.OF SITEIMPROVEMENT — The cost in dollars, of an i lmprovcmcnt made to asltc o
e _-Assessments for site lmprovcmcnts made by other govcmmcntal units are mcludcd (See -
LI Cost of Sltc Improvement in chapter 6, p. 83). L < - S

v . The cost@of offsite improvements - ncccssntated by" lmprovcmcnts made on the site, such as
) ‘installing .sewer lines and building roads, ‘can be. ?ecorded here. They should be ldcntlﬁed as
off site lmprovcmcnts in data ltcm 129 Nature of Site lmprovement o '

- — SITE MAINTENANCE INFORMATION — . .. . .
-_ NOTE — In addition to rccordmg mamtcnancc mformatlon the followmg threcdata items may also be

uscp to record information on such activities as soil samples, topographic surveys, and boundary surveys,
i _whcncvgr such activities are not directly associated with the dCSlgn and constructnon of a building.

132 | EXPLANATION OF SITE MAINTENANCE OR OTHER WORK PERFORMED -The
- type of work pcrformed ofa site, other than site- improvements or work dofie-on a bunldmg
= 133  DATE SITE MAINTENANCE OR OTHER WORK COMPLETED Thc date qn whxch
- site mamtcnancc woxk was complctcd in month~day year form. :

134 ' COST OF SITE MAlNTENANCE OR OTHER WORK The cost of site maintenance or :

*

| o ~‘other work pcrformed cxprcssed in dollars . ) ) et
- DISPOSI TION OF SITE — o
] NOTE o Dlsposltwn data are. typlcally not b'art of actlve site flles but sh0uld be made part of hlstoncal .,, _
site files. . » -
135 AREA OF SITE DlSPOSED Thc area of a site that has been disposed of by an LEA
- . usually exprcssed in acres (hcctarcs) to the nearest tenth or huhdrcdth -
136. REASON FOR SITE DISPOS!T!QN — An cxp}anatnon for the (!sposttlon of a site, Thc
' _following codes are suggested: .‘ .
. I .NO LONGER USEFUL - .
.2 END OF LEASE — termination of lease agreement h :
‘ ‘ \)‘. .- s Foa _; o - - " - l_ ‘- - KON K ’ .’
ERIC. - 00 s

L . \
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Reference
. numbcr

-3
9
137

: 1‘3_-'8

PROPERTY ACCOUNTING

Data- ltcm Name and Defmltlon Data-Entry Code Namc and Deﬁmtlon

l .

100 Senes slTEs-—Contmued - o _' _-

' IOAN RECALLED -~ temporary use of site termmated
OTHER

DATE OF SITE: DISPOSITION - The date: OA the disposal of a site was corh'pleted,
¢xpressed in month-dy-year form. - ' '

METHOD OF SITE DISPOSITION

- The meansby.which a site is»disposed._"T.hefellow-

: mg codes are sugggped : _ C S .

N

9

GIFT -

- RET URN TO LENDER OR LESSOR — released to the entity that ongmally
‘donated, leased or rented the site to. the LEA. o

TR ]

-

"SALE - released for cash or other valuable’ consideration.

released without. recewmg payment or other consnderatlon

~

OTHER -

(39

. 140

NET PROCEEDS FROM SITE DISPOSITION The dollar value received from the dis-
posal of a site or part of a site. _
RECEIVING FUND FOR SITE DISPOSITION. PROCEEDS — The fund into Whlch
proceeds from disposal of a site are deposited. This data item should be compatible with the
source of funds dimension used in the LEA!s financial accounting system. There may | be '
-more than one recclvmg fund fora gtven dlsposal transaction. '

" Other Potentially Useful Site-Rclated Data Items

5

X}
The tollowing list has bcen included as a source “of ldeasﬁ)r developing additional data items for&a site:
information file: This fist is not exhaustlvc other possibihities exist. ' .

° GRANTOR. (former owner of@te)_
TYPE OF DEED '

DATE OF DEED” —* L
DATEDEED- Rﬁco;:;)\ "

.BOA/RD LEGISLLATION RESOLUT

LONING INFORMATION

[ ]
[ ]
. @
@
Lo
@
)
K
101
'l'

m sm:ﬁms BUILDINGS

Ve

A buildmg I8 one continuous enclosed structuré

. that may ,or may not be connected with other
structures by passageways. It includes the struc- |

ture itself, together with all plumbing, samtaci
heating, - ventilating, mechanical, and electrichl

systems in the structuret_and all built-in equip-

Jment.4 3 .
) ' @ _ s .
‘Built-in equipment 18 detined in chipter 7, p. 99.

AGENCY, WITH WHICH DEED'I§ RECORDED

DEED., BOOK INPORMATION (bo(}%no , page no., entry no., etc.) :
ION NUMBER (approvmg the acqulkltlon)

QATE OF BOARD RESOLUTION (app\rovmg the 'vaUISltlon) _

<

L N . :
. ° . '
.. }_(.
. . N

s 7

»

ENVIRONMENTAl lMPACr STAFEMENT n J }

Structures connectcd by ) assageways may be
counted as gne bulldmg of more than one build-
ing, at.the discretion of the hEA, except where law -
or regulations set forth a specific requirement re-
gardmg the treatment of "connected structures.

It is important to note thay the terms building

" and schaol are not interchangeable as defined in '

this handbook: a building is & structur
school is an organizational concept.

while .a
school

~is a division of the LEA consisting of students

comprising one or more grade groups on other




“o-

-
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- ldentlﬁable groups, orgdmled for the purpose of.
' learnmg A school may be housed in Qne or more

. _"bunldmgs converscly, a bunldmg may’ house one
" or more schools.

.The followmg set of data items Lan be used to

record mformatlon on both existing buitdings and
""" buildings under’ constructlon .
building .additions can’ be- recorded separately

Information on

/

Reference

,. . o o 4 .

from mtormatlon on the main bulldmg if so de- -
- sired. Also, the following data items will accom-
. modate mformatlon on buildings owned, leased,

controlled, or otherwise .used by the LEA's.
When recording data that ma

\

change from . - N
time to timg,. ft'may be useful to also record the
date on which the data were collected. Users can -
then determine how timely the data are.

Data- Item Name and Dehmtlon Data»Entry Code Name and Deﬁnmon

BUILDINGS T T
— BUILDING IDEN TIFICA TION -

number

200 Sen_es

201  -BUILDING NUMBER - A numerical deslgnatlon of a buxldmg

202 ' BUILDING ADDITION CoDE
an original building or an addition to a building. Building addmons are numbered in the
order they are constructed. The followmg codes are suggested

0 ORIGINAL BUILDING ° B ' o
| ., FIRST ADDITION o « IR
2 thOND ADDITION, ete. . . L T 5,
(ETC.) 4 C o L

-

. 203 BUILDING NAME ~Name of buildin-g. if any.

204 SCHOOL OR OTHER OPERATIONAL UNIT NAME : The name of the sclioolor other

" operational unit within the I.EA to which the building belongs er is assigned. An “pperational

_umt is a division, department, or other subdivision of the LEA organization; such as the

Data- -Processing Department or Maintenance Dcpartmemt This applles not only to build-

ings owned by the LEA, but also to buildings léased, rented, or otherwnsc controlled by the

LEA. If a building is ‘assigned to two or more schools or tg two or more operatlonal units
within a school, so indicate.

205 SCHOOL OR OTHER OPERATIONAL UNIT NUMBER -A numerlcal designation-of

the, school or other operational unit wnthm the LEA to whrch the bmldmg belongs or is as-

L‘ slgned See the dlscusslon in data 1tem 204,

206 ~ BUILDING LOCATION -

‘ The s_»t.(cet address of the building or best available descriptior;
of its location. . ,

~— GENERAL DE.SCRIPTIVE INFORMA TION —

o207 TYPE OF BUILDING DES]GN — The pnmary purpose or use for which a bunldmg is

currently designed or physically arranged, as determinted by the size and configuration of

"_ rooms or spaces withiit the building, types of mechanical and ‘electrical systems, and types
of built-in equnpment regardless -of the current use of the bulldmg

NOTE For more detailed thormatlon on the deslgn features of a bluldmg mformauon about spaces

(rooms) may be used. Sec the 300 Series, p. 66.

.

X .
- 1,

The folowing Xodes are suggested:

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

. e

Loy

- A numerical deslgnatl(m identifying a building as elther ‘

4
. 2
P -
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Refcrcncc |
number Data Itcm Name and Dcfnn;tlon Data Entry Code, Name, and Dcﬁmtnon

200 Senes BUILDINGS — Contmued

»

-for hbranis cafctcrlas, audltonums gymnasmms and othcr such scrvncc arcas "
. may or may not Bc avallable Grade: lcvcls may be ‘shown'in: data item 210.
.02 INSTRUCTION BUILDING —.can, pnmanly accommodate mstructlon/lcarnmg :
e R - agtivities of any types. Instruction-support functions may or may not be accom-
o " modated. Buildings that are designed for both instruction and admlnlstratton o
should be coded 01. Grade levels may be shown in data item. 210.
03 . ADMINISTRATION BUILDING — can primari)y accommodate admtntstratnve )

. ' .activities. Rooms are typically of office size, shape, and arrangcmqnt *,
SR 04 - LEARNIVG RESOURSCES BUILDING — can primarily accommodate learn- '
B ing resource services, Having-such features as space for the display and storage -

of books, fﬂms records, ctc and arcas fo ading, viewing, listening, ‘and/or
study. . Nio Al
_ A 05 “ATHLETIC BUILDING — can pnmanly accommodate athlctlc activities, in-
/ . .. cluding such structures as' free-standing gymnasiums, field. houses, stadtqms (thc-- :
‘ - roofed and enclosed portions only), and enclosed tennis courts. ,
_ _ 06 AUDITORIUM BUILDING — arranged in a theater-like fashion, wnth .astage
o 3 * " - or podium area as a focal point and 'seats, bgnchcs, or other fixed seating ac- -
. commodations radiating outward toward the walls of the building. . -~
/ et ' FOOD SERVICE BUILDING — can*pnmanly accommodate food service ac- - -
' O tivities, mgjudlng at least” food- prcparatloh and/or storage. Accommodatlons L
. _ : for eating purposes may or may, not be available. : _
. o ' Il " MECHANICAL SERVICES BUILDING —can prlmarllyaccommodatm :
- - cal services, such as heatlng, cooling,’ or water treatment,
12 VEHICLE GARAGE —can pnmanly accommodate the storagc of vchlclcs and/ or
_ - vehicle repair functlons - :
e & ) MAINTENANCE BUILDING — can primarily accommodate matntcnancc serv-

ices otfier than.to vehicles. This inchades both movable and built-in equipment as
. wellas electrica), mechanical, life safety, and envnronmcntal systems that are part

_of this or other buildings. * - . Cw
14 ~ WAREHOUSE BUILDING — is arranged to serve prlmanly asa storagc bu1ld|ng . R
- - for any type of material or equipment except- vchlclcs For vehicle storage,usc data
/ “entry 12 Vehicle Garage. : - A

1S MULFIPURPOSE SUPPORT BUILDING - can accommodatesomc combma-
tion_of. services ar functions, cxcludnng instruction. ’

16 DORMITORIES afb OTHER GROUP LIVING QUARTEBS —can be used -
, : primarily as living quarters by a number of pcoplc such as dormltoncs, apartment
. - . - houses, and duplex hofises, .

17 SINGLE FAMILY DETACHED LIVING QUART‘ERS =—can be used pnmanly
J L for living quarters by no more than one family or a limited number of roommates.
. .. This includes houses owned, lcascd rented, or:otherwise controlled by the LEA.
E _ - - Condominium units and apartments gre accounted for in data entry 18 below :
o b . Duplexes are accounted for. in data entry 16 abowe.’ -

18 SINGLE APARTMENTS AND CONDOMINIUMS —can be. pnmanly used for |
b . living quarters by no more\than one family ora lnmntcd number of rodmmates. but -
. , N .h. . , A . 4 \ / . ) -V . . . . l
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. _"\~." ) Refercnce ;' }7 “ . n, moe ‘ ,_.u;;: - - > o . .
~_number, sData tem Namc and Deﬁnltxon Data Entry Code, Name and Deﬁmtlon SRR

Fa
P

.y
“a
s

oo . is- parybf a larger butldmg that tipot entrrcly owned leased or rcgtcd or othcr‘
e - isg controlled by thiy LEA. - e e e

"". ' P

v ln this specral case the llving quartcrs should be’ treated as a bulldmg; Enter all., -
_ pemmnt data in aU«apprqprlate data items in th® 200 Series. The use of dath entry ! .
. ‘.. - 18 In'this data ltem }wll tall the user of the property’ accountmg infofmation that — ~"7%.
. o . this. apartment or oohdomintum is part of a larger buﬂdmg not underthe cont.rol
. R ' ogtthEA .,2 _ . oo
. .. .98 . SHEL LBUILDINGL— bu,tldmg with few orhomterxorwalls orpartmons la
. oL o unfjnished on the ln(erlor,on which constructlon has been. stopped, and for Which/"
- & particular interior disign or. plan hds not. bcen developed. Buildings dnder conb
s 7 strucuon\ should be accounted for accordmg to therr desrgn use.
- 99 OTHER‘\ : PR B :

, 208 PRINCIPALUSE OF BI.TIBING - 1 he prlma(y purpose for which a buxldlng is curremly
o used, regardless of the deslgn or physlcal arrangeme'nt of the bulldmg

./'.'

R ) /
+ NQTE - LEAs and SEAs that have an interest in categorizing, bulldlng use (as opposed to burldmg
design) should develop categones ‘that suit their needs. Some LEA’s and SEA‘s are interested in very gen- .

¥ . cral informatign on building use (educatron, community ‘use, investmeént, not-in use), while others uses;.

~ information on space (room): asage to arrive at,building use. For some agencies, an indication-of ‘grade
v + levels in thesbuilding is sufficient (sezsata jtem 210), whlle. for others, a detailed breakdown similarto the -~
~ design_ ca gprles rn da‘fa itém 207 idflseful. i -7 T L. 9%
-+ *_ Thig hgndbook sets forttfa very gencral approach I6r categorlzlng bulldlng use. For addmonal ldeaOSome \ -
. LEA’shnd SEA s may wishitorefer to the cléss[!leat-ton of Functlons in l—Iandbook llR (sec appendm Fffor '
o fuld blbhographlc mformatlon) P B ) L
™~ i* : ' - .." : RS ’ . .
. + The fbllowmg codes at‘e suggested ' : e . . oY
R ﬂ R T EDUC ATION : - used pnmanly for tgstructxomf purposes or purposes supportmg
S R y & the mstruction function. \ ] o,-.. .
L 2 COMMUNITY SERVICES - uscd pnmanly for nonmstruptxonal services the; LEA
¥ ok .., 'provides to. the xomr}rumty. stich"as recreatlon or health services. ; R S
R 3 1NVEST!:1§BIT’ - held pnmanly W f gam from afutureule,qor»« s
: : _ Jented or Ieasc e L
L S i 4 NOTIN USE - used nelther by the LEA nor any other cducatlon agency or: com- '-
. oo T ~munity organwatlon and not held for mvestm.gt purposes D PR ‘ o
oy L s ot L R Y
. ' L W9 AVAILABILITY OF.BUII.DING The extcnt to whlcl* buxldmg is avmlable for use. The -
- . following.codes are suggested: - *- . .
ot I, FULLY OCCUPIED — occupled by the LEA little” or no space avallable* o
B I 2 W\LLY occumm = occupled by the‘tEA but additional spact is avarl-
e AU able 17 use e SR
' .3 occuneha-scnnnuwu th nrsros,w OR RETlREMENTm pamany
R X or fully octupied by the’LEA butischeduled for disposal, permanerit rcmcment or
DU N *  un extcndcd penod out of scrvu;e thhm the commg year. T
. . : - l -t * A ) . . . N
C ’mershtp of bupldmgs for uwestment purpom g Iegal in lﬁme States, and not legal in others. ' ' W
L £ .' .' . ' . S ey v'L-' S ) : e
v - T ) _— RO : . . " Ry ')' R S. . - ’ - .-
EMC -:.'"}; N LA "‘_ Y E . .N.} . : L - L . . ,;j . s ’
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Reference . ' o : - ST
number Data-ltcm Name and Dcfmmon Data- Entry Codc, Name,and Defmmon

- 200 Senes BUILDINGS - Contmued R

ce

,;. o | 4 . VACANT, AVAIL ABLE FOR USE -~ urioccupied but,a\*i'l‘able for use by the
- - . LEA. ", |

.r ) _- _:' B -5 VA("ANT NOT AVAII ABI LFOR USE permaneptly rettrcd plannedTordls-
R _ - posal “ondemned, or otherwise fiot available for use.” * .-

‘__*, _ ST (_)"» NOT ZVAII ABL l; LEASED OR RENTLD - leased or rented to anothcr party -

ot : 9 . OTHER i

_ -ing. A suggcstcd method for representing grades K-through 6 would be to record 00-06. Any
‘L . . LEA, which desires mor®precise information on the grades offered in a building, may want to
) S list each grade. houscd In any case, thd following codey are suggested: »

o . 00 KINI)ER(,ARTI;N ' : R

' 01 FIRST-GRADE -

B R S SENI R YI-AR(IZTH (.RADE) __

. . .17 FRESHMAN IN COMMUNITY/JUNIOR COLLEGE (13TH YEAR)
. Y14 SOPHOMORE IN COMMUNITY/JUNIOR COLLEGE (14TH YEAR)

RS

. T EARLY(HIN#NOOD/PRESCHOOL

¢

"ARULT/COMMUNITY/CONTINVING EDUCATION
« 98 UNZRADED, o distinction is made regarding grade level. -
" 99 NOT A LIGABLL - buntdmg not used for instruction,

F BUILD_ING: - The numbc_r of students that can be accommo-

/ dated in n the bmldmg fort school day according to eXisting Staté-approved standards, cxclu-_
- sive of multiple Ses st /Student capacity' of a givén building is dependent upon existing

) standards or policies governing the opération of the school in question with respect to three

u major elements: student/teacher ratios, organization of the school, and educational program
) of the school. Oncq established, this figure should be changed -only when the standards or

L ing studcnt capacliy as a result of additions to, or remodelmg of a bulldmg

-

building. The following (’:odcs are suggestcd : . : v

chase.

‘e

“ unit operating the- qchodls) and used for LEA purposes. -
N v - .LEA purpoqcs B

L ‘-;“ ' .. » ‘governmental agency and used for LEA purposcs v

.5 NONPUBL I(‘I Y OWNED ~ other than publlcly owncd am\used by an LEA or
e ' junsdlcnon ford .EA purposes. -

OWNLRblllP OWned by two or more agencncb, public or prlvafc

<
e
B
-

.

. . . .. ) - . . . . T - © \ BN ,' o - , .
. 52 - . e ' * . \ C PROPERTY ACCOUNTING. .
A .. - PR % . ) B i W . i N . e .

Vo
5F

)| "".l_ . 210 ** GRADES IN BUILDING -- A designation of the lowest and‘ghest gradcs offered in bl}l]d- B

policies regulating the three elements are definitely changed or when there is a change affect- -

212 - OWNERSHIP OF BUILDING A deslgnatloﬁ of thc agency or other cntlty'ownmg the . |

.. | _ .. 1. L PA-OWNED ' ownctl by the LEA or undcr its coﬂtrolthroughacontractto pur- -
w | ) 2 | MUNI(IPAH Y OWNI:,D - owned-by a mumcxpal ublt bf governmcnt (nm the '
RS . ,, . | o 3 -- ALITHO__!IY OWNFD owne’d by a publlc school housmg authorlty, used‘ for.

4 OTHE.R PUBL IC ()WNl' RSHIP owncd by a county, Statc.‘,Eederal or other -
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o Rcfcrcnce : 7 e o "" - ' )
. ‘ number 'Data-Item Name and Deﬁmtlon, Data~Entry Code ‘Name, and Deﬁmtlon
o AR , A‘- o —BUILDING ACQUI.SITION AND COST INFORMATIQ,N - | '
. *
SR | R .2'1.3 METHOD OF BUILDING ACQU"SITION The means by whlch d buxldmg was obtamed .. ‘. .

for use by-an LEA. The followmg codes are suggested:
| CONSTRUCTION (BY CONTRACTOR) — all or the greatest portlon of the
. ' - building constructed~by an outslde contractor or contractors.

2 'CONSTRU(‘TION (BY LEA PERSONNEL) — all or the greatest portlon of the |
burldmg constrUcted .by LEA personnel, '

. ." . ) 3 PURCHASE — acquisition of an existing -building in exchange for cash or other'
_-valuable consideration, except’ property. - ™ S ‘ '

4 LEASE (RENT) ~ obtained from the owner fofl afixed period of time in COnstdera-
*  tion for periodic cash payments. Lease/ purchase is included here until purchase is
completc [

- 5 LOAN -- obtained for temporary use, either at no cost ‘or for a token aniount

6 GIFT - obtamcd permanently without onsnderatxon :

n PROPERTY EX(‘HANGE — obtained ) exchange fot anothcr buﬁdmg or item
- of property.
8+ * BOUNDARY CHANGE = appropriation ofa bulldmgthrough expansron of LEA .
_ " boundaries, mcludmg annexation, consolldatlon or reOrgamzatnon oS
9 OTHER =~ - A ' )
214 NAME OF GENERAL CONTRACTOR -- The name of the general contractlng firm that
built the building, if a general contractor was involved.-

215 DATE CONSTRUCTION STARTED - The date onw |ch construction of the building was "
: started, expressed in month -year form.

For older buildings dnd bulldmgs acquired by the LEA after they were completed lhlS date is . '

. ummportant . Ky
216 DATE CONSTRUCTION COM PLETED - The date on which theconstruction ofthe build-
’ , mg was conrpleted and/or ready for occupancy, expressed in morith-yeaP form. For older
o buildings or buildings acquired by the LEA after thcy were. completed and/or ready for occu- -
- pangy, an estimate will suffice. ~ . )"

".,217 . COSTOF BUILDING ACQUISITION — T he total cost to the LEA foracquiring a building,
"+ whether by consgruction, purchase, or other megQs: This inchudes cost of construction, cost
: for architectural and cngmecrmg seivices, cost for legal services, cost for educatlonal con-

sultative Services, and certain mlscella ous building costs. ‘ e

" If desired, Cost of Bulld\mg Acquisition can be separatcd into |ts cost components for record-
¥ ing purposes. See chaptey 6 for the following measures of cost; Cost of Building Acquisition,
R p. . -91; Construction C(;( of a- Bulldmg.‘p 90; Contract Cost of a Building, p. 90;.Cost of
. : Archttectural and Engingering Services, p. 90.,Cost of Educational Consultative Services,

SRR : p 92, C ost of Legal §crv1ce‘ p. 92, Cost of Building, Mlsccllaneous, p. 91

ANNUAL COST OF BU\LDING LEASE .- - Th®Wtal least cost or rent, m dollars, fora 12-
;--\ ”Q month pcrlod ' .

o 219 rTERM OF BUILDING LEASE The period for which a lease is in force, cxprcssed in years,
’momhs or a combmatlon of both S _ . ¢ ,




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

C P v PROPERTY ACCOUNTING

' 200¢@eries: BUILDINGS — Continued

220

221

- 222

223

. © 224

227

28

229

230

- . cost is deterfined. The following codes are suggested:

]

DAT_B'OF“_BUILDING ACQUISITION — The date op which a building was obtained for use -
by the LEA, expressed in month-day-year form. For leased or rented buildings, this'is the date
op which the. lease or rent began. ‘ :

SOURCE OF FUNDS FOR BYIADING ACQUISITION ~- The agency, governmental or
otherwise, which appropriated the tyoney used to acquire a building (construct, leage, rent,
etc.). This datafitem should be compatible with thé sourgé of funds dimension used in the
LEA's finan€ialaccounting system: There may be more than one source of funds for a given
acquisition. ' . - ' ' F ~ . Lo
EXPECTED USEFUL LIFE OF BUILDING — The number of years a. building is expected
to fulfill its intended function. Useful life begins on the date of acquisition (data itera 2209+
and is often used as the period over which depreciation is calculated,

DEPRECIATION METHOD - The method or formula for calcplating the annual deprecia-
tion ®mount of a fixed asset. Straight-line is a common method in education accounting (cost
léss, estimated salvage value, divided by-useful -life, equals annual depreciaticn) although

- ‘other methods may be justified, depending on the circumstances.

BOOK VALUE OF BUILDING - The value of the building as shown on the owning agency's

. books. This is usually original cost less depreciation when depreciation can bé determ_inec_i.
~. MARKET VALUE OF BUILDING - The appraised-or estimated dollar value for which the'

v

building currently could be sold. This primarily applies to relocatable buildings. A recent
purchase orsile price of a similar item would be a good approximation.

.METHOD OF ESTIMATING MARKET VALUE - The means by which Current'Market

Value is determined. The following codes aré suggested: . ‘

| APPRAISAL -- éjudgme‘q f value by a personi trained or experienced in deter-
mining property values. '

- . ) ' T '. e .
¥ 2 SALE PRICE - the price at which a similar building*was sold. -
L OFFERTO PUR_CHASE — a legal document representing an offer topurchasethe
. building. . - L T S
.9  OTHER o | I §

t

REPLACEMENT CQT OF BUILDING - The cost, at curtent prices, to replace a building,
including its built-m e4uiipment with\material and equipment of like kind and quality. (See

Cost of Replacement, Buildings jn chapter 6, p. 92) ' _ o
‘METHODOF ESTIMATING REPLAGEMENT COST —- The means by which replacement
W *

2 APPRAISAL - a judgment by a- person (rained or expcri.enccd,in determining
cofistruction costs. : : . ~

. 3
‘ 9 "OTHER ' 7 |
INSURED VALUE OF BUILDING * The gollar amount for which 'c buildingand built-in

I . BID --bona fide quothtion by a contractor.

equipment are insured.

INSURED VALUE OF BUILDING CONTENTS — The dollar amounit for which the building
contetts are insured. o/ ‘

{
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 DEFINITIONS 3K PROPERTY DATA - . : C L
. I . ' o - : ; s ! - i .
- Reference - l : : ' i

© number Data-ltem Name and Definition; Data Entry Code, Namc, and Dcﬂmtton )
. . | t - — PHYSICAL CHARA CTERISTICS OF BUILDING -

) ( - 231 EXTERIOR WALLS Consttuction matetials that comprtsc all or mos! of the exterior walls.
o Exterior walls are nonbearifig and are attached to a load- bearmg portion of the structural sys-
tem of the building. More than one data entry may apply The [ollowmg codcs are suggcstcd
l WOOD - -y

L3

: : 2 BRlCK VENEER — butldmg blocks or umts typlcally made of frrcd clay ang set in
y ' i mortar or masonry cement.

3 OTHER MASONRY — building blocks or units of matertal‘gther than brick, such

. . as concrete or stone, and typically set in mortar or masonay,,ccmcnt

"4 METAL, - . ‘

- PANEL WALL —3 nonbcarmg wall built between columns in sKeleton construc-
tion and wholly supported at each floor; also called curtain walls and usually made
of such materials as glass, gypsum, or plastics. - ' > _

6. CONCRETE (POURED IN PLACE OR ECAST) - a building unit made from

* poured o, precast concrete, in the shape of a slab rather than_ a brick-ot block (con-

T

£}

Yy . 4

- crete blocks fall under 3 Other Masonry). .
8 NONE - beaging walls are also exterior walls. ) B
9 _OTHER: ' ' : R

. < [
232 - FLOOR FRAMING — Construcnon materials that form thc framing of all or most floors.
‘More than one data entry may apply. The following codes are suggcstca '

S : 21 WOOD FRAMING — wood joists sup'portmg wmd subﬂ00r and a matchcd wood’
.. * finished floor.

-2 . CONCRETE ON GRADE - pourcd concretc at ground level.

. WO0D ON STEEL — wood joists and subfloor supported by steel girders. - -t
" - . _ "4 CONCRETE SLAB ON.STEEL FRAMING pourcd concred p?orted bysteel , . ¥
.. glrdcrs or frammg s 4 ) K
- ' : 5  CONCRETE SL‘B ON«CONCRETE FRAMING — pour ‘concrete supported

'by precast concrete glrdors or framing.
6 STEEL ON STEEL — stccfplates or sheets supportcd by

Sfeel-girders orftamirtg.
-9, OTHER  “-

. . : ‘i-u..: ¢ .
. 233 F%D INTERIOR WALLS (DIVISION WALLS) — Primary constmction materials
' used for the fixed interior *walls, Mom than one data entry may ﬁ)ply The following .

v . codes are suggested:
. ’ - M WwO0O0D I}RAME :
" . o - 2 . MASONRY burldmg blocks or units of material such as brick, concrete, or stone,
i .. . and typtcally sct in mortar or masonry cemcnt '
". . LI 3 ,-METAI 'r 3 \’},1\% . ‘ . | .
| ‘ 9 - OTHER TR ~ e

1‘.‘." v

» . -, N - » )
[ . N ra - i R »
: ’ o h - .
. . f
. A : 9
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Reference o ) ' v L
 numbes Data-ltcm Name and lq)cﬁmtmn Data-Entry Code, Name, aqd Definition .
| - -
zoo Series: B{JILDINGS — c&\mued - p

234 . 'ROOF FRAR’I‘HNG - Construction materials that are ttsed in the frammg of theroof. The fol-
lowmg codes are suggested: -

\
‘"

I . WOOD i .
2 " STEEL ‘ _ : .
3. CONCRETE . * g
9 OTHER =~ o ‘ |

. "
235 ROOFDECK ' Thatportion of t oofconstru\&uLn’to_\vhich the roof ¢overing or membrane

- is applied and. through which the lows on the roof are transmitted to the balance of the struc- :.\

‘ ture. The to‘llowmg codes are suggested: - -« . - . \ .

OTHER (OMBUSTIBLE MATLRIALS — combust‘blc material other than wood
. MltTAL

) '-OTHER NON(OMBU&TIBLL MATERIALS — noncombustlblc matcrlals other .
than matal. . : .

"' 236 ROOF MEMBRANE - Materials usc\d to cover the roof deck. The following codes are sug-
: gested: A : i

LN e

TAROR PITCH @y =~ E

HLE * L ~ ,

SL;ATE R S ‘ ‘ _ " . Vo
- METAL . ‘ - : _

BLASTIC o . - o - R

WOOD SHINGLES - : : T -

ASPHALT SHINGLES * '
- ASBESTOS "
- OTHER ¢ - . ‘ _
237  TYPE OF STRUCTURAL SYSTEM — The typesof principal structure of the building that

provndcs the support of the building. The followmg codes arg suggested:

v 1 LOAD? EARING WALLS - compnsed completely or primarily of walls that are
. an in gral portnon of the building and without which the building would not syihd;
. - such walpegin at thc footings and support "the ﬂoor(s) and/or roof, as wdll as

. £
N - NV I VU S
. -
- .

2 INFLATAKLE - co+priscd ofa fiexible outer membrane supported by internal 8ir ~ *
' , - pressure. “ : ~ ~
e " *9  OTHER ,

- 238 MATERIALS IN STRUCTURALSYSTEM Thcpnmarytypcofmatcnalscompnsmgthe -

structural system of th’)mldmg Mgdre than one data. cntry may apply. The followmg ches
" are suggested:

&>

1 STEEL - type'of construction in whach the load of the, building is carned ona .

e - Steel frameWo;k _
; 2 C ON( RETE --type of construction lch thc lohd of the building i 1 carricdona
rcmtorccd concrete skeleton or framéwork. ‘ ’

. .
N 4

-

.“ a -




DEFINITIONS OF PROPERTY DATA - e . ¢ - . . 57
s . . ' . i . ' . ‘ ! - , ( . .
Reference S S , . : :

number Data-ltem Name and Definition; Dat4-Entry Code, Name, and Definition.

3 LIGHT WOOD - type of construction in which the load of the building is carrie'd
.ona tramework of wood whose ‘structural members are of small dimensions (e. g “

2X4'%5)
" 4. HEAVY WOOD — type“of constructlon in which the load of the building is carrled_
. on-a framework of heavy WOOd beams either solid or laminated. -
: 9 OTHER I " - .
239 MOBILITY OF BUILDING — The followﬁ\g codes are suggested ¢ - -
! h l PERMANENT (IMMOBILE) BUILDING — a building designed for and con-

structed en a specific site and not intended to be: moved.

-2 RELOCATABLE BUILDING — a building designed and constructed so that itcan
* be disassembied and transported to another location, or transported to another_loca_-.
tion without disassembling (self-propeiled structuresjsuch as mobile classroomis are
not movable buildings; they are-classed as Vehicle¢ and are accounted for in the
400 Series as equipment.) S '

240 GROSS FLOOR AREA OF BUILDING — The sum of the areas at each floor level included
within the ptincipal outside faces of exterior walls, neglecting architectural setbacks or projec-
tions. Include all stories or arcas having floor surfaces with clear standing head-room (6 feet
6 inches [1 .98 meters] minimum) regardless of their use. Include mezzanines, balconies, and
llbrary stack floors anly to the extent of their actualfloor area; do notinclude unenclosed areas

-

¥ .

»  under the first floor. Where a ground level or intermediate story, or part thereof, J o left unen- - -

closed, consider the gross area of the unenclosed story as the projected area of the story above.

X “Exclude all unroofed areas and unenclosed roofed-over spaces. Unenclosed roofed areas thaty,
. . have been included in originalcost contracts can be excluded on a computed or estimated-
o ~ basis for the development of comparative data of gross bulldlng areas and costs.® (See Area of

Bulldlng. Gross Floor, in chapter 6, p. 87)

NOTE-~- Data items 241-245 dea,l with assrgnable spaces only. If an LEA wishes to establish data items,at
the. building level for nonassignable spaces, data item 304 Type of Sp2@provides a suggested categoriza-
tion for such'space. See datu itenr.304:(data entries 2100-2900), p. 71. -

. (square meters) of all space available for assignment to, or use by, building occupants to carry

. out their functions and responsibilities. Asslgnable space consists of fegular instructional

ce, special instructional space, learning resources space, multiple purpose space, support

’ ﬁce. and ‘other assignable space. See data item 304 (data entries 1000, 4100, 1200, 1300,

&

> 1400, 1500, and 1900) on p: 67 for definitions of these types of -assignable spaces.Circula-

\ tion, custodial, mechanical, and structural spaces-are considered nonassignable spaces and
arevexcluded. See data item804- (data entries 2000,2100, 2200, 2300, and 2400) on p. 71 for

¥ definitions: of these types of nonassignable. spaces. Set als the deﬂnlhqn pf Floor Area of a
Space in data ittm 302, p. .67.

| it
"242  TOTALFLOOR AREA OF HEGULAR msmucﬂomwm@& ﬁéathuotal area in

* s feet (square metcrs) of all regular instructional space ity ai___ _ r'lg,p cludmg any ad-
: T ace opening into and serving regular instructional space. Rg#data item 304 (data
éntry 1100) on'P. 67 for the definition of Regular Instructional Space §'te also the definition
of Floor ‘Area of a Space in data item 302, p. 67 - N
% . A

e \mencnn Standnrd Methods of Drtcrmmms Atcasin ‘»Lhool Buildings.” American Standardu Association, Inc, (nowknown a
the Amenmn Nnhonnl Standards [nstitute, Inc. (ANSl)) NeIYork apptoved Auguat 4. 1958, p. ﬂ and p. 7.

‘241 TOTAL. ASSIGNABLE FLOOR AREA OF BUILDING - The total area in square feet

%

®




5‘8_ -

.'_249\" i

244 /

r?‘r* -

246 -

247

L

" of Floor Area of a'Space in data item 302, p. 67.

- a Space in data‘item 302, p. 67.

TOTAL FLOOR AREA OF M% TIPLEPURPOSE SPACE, SUPPORT SPACE, AND
'OTHER ASSIG;}ABLE SPAC

" item 302, p. 67 -

- -4

' number . Data-lItem'Name and Definition; Data-Entry Code, Name, and Definition -~ + . .
200 Series: BUILDINGS —; Continued ~ . . |

TOTAL FLOOR AREA OF SPECIAL INSTRUCTIONAL SPACE The total_area in

square feet (square meters) of all special instructional space. in a -building, including any -

adjunct spacé openigg into. and serving specialinstructional space. See data item 304 (data
entry 1200) on p. 67 for the definition of Special Instructional Space. See also the definition

R . s
TOTAL FLOOR AREA OF LEARNING RESOURCES SPACE — The total area in square
feet (square meters) of all learning resourcesspaceNn a buil ing, including any adjunct space
openirig into and’serving learning resources space\ See' data item 304 (data.entry 1300) on
p. 69 forthe definition of Learning Resources Space. See also the definition of Floor Area of.

— 'The total area in squate feet (square meters) of all mul-
tiple-purpose spaf®, support.space, and other assignable space in a building, including any
adjunct-space opdiing into and serving such space. See data item 304 (data entry 1400) on
p. 69 forthe definition of Multiple-Purpose Space, data item 304 (data entry 1500) on p.

for the definition of Support Space, and data item ‘304 (data entry 1900) on p. 71 for the
definition of Other Assignable Space. See-also the definition of Floor Area of a%bace in data

v Tt v

NUMBER OF STORIES '(_FLOOR'S) — The number of stor-ieg.win a building..A story is de-
fined as a group of rooms on the'same floor or level, or a floor consisting of one room, having
clear standing head room of at least 6 feet 6 inches (1.98 meteérs) and whose floor is at.or

~ above grade level along at least one entire side. “At or above grade level”-means that if the

horizontal plane of the floor were t6 be extended on the side in question, no land within 20
feet (6.09 meters) of the building would be above this plane.

AREA OF DISASTER SHELTER. — The area in square feet (square meters) enclosed by a
disaster protéction area that meets sfandard§ of the State or Federal agency responsible fog

natyral disaster protection.

AVAILABILITY OF BUILDING ENTRANCES FOR THE HANDICAPPED — Availability

" of primary entrances that are ground level or have rainps with hand rails (the slope of such

249

250

rampsashould not be greater than'l' foot in height for every 12 feet in length.)’” The following
codesfre suggested: o b - L o

I ¢, YES L - C L

2 NO S ' o
ACCESSIBILITY OF INSTRUCTION LOCATIONS TO THE HANDICAPPED — Either
the building is single story; or an elevator i3 provided on the entry level for access to all other
level) "\;‘which instruction is given.” The following codes are suggested: - :
" NO .

- AVAILABILITY DF TOILET FACILITIES FOR THE HANDICAPPED — Availability of
toilet stalls, accompatfied by grab bars and can accommodate wheel chaira_.’ The following
@ are suggested: S ) }

T o 1

Eow' Y N . i
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Referoncc o S : ‘ o
number Data- ltem Name ‘and Detmmon Data- Entry Code, Name, and Deﬁmtton

251 AVAILABILITY OF,32-INCHDOORS — Avallablllty of doors that are wndeenough to allow
wheelchaii passage This requires doorways. wnth cleat openings of at least 32inches when the
door is open.”. The followmg_codcs are suggested . '

l. - YES -
2 NO ; | .
= MECHANIGAL ELECTRICAL EN VIRONMENTAL AND \

~ LIFE SAFETY SYSTEMS lN BUILDING — o

L4

252 LOCAT!ON OF HEATING SOURCE An m'blcatron of whether the heat for a buxug is
supplied by a single (central) source or multlple sourees. The following codes are suggested:

‘I '+ CENTRAL -all heated portions of the building are supplied by a single heating -
source The heat soutce may ‘be located inside or outside the bulldmg < .

) : -2, LOCAL ZONE — heat is supplied by two or more heatmg units, each of which is .
.'1._1.’_ designed and installed to function independently as a central heating unit for a 2
- portion of,the building.only. This part of the burldmg should be atleast tworooms ‘
z‘i or more in size.

p f_?l INDIVIDUAL (ROOM) HEATERS — heat sources that heat smgle rooms. such
\’1 :3 as spact heaters or stoves, exclug_mg radnant panels :

i COMBINATION — a combmatlon of local zone: and mdmdual heatlng Wnits.
- Y OTHER . . -

253.  TYPE OF HEATING 7YSTEM — The method by which the heatmg medium (see data‘item

_ 255 Heating Medium) {is heated and delivered throughout the room(s) or burldmg The
. ' N followmg codes are suggested:

-1 RADIATORS AND CONVECTORS — a heatmg dellvery system that has dis-

"pensing units, such as radlators. conVectors, or unit heaters in the-rooms to be
~ heated. - : S

2 UNI;VEN\TILATORS —a heatmg dellvery system that uses an outsrde air supply

f x

and. A combined heating and veéntilating unit in the form of a convectol’*’wrth a-
X . ‘ ‘motor dnven fan and with or without automatic controls, - :

{ “'.f,f;fgtwr_- L _}*.-.,y‘ T3 -(.RAJVIJ‘Y WARM AlIR FURNACE - a heating delivery system in which furnace- .
S ‘ _generated heat is absarbed by air cnrculatmg around the fumace unit and carried to
e the rooms by- natural convection. .

L

"3 4 FAN BLAST OR FORCEDMAIR — a hea

-

clivery system in which air is fan-

{(‘: driven over heated surfaces and then delivered to the rooms, ‘
_ " - .5 'RADlANT PANEL — a heating delivery system that uses heating pipes, ducts or
o . electric wire embedded or suspended in large sections or panels of wall, floor, or
- ceiling su]Haccs for heating the rooms. . - N
, ' :,}ﬁ + SPLIT SYSTEM — a heatmg dellvery system that combmes a forced-air syst'em.
Lo % with in-tWe-room radiation.
{)"3{_\_ : l ]{§7 ROOM HEATERS —- space heaters, stoves, or slmrlar type heaters, excludmg ,
€ ' .-.«f\"\’ . .radiant panels, each self-contained and each heating a room or portion of a room.
[ U INTEGRATED HEATING, VENTILATION AND AIR CONDITIONING
r f:(( o 5._;':239‘ (HVAQ): ‘RELIVERY SYSTEM
u‘w}} . :;f{;ﬂ»g_ ~ OTHER .

¥ 3
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% 200 Series: BUILDINGS — Contmued

' . 254 _ PRIMARY ENER GY SOURCE FOR I'lEAT’S The prmcnpalen&rgy source consumed on the
LEA premises for the purpose of supplying heat to the heatmg medlum (see data item 255
Heatmg Mcdlum) The follewmg cods are su;,gested
I WOOD ' 7
. 2 COAL : - _ ' ' y u ) Ny
' ¢ 3 NATURAL GAS . S S
4 LPGAS T - - '
5 O1l.. , o _ . . -
6 ELECTRICITY . \‘ x o . e
) ‘ 7 SOLAR . ' S S '
' 9 ~ OTHER : o ' ' ' .
1255 HEATING MEDIUM - The physlcal substance that transmits heat from the heating source
; to the area to be heated. Hcatmg systems that produce heat directly in the area to be heated,.
such as radiant panels, space heaters, or stoves have - no hedmng medium. The followmg'
codes are suggmtcd - . "
- WATER - includes both hot water and steam. .
' R 2 AIR - include systems where airas heated at a location other than the area to be -
W S : heated and, then transmitted to the destination by plpes, ducts, or other mcans
’ ' 3 N ALCOHOL-BASE any substance with an alcohol base, such as glycol s
4 M)l APPLICABLE - applies to heating systems that produce heat dt the room
or area to‘be héated, such as radiant panels, space heaters, or stovcs
RN 256 . . CAPACITY OF HEATING SYSTEM"  The current output or the rajéd output of a heatmg
- system, usually mmsurcd in British Thermal Umts (BTU’ s) - -
257 TYPE OF STANDBY HEATING SYSTEM A brief descrlptlon ofthe type of standby _
y T hcatmg system, if any. If none, record *none available.” . '
S s -LOCATION OF COOLING SOURCE . An mdlcatlon of whether thc c'oollhg for the build-
IE . ingis provided by a single (ctntral) source or multiple sources. The tollowmg codes are sug-
‘ : . gested: .
vy _ 1 (‘ENTRAI, - all cooled: portlons of the building are supplied by a’single cooling
' ' source. The. cooling Source may be located inside or owtside the building. '
2 LOCAL ZONE cooling is provided by two or more cooling units; each of which
. 15 designed and installed to functian mdcpcndcntly of the other units as a central
° _coaling unit for a given part of the building; this part of the bulldmg should- bc at
~“least two réoms or more in size. _ : .
X 3 INDIWVIDUAL (ROOM) UNITS . cooling sources that cool singl¢ rooms or por-
tions ot rooms, such as window air-conditioners.
oA -4 COMBINATION - 4 combination of lotal zone and individual cooling units.

-~ 9 OTHER

.t . 29 PRIMARY ENERGY SOURCE FOR COOLING* - The principal energy s()urgcz/g()nsumed
3 ' ~at the school plant for the purpose of cooling. The following codcs arc suggestéd: ’
SR T 1t NATURAL GAS - : *
- w2 lko S - o
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~ Reference e ¢ : ‘ ' T
number - Data-ltem Name and Definition; Data-Entry Code, Name, and Defihition -
3 OIL. o
4  ELECTRICITY . ;
5 SOLAR L ' : i
. "9~ OTHER . o ' o ' c
,}2_60 APACITY OF COOLING. SYSTEM 1 he current outputor rated output of a cooling sys-
e ,,usually measured in British lhcrmdl Units (BTUs). . :
1261 TYI?E OF VENTILATION .‘ The primary means by which air is clrculated mto orout of the
. building. The following codes are suggested: : -
1 , WINDOW VENTILATION- - open windows provnde the only vcntlldt;on in the
' " building: no fans or blowers are used. C e .
2. GRAVITY VE NTILATION ‘nonmechanical duct system for intake and exhaust
“ IM /(.H.AQZ( AL EXHAUST - fans or blowers pull air from bulldmg to oulslde
4 "MECHANICAL SUPPLY - fans or blowersforce outside air into building.
. S. BOTH ME(HANI(A[ E/(HAUST AND&‘[»PPLY _ certain fans orlowers pull
Y ' air ffom building to outside while:8ther fans or blowers force outside alr into
building.’ ' Lo . _ . :
- * i T, . < - . . .,
9 OTHER . RN . - _
L 262 COMBINED HVAC SYSTEM- - An indication of whether the prirﬁdry heating and cooling -
system for the building is in grated intoa combmed heating, ventilating, and. a;r-condmon~
“ing (HYACQ) svsttwe f lowmg codes are suggwted .
I YES _
2 NO : T
263 -SOURCE OF WATER FOR BUILDING The sole or primary source from which the
’ bitilding derives its water. The followmg codcs are suggested: .
‘ o LEA-OWNED - dny water sourcc owncd by the LEA ‘lly a drilled or dug
. -well. - N

2.~ OTHER PUBLIC  the waier source supplying the surroundmg commumty and
. nat owned or.controlled by the 1.LEA.

9  OTHER 1

- SOURCE OF SEWAGE TREATMENT/D}SPOSAL SERVICE FOR BUILDING  The

sole or pnmary source of sewage treatment dnd/or disposal services. l he tollowmg codes are

~ suggested:

I LEA-OWNED  qwned and operated: by the L. EA.

. 2 OTHER PUBLIC  owned and operated by a public body other than the LEA.
R S PRIIV ATE - owned by a nonpubhc cntl{y( :
9. OTHf,R :

-SOURCE OF ELECTRICAL SUPPLY FOR BUILDING - The primary source ofglcctricity‘
- for the building. 'fhc following codes are suggested: - :

‘-"" I LEA-QWNED . electrical gengrating equipment owned by the L.LEA. _
S22 ()TllfR PUBLIC  clectrical gengrating equipment that provides electricity to

s the hmldmg is owned by a public. agoncy other than the LEA, A
- I’RWA re - clcctmal generating cquipment that provndcs clcgt{icity to the build-
“ing 16 owned hy 4 privut& entity. 5 '
9 OTHER ' et
. () )
? A
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L 4

266 - TYPE OF EMERGENCY ELECTRICAL SUPPLY — The type of émergené;' electrical

S

supply that is avaifible to the building, regardless of its location. The following codes are
'. . . i . . - ) . . .

, _ suggested: |
/. 1 NONE R .
' C2 GENERATOR . — : o e

9 . OTHER | | .
267  TYPE OF COMMUNI_CATI&O_N SYSTEMS - Built-in communicationequ‘ip'éd in>

ihstrictional and/or noninstructional _activities. The following codes are suggesNg@i(more

[ than one may apply):

l TELEPHONE - a system of telephones that can be used _f_or'comn’l,ur;ications' -

. within the building. | : " S
' '_2 ‘ "OTHER AUDIO SYSTEM§ -- any built-in equipment other than telephones that .
' may-be used for the seception, recording, transmission; and/ or reproduction of
- sound only. - : e : ' o
3 TELEVISION  any built-in equipment that inay be used for'the reception, record-
ing*transmission, and/or reproduction of television signals. -
4 COMPUTER TERMINAL -~ built-in computer terminals with either printed or
cathode ray tube‘displayy. _ - - R
9 OTHER : ‘
268 - COVERAGE OF COMMUNICATION SYSTEMS® The extent to'which & communica-

AY

tion system cany reach spaces that house instruction or student personnel, and the manner -

in which the communication is achieved. The following codes are suggested:

| SIMULTANEOUS CALL, COMPLETE COVERAGE — a callorcommunication - . ©

. reaches all areas housing instruction and student per‘si‘)nnel‘simultancously. :

2 = SIMULTANEOUS CALL, PA (

- reaches only a portion of the a\eas ho

simultaneously. ' _

3 INDIVIDUAL CALL, COMPLETE

.. reach any_one room housing instruction

.. other rooms. : o _ .

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

5 TWO-WAY COMMUNICATION, COMPLETE COVERAGE -- communica- |

tion can take place between the communication cenrtc,r‘ and any room housing in-

'OVERAGE — a call of eommunication |
using instruction and student personnel

- ~

struction or student personnel,

tan take place between the communication center and some of the rooms housing,
instruction or student personnel, o ) _j :
7 ROOM-TO-ROOM COMMUNICATION, COMPLETE COVERAGE - ¢om-

munication can take place between any two rooms thaPhouse instruction o‘ient
personnel, and/or the communication center. " N

. o “ ) ) (;().' .‘ ) . ¢

" PROPERTY ACCOUNTING

'3 BATTERY - e ' " (

VERAGE —"a call or commumication cart¥
r student personnel without reaching

Vi
.\ 6. TWO-WAY COMMUNICATION, PARTIAL COVERAGE - communicatioh.

]
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Reference . B N
- number - Data ltem Name and Deﬁmtron Data-Entry Code, Name and Deﬁnmotn

.8 ROOM TO-ROOM (‘OMMUNICATION;PAR'IIIAI COVE AGE ——communi-' ’

" . .c4tion can take place betwéen rooms that house lnstructlon of student pefsonnel T

and/or the comfnunication center. but only for a portlon of. sueh rooms.

>~ . - 9 OTHER

: 2_‘69 SAFETY AND SECURITY SYSTEMS —_ Burlt -in equipment or systems used to detect/
-and/or- deter the- occurrence of fires and/ or other public safety or security problems More

S - than one data entry may apply to a burldrng The follomng codes are suggested

- L
( . l..- FlRE ALARMS - a netwdrk of dewces that can be manually trlggered 10 B,Qll a

warning signal>when the amount of heat or smoke. m the immediate vicinity rises
_ . pasta predetermrned level :
e T3 AUTOMATIC SPRINKLLRS — a network of dcvrces usually mounted in ceil-

_ \ o lgs that spray water when the amount of heat i in the |mmed|ate vicinity rises past
IR : a. predetermlned level. . : -

. arning signal. . : N\ |
L HEAT/SMOKE DETECTORS —a network of devwes that automﬁtrcally emlt\ 3

supply. . . N

S FIRE PROTECTION \VATER SUPPLY — avallabrllty of sufﬁcrent amounts of .-_ .
' water, over and abovp that required for normal Operatlon of the building, to flght.-, N

L fires-that may occur in the building. .
6 FIRE EXTINGUISHERS — devices, typlcally portable contalnrnga llquld ordry -

" chemical substance under pressure to be used for fighting fires that occur in the '

: bulldrng (fire hose cabinets are excluded, see data entry 4).

L ‘summon pollee or firemen, excluding telephones ‘
. 8  BURGLAR (INTRUSION) ALARM(S) — a device or network of devices that

«mit a warning stgnal when the doors, windows, or other entrances to the building

_ to which they are attached are tampered wrth
9 OTHER

B v : . -~

NOTE ,;\n LEA may wrsh to extend this suggested codlng scheme to also indicate the extent to which -

. existing salety and security systems cover the building. For example whereas the.data entry 4 would

stmply indicate that automatic. sprrnklers were presefit in the building, 40 could: be used to indicate that

* the entire burldmg was covered, while 45 might indicate that only a portion of the building was covered.

There &e many other options, depending on the. ‘information that the LEA wishes to record.

For gadWsafety or securlty system rndrcated in data item 269, LEA's may wrsh ta rnelude a corresponding
datd/ of last inspection.

o\

LS

20 AVAILABILITY OF SIMULTANEQUS VISUAL AND AUDIBLE WARNING SIGNALS
-~ FOR USE IN CASE OF FIRE — _Availabilify of separate or combined systems for warning
both sight-impaired and, hearing-impaired persons of fire. A ‘yisual warning signal may be a

sign that ﬂashes on and off.* The following rodes are suggested:

2 No N .

Data item 270 is ndapted from form Oﬁ/CR 102, DH EW/Ofﬁce of Educatlon/Ofﬁce of Civil Rights.

J f\(,(a..“. P

. .
L A - “

S 4 FIRE HOSE CABlNETS - cabtnets ‘usually wall-mounted, contalnlng a hose .
/ - : ‘. connected to the water supply of the building or to a speclal fire protectlon water__

"7 POLICE OR FIRE CALL BOX(ES) — a device or devices that can be trt&gered to ..,

N
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Refetence :

+ ' number Data- ltem Name and Defmmon Data Entry Code, Name and Defra‘ron

200 Serles. gUILDINGS —_ Contmued \v-
C — BUILDIN(: RE;’HIR AND MAINTENANCE INFORMA TION —

271t EXPLANATION OF B‘LDING REPAIR OR MAINTENANCE WORK PERFORMED

~— The type of work performed; and a description. of the portion of the building on which the i

work was perfoarmed (roof, walls, floor, HVAC system, eleetrical system, etc.).
272 - DATE BUILDING REPAIR OR MAINTENANGE WORK COMPLETED - The date on
. /whrch repair or maintenance work was coinpleted, expressed in month-date- -year form.

< 2713 Y COST. OF BUILDING REPAIR OR MAINTENANCE WORK — The cost, expressed in
: g dollars, of repair or maintenance work performed on the burldmg This cost figure does not
include the costs ot modrflcatlons (alteratlon renovation, or remodelmg) toa burldmg

' _ -—ALTERATION.' RENOVATI AND REMODELING-— :

OTE — Data items 274, 275 276, and 277 apply to each separate alteratlon renovatron or remodelmg

' ngmﬁcam cost 10 the’ LEA, If-a- ‘pafticular alteration, renovation, er remodeling job causes any data
recor’ded elsewhere in the LEA's property dccounting system to change these. data should be revised,

~274: ' EXPLANATION OF BUI MODIFIGATION <~ A brief descrlptlon of -the type of
alferation, renovation, or re elmg work done, mcludmg rdentlﬁcauon of the portlon “of

g .~ the building affected.

'\-: . alteration, renovation, or remodeling was- completed

276 COST OF.BUILDING MODIFICATION — The cost, expressed in dollars, of alteratjon,
_ o renovation, or remodeling work performed on a building. This cost frgure does not mclude
N the costs of repair and mainteniance to a building.

277 ' SOURCE OF FUNDS FOR BUILDING MODIFICATION — The agency governmentalor
"7 atherwise, which approprrated the money used to alter, renovate, or remodel a building. This
item ‘should ,be compatible with_the source-of-funds dimension used in the L’EA's financial

. _ accountmg system There may be more than one source of funds for a given modlﬁcatlonjob

. o~ s DISPOSITION OF BUILDING -~ ¢
NOJE -= Drsposmon -data are typlcally not part of active bulldmg ﬁles but should be.made part of his-
torical building filme.
278 REASON FOR BUILDING DISPOSITION — An cxplanauon for the. drsposmon of a
buddmg The following codlés are suggested '

f TECHNICAL OBSOLEBCENCE - no longer useful or no longer efﬁcrent be-
. cause qz‘ new technical requirements for buildings. -

NO LONGLR SERVICEABLE - worn out beyond serviceability or repair.
NOT COST EFFECTIVE — less costly to dispose of than to maintain.for use.
END OF LEASE - termination of lease agreement. -

LOAN RECAL.ED - temporary use.of building.terminated.

. . - ‘.'_ . . ) .

t‘j
. - -
LAV TN R R v

ob. All four data items should be completed for each such job that significantly alters the building or has

T e 275  DATE OF BUILDING MODIFICATION — The date, in month day year form, on whrch _

)
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DR ,Rcfcrc AR TR R
E ", num Data-ltem Namc and Defml‘ﬁon Data [:ntry Code, 7\Iamfc “and Detlmt{on S
R ‘- . ~. “/.. o A W o ~. . - .
o o6 (AMIAI;’IY IQSS LS destroyeﬁ or rendered useless by a casualty, such as hre, .
w0 DT lood, or eatthquake! e ~ ¢t
R A r}() LON(.ER(I*JLLDED BY. LLA /\ _ S " e
\\ o “ 9 OTHER- V7 g L e e
o 279 . DATE OF BUILDING DISPOSITI N -—'l'he date on whlch the. dlsposal ofa bulldlng was .
Mo & complcted, expressed in month-tlay-year form, :
20 METHOD OF’ BUILDING DISPOSITION 4 The means by which a bulIdlng is dlsposed
g o N Ihe foliowing codes are suggested:” '
‘ '“»"a . ' f_ ' . - SAL E reIeased for cash or other valuable cons:deratlon
PRI '_ L2 GHT };e‘ledse‘d wlthout recelvmg pdyment or other conslderatlon :

) R .+3 . RETURN TO LENDER OR LESSOR:-- released to the entlty that. ongmauy
I f--dOnat’ed Ieasedq or rented the building to the LEA. K ‘
™, o ' 4" DEMOL I&UON purposetul destruction by-tI\e LEA or its contractprs .

SR 9 owER ‘ ' : L T
Fiv 281 - NET‘PROCEEDS FROM BUILDING rP‘OSITION The dollar value recelved fromthe /
-_ “disposal of a building. - |
o Yo 282 2 RECEIVING FUNDFOR BUILDING DISPOS?ION PR—OCEEDS The fund mto hich - .- B
I ‘3'3- R thc proceeds from the disposal (ﬂ a bunldmg are depo,sﬁed This data-item sbould be com- )
_ "" patbeL with the Source of Funds dimension used in‘the LEA’s financial #ccounting system, -

" lhere m&? be more than ofie recelvmg fund Ior a glven dlspoml transaction.

oY ou Hm POT mmll LY USEFUL BU!LDING-RE! ATED DATA ITEMS

v
. -

*I he toIImymg lm has been 1neluded db a source of 1deaq for dcvelopmg addmonal data items for'a build- _
- mg 1nIormatmn hle This list is not exhaustlve other possnbxhtles éxist. : : ‘ _

-'_"f,,?, - 4% e FELEPHONES (number of liiyets. jacks)

5 & EL FVATORS(number type) _ D , -
<. . % MASTER CL.OCK {yes, no) - S e .
G e HRE INSURANCE RATING. - . e
¢ ROOFAREA, .= - - - SECEUUREREI ~
,;" ‘e K ,ROOP ‘WARRAN IY (lermma!loﬁ ddte) - "i): e
e dQNDITION DP BUILDING | SR
o . PORII()N OF BUILDING HH\TED/COOL ED _ '_ . o Ca
o e MECHANICAL AND ELECTRICAL'SYSTEMS (date \f'installation. date of renovation, ér re- -
‘ placemunt date”of inspection) T ae o
’ d e ' EMERGENCY LIFESAVING EQUIPIMENI (type. locauon) o
' .' ‘o (OMPLIANLE ‘WITH CO[)E& AND STANPARDS (for example, Oceupatlonal Safcty and
' " Health Administration, ¥. S. l)epartment of Lab (ObHA) health department etc) .
Ihe followmg kinds of information may be useful to LEA? s thdtgre considering COllectmg mformauon 'A ‘
. on ‘energy canservation. Asjn the list dbove‘ these are only suggestions; a numbcr of othcr pos;nblhtlcs
* exist. “Also, data items 252-266 dcal with energy-related information, % ST b
¢ it should -be noted that at the time of publication of the handbook littl¢ has been done to standardlze o
_ ene‘rgy-rclated termm(ﬂégy aqd technulues for energy comservation measuremcnt T
o~ _“ L ,3:,-‘ L _ X ' ¢ ' ( o
' Q s $c - : o B - Lo (J“’l '7 ' LI ." (':‘) R
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‘Reference - = . : SR
- numhcr Data l(cm Name and Defmmon Data- Entry Lodc Name, and Definition \.f
\ ST ' ’

.. 200 Serles. BUILDINGS — b Continued

®® INSULAT ION IN ROOF, W@LLS FLOOR" (typc, amount)
® EXTERIOR GLASS (type, amount) "

® FUEL STORAGE CAPACITY;(type, amount)

® ENERGY USE RATING OF‘%UILDING (no standar
® ARE EUEL SUPPLIES INTERRUPI‘IBLE" (yes, Ro,
FLUE ANALYSIS (date of lasfa lysxs results)
ENERGY AUDll" (date of 4ast: pnhiysls results) -

d technique is agrecd upon at thls tlmc) .
type) - v

“¢ b

®
]
»

34)0 Senes. SPACES (w:thu} b?adings)

"The “terny space is used in thls h&gbook to
desgribe the areas within a building. 'A% such, the
~ space concept alfdws¥or a depgrture from the more

: ~“traditiohal ‘approach. -of &ccoummg far the area,

“

within%a bunldmg in terms rooms. B
The concepts of space ! room are closcly*
‘related, but describing a builing in Jmems of spaces
provides somewhat more hcxlbllny room.is *
- defined as a’space enclosed witk walfs or'partitions,
. of fixed or movablé type, that provide an- accepta-
" ble sound barrier. A space, on the other. harld (ﬁ)cs
not have to be boundcd on all’ sude‘s by walls or
partitiofls. Fog-the purposes of thls ‘haqdbook a

space is défined as an atea wnthm@bulldmg that is

Bounded by a floor, a cefling’at lcést 6 feet 6 inches _'

- (1.98 metersyin helght 9 and oh the sides by vertical
planes” that may
, Imaginary (for exazple opcn classroom spaces,
- separated by floor markmgs only). - .

I _many buildings, LEAs will fi nd lt ‘most

_pracncal to follow the tradltlonal hppfoach and
v . . designate cachroom asone space In otfiqs it may

be mare useful to divide 4 room into sevcrﬁlxs X
"(for example, a very [arge’ mampurpose “Fo
"used by several groups of sfudcnts at oncc) o
. some case®™it might”be useful’ to. Jesi
' combination of ‘two Jr gmsre rooms?as space:. Thc'
designation of spaces ? hin_a building is most-

"~ approptiately performed at the jevel of the LEA or'

individual school. The following guldelmcs can_

~assist in identifying and dnstuigulshmg bctween""

-différent sﬁaccs

.

1 Areas with reasonat;}y dnffcrem dcsign fea-
" tures,. fcasonably different types of Bunltvm

equnpment, and/or reasonably dnﬂ;rem po- .

"‘——-—-““-_l—u-“‘
' ocnl ooden fof mlmmur?cellmg heught hke pnoedencc

_,v‘.'

real (walls partitions) or '

a
)

'., outsndc (see’ data ltems 113 IZQ)

- tential uses may bcst be accounted for as
~ separate spaces. °
2 ‘Arcas that(are adjacent and havc similar
design featutes, . similar types of built-in
. €quipment, and/or a similar.tange of potcn-_ '
tial Juses, may best be account-ed fSr as one
space.’
3., Areas separated by’wylls or partltlons, rc-'-
' irdless -of their ‘similarity, may best_ be
~a ounted for as separate spaces.-
An adjunct is a space, usualfy small in size,
which -provides support service to a larger and,
~ typically, adjacent spaca. Examplcs of adjuncts are
closets, storage rooms, drcssmg rooms, ticKet
“booths, and vaults. Ad)uncts are- usually entered
only through the space or spaces they serve, rather
than. from hallways or corridors. The pnncxpal
exception is when offites or other. spaces ar¢
entered from a central reception room, Such spaces’
typically would not be classified as adjuncts even
. though they are entered only from the receptlon
. room. -
In accountmg for spaces wnthm a bulldmg, an

adjunct normally would be acc¢ounted for as partof - ‘

the space [t seryés rather-than as a separate space.
<For cxample sume thit a particular clasgroomis .
00 squa;e feet'i in area and has one aqlommg clofet ..
that is IS square feet“in .area, -for a total of 51§
squarc feet. In this case, 515" would be entered in
“data ifem 302 Fbm“mea of*Space and™15” would

(%emcred in data |tcl?f r Area of Adjunct. .
“While the, 300 Serlésk

1dcs for recording
mformatxoq,a ut areas mn

x ilding, the 100
'~ Series can accommodate mfor on 'qbout ucas

wlthm bmldmxs |
rented or \he se comgrollcd by

e .
-
N v £
R s
C e e
p
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. Reference . * . R o .
. - number Datd-ltem Name and Definition; Data<Entry Code,. Name, and Definition

©

300 Series: SPACES (within buildings) I

' ~ SPAQE IDENTIFICATION — .~ . (
. - Y '

. . *d
B

’ . ] . . . ) ) ) ‘ .
SPACE NUMBER - A numerical designation of a space within a building: This data item

" may be‘renamed “ROOM NUMBER" if an LEA LhOOSCS to have its space dcslgnatlons cQr-

rcspond directlysto existing roems. '

LY

* a.

.é'.;:- -{1:
- DE SIGN QHARA( TERQTICS -— :
- . -., - Ny

FLOOR AREA OF A SPACE Jl he total area in quare feet (square metcrs) measured be-
twéeh the principal wall fa sg!; ‘of near ﬂoor Icvcl plus wall case or alcové spaces, or both,
opcmng into and deslgncd to serve the' TORY carmd on in'the space. Structural space is
excludpd. Adjuncts that opcn mto and -y ke are included.' See data em 304 (data
pacc See'data item 312, p. 74 ,for the -

definition of Adjunu

SPACE DIMENSIONS - ic approxnmate Icngth width, and height of a space in feet
(metgrs), measured between the prmcnptjl wall faces at or near floor lcvel. plus wall case
and; or alcove arcas. . - e :

TYPE OF SPACE -1 he primary purpose or use t}) which a space can be }n as deter-
mined by its desigrrc characteristics (physical layout and built-in sy& and equipment),

]
]

1
’

- In some cases, it may be ditficult to decide whethgsto ciassn{y a space as’fnstructLon support,
or as an adjunct (a photographic darkToom i 1s a suitable examplc). Often, the diffcrence between instruc-
. tional and support spac¢ is the number of studt._nts the space will accommodate and whether #fge environ-
ment (lighting-availability of necessary equipment, etc.) is suitable for learning. An adjunct may usually
be differentiated fram_pther spades by its small size and the fact that many adjuncts may be entered only
. through the space thcy serve. R

.
¢
. - 4

The following LOdC& arc suggested:

1000 ASSIGNABLE SPACE - a space that can be used by the b.mldmg occupants
' to-carry out their functions” and responsibilities. . Circulation; gustodial,

mechanical, and structural spaces are considercd nonassignable spices for

the purposcs of this handbbok (sce data entry 2000 below). . - .
.. . 1100 ular Ineffuctional Space _ - a space designed primarily or dgclu-.
_ \\ .o : . - syvely for mstructlon bug has no ‘special built-in equipment (such as-,-
CS - ' . (' : wotild be found in % physics or ‘chemistry laboratory, for examplc) ot _
: ' o . ~ 7 other spccxalnzcd fcaturcs that limit its usvo 3pcc|f|c subject-matter .
. R T ! ’ : ST s
B NGt arcas.’ . . s\._._ ¢
- 1200 - Special Instructional bpace - a space dcslgned to serve specialized
TooTel e learping activitics through- the use of special built-in equipment (such
' - .- dsthe smkq and work bc‘nchcs usually1oundmachcmlslrylaboratory)
o~ e SR
. ) '"Adnpted from “American _St’md.ml Method; o[ l)ctcn)‘nnmg ’\rem m 'Schnol Bu:ldmg& * Ammcxm ﬂtxmdardﬁ Asso«.m- )
- -, tran, dnc. (now known as the Ametican Natiosiph Standards Institute, Ing,), New YNI approved Augmt 4, 1958, p 6 -
~ NLEA'$ wishing to collect data on current use df ypuces within a building may wish.to add 4 pew dati clément baseil g, the.
- L. . clussificahon of tunctions in Hnudbook HR, pp. 3949, Wgether with the classiffeation of Sérvices Supporting lnstlucuon P,
A 90-96, apd Sulyeet- Malter Aroas, pp, 151 256, | m Haudbm)t Vl Appcndlxl comamn full bnhhogruptnc rclcrcncén,for thctc hand~
e . b()(’k’ ‘ ) ‘.. K . o . N ) ) . P - .. . ) .' h
’ ! o : : :1-‘_": R /\ G
. ’ .- . R
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30Q Series; SPACES (within buildings) — Continied

L 2 or other special features (such as the natdral gas or LP" gas hookups
! usually found in a chemistry laboratory dr the tiered floor arrange-
e . e ments and accoygtical design usually found in a band room). Instruc- 3
N\ ) BT . tional spaces thal have no such special features or.built-in-eqyipment

¢S
o

. S L 1200 'Athletic/PhysicaI Education Space  a space designed and
) { : A provided with’special built-in eqipment for physical educa-
' - tion activities or for sports an “games involving athletic
_ v . competition, including indoor- igmm' g pools.
- 1202 Business Edtation Space” 4 space designed ghd] or prb-
’ : . o -vided with special built-in equipmént MI conned-
, _ .~ tions for s@ equipment (such as typewriters, calculators,
. ., and business” machines) for lcarning aetivities in such sub-
L L _ -’Ject-matter areas ‘as Business or [)istrtnive Education. ¢
' ' 1203 Family afd Censumer -Education (Home Economits‘s .
. ’ o ~ "Space a spacd dcsigngd and/or provided with special
e built-in equipment (such as stoves, refrigerators, gnd sinks) }
for learning activities involving the varied aspécts of food,
clothing, and shelter, with particular emphasis on consumer
i ~ educs 'ion;mancnt of money, time, energy, and human
' ' rcsogces; and human relationships focused on child growth
N and development, family relationships, and family shealth.
1204 Industrial Arts Space  a‘space designed and; or growded
with special built-in equipment dejéveloping manipulative
) and rlated skills. Industrial Arts spaces include agriculture,
electrical, metal, wood, gchG'rJaI industrial arts, autometive,

etc. -~ .

- L}
L

N . 1205 4 * Kindergarten Space * a space designed .and/or provic?cd
with special built-in equipment for use bya groupor class
that is organized to provide educational cxpcriZ\t@rlbr

. children for the year or years preceding the first gradc.

‘\ Y oY P
' . 130g Mathematics Laboratory - 4 space-designed Ind/or pro-
vided with spectal built-in equipment for fearning activities
in the field of mathematics. - ‘

-
[

B
1207 Media-Based Instgietional l,atoratory - ‘a space designed
and/or provided with special built-in eqWpment for. learn-;
ing activities dependent upon instructiénal media (wuch ‘as
. films, printed materials, records.. tapes, computer-afisted .-
" instruction), for emple, a langage laboratorys  ~

, ! 1208 Music Space a spade désianil'and/br provided with
N spccigll‘huilkin,equipmcntg)r I%mling activitics invalving -
choral,gfghstrumental music.

; : J -
a e . 1209 Planetarium — ¢ space designed and/ or equipped t;nr {&rh-
I { % ing activitics involving the Pprojectio !
. . 3 N .

0{: various' -¢elestial
.« ) ' ; '

o.?'_:’
- o : . i

"

should be accounted for under 1100 Regular Instructional Space. A ko



B

v . i \ ' N » . M ° X
o - ’ N rie :
. . i L * ! .(
- DEFINITIONS OF PROPERTY DATA g 69
" ‘ ) * . . . Ay
Rcfercnce ~ i : , ' .
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\, ~ and/or terrestrial images and effects of a- particular tlme
[
. ~ -and place Qn the walls and/or, ccnlmg of the space. L8

S 1400

1210 Science Laboratory - a spdcc desigoed ang/ or provided
with special ~btilt-'m equipment for ledrning activities in- _
volving student t experimentation, observation, or participa- ~, .-
tion in thc sciences. Science laboratories include blology,
chemistry, physics, generdl scn@nce

1211 Special Instructional Space for Exceptional Children — a
space designed -and/or provnded with spccnal built- n‘
.equipment for providing i instruction to students with partlcu-
: lar physical or mental disabilitics. :
1212 Computer/Data-Processing Spue (lmtructional) —a space
~ designed and/or provided with speclai built-in equipment
*  for, Iedrnmg 4ctivities dealing with the use, opesation, or
mdmtcnancc of computers and; or. pcrlpherdl devnces (tape T
drives, card readers, ctc)

1213 Darkroom (lnstructional). | Jan cnclbsed space degigned

' and/or provided with built-in equipment for Icarning activi-
ties dealing with the printing dnd processmg of photo- '
graphic films and papers.

¥

1214 Motion Picture Studio (Instructional) - ‘a spacc designed
' and/or provided with special built-in equipment Yor learn-
ing activities dealing with the staging and filming of

motion picturces. - R . ; ~
1215 Radio Studio (lmtnlctlonal) ~a space designed and/or
provided with special bwiit-in equnpmcnt for learning activi-

ties dealing with riadio broadcasting.

1216 Sound Studio (Instructional) - a spa&: designed and/or e

provided with special built-in equipment for learning activi-
ties degling with. the rccordmg of sound. - -

1217 Television Studio (lnstructional) -a space(deslgned and/or

provided with special built-in equipment for learning activi-
ties dealing with the productlon of'telcvmon programs.

1299 Other Special Instructional Space - any spccnal instruc-
tional space not givent above. Ny :

Learning Resources Space  a spacc designed or provndcd with
spccml built-in equipment for activitics related to the devclopment
and supply of learning resources (particularly materials and devices)
and for learning activitics. Examples include, if the above criteria are
met. spaces referrgd to as educational media centers, libraries, in-
structional materials c¢enters, and lcarnmg resourocs centers (scc

© Handbook X, Lducational Technology: A Handbook of Standard _

Terminology and & Guide for Recording and Reporting Infarmation
About Educational Teehnology for discussions of these terms).

Muttiple-Pirpose Space -+ a'space designed for a number of purposes

“ that may include both ihstruction and support activitics. -

¢ o

- v
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- 300 Serigs: SPACES (within buildings) — Conti ued SRR

1410,  Auditorium .- space designed and cohstruc‘ed with a built-
in stagé, often having a sloping floor and fixed seating, for

. use primarily as an assembly cenfer. '
1420 - Cafele'riaﬁ"a space designed and equipped primarily for

) 7 T the preparation, serving, and eating' of food. L
- oA 1430 Cafetorium — a space designed for the co_rgbirzed func-
S C ~ tions that might normally be seived by a separatt-aafeteria
. and audi\oriam. T ek "
! o ) , 1440 Gymnallﬁlm a space designed sp.eciﬁcally for the com-

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

<

. 1490 ()ther‘.l.\'l_ulliple-l’urpoée Space - any ’multiple-purpose.
. v - - space not given above. ' ' _ ~
. o N [ . . :
1500  Support Space’ - a space designed and/or provided with special
. \\ builtzin equipment for purposes other than instructio;). C.

NOTE -. Sc;*gral spaces be}pw have counterparts among the ynstructional spaces in da(a enjry 1200 (p.
67). See the note under J(Y Type of Space for distinction between Support Space andf Instructional

Space. / ,
N R B 7 B Computer/Data-Processing Space - - a space that l}b{{hes a
. computer (central processing unit) and/ or ccrtaianripheral
_ ¥ devices (tape drives, card readers, etc.). R
N v S 1502 - Conference Room - an enclosed space (room)__tis\;?gl,pri-
> . marily for meetings and ﬁmilar activities, bur’n_o.t‘fof in-
. . ~ structional purposes. L~ ot
- T 1503 "Darkroom - an enclosed space 'design"@nd‘/:dg;pr_bvided
- © with special built-in equipment for the priritihg and proe
™o » . e f cessing of photographic films and papers.
’ - T 1504/ Equipment Room - an enclosed space designed and/ or
," provided with special built-in" equipment pri arily for the
. y . storage and distribution of instructional eq\?Tme‘nt.
. . o . . Y
‘ 1507 N Health-Care Space — a space designed afid/or . provided
* v with special built-in equipment primarily for the provision
. . o 1l of health-care services. T
" , . 1506"  Maintenance and Repair Shop — a spage designed and/or
, - ) ‘ " » Provided with special built-in equipment primarily for the
o ', tepair, maintenance, or manufacture of equipment, vehicles,
. . | .. 1. Jor other items used by the LEA.
t‘% o R . ‘ 1507 “ﬁlolion Picture Studio -, a space designed and/ or provided

\irh special gquipment for the staging and filming of mo-
tiign pictures. )

) T ‘ 1508 Offce *— a space.designed for a person.or persons worKing
. R i at adesk or tdble and not involved in instruction or learning
T Che o activities, '
St R v o . ~
N < ‘ ~
R - \‘\ . o
i A X% \ 0’/ Y «
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. Data- lu,m Namc and Definition; Data- -Entry Code, Name, “and Dchnmon
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DEFINITIONS OF PROPERTY DAIA : . | P

o

<

- - L

’ ~ Offices include rooms dcsigned or equipped for gthér pur-
poses_which incidentally contain a desk(s) or table(s),sach
as regular instructional space, laboratoncs, or. lcarmng(rc~

o source centers.

1509 - Projection Room -- aqﬁ)ace adjacent to and interfacing with
' a’viewing area and with the necessary design and/or built:

" in cquipmcnt/fov\gr_glg;t‘fng materials on a screen in the
' viewing area ' - -
"1510 -, Radio Studio -- a space designgd and/or provided with

special built-in- equipment primarR@for radio broadcasting.

I511 °  Residential Space - a gpace designed and/or equipped to,
serve as all or part of a regidende. .

1512 Sourd Studio - a space designed and/or provided 'wi_th
. o special built-in equipment, primarily for recording sound. -

1513 Storage Space - a space thatis limited by ‘its design to .,

storage-functions. .
. 1514 Television Studio — a space -designed and/ or provided with

speual built-in equipment for the stagmg and production,

of television _programs. - .

I_‘..l_Sl.S "Vehlcle-Storage Space - a space designed to house or store v

primarily vehicles, such as garages, boa}xouses and airport
¢ _ hangars.

. ‘1580 - General Support Space — a space desxgncd to be ﬂexnblc in
S use; for example, a room that could be used for storage,
meetings, or an office, depending on the needs of the LEA.

,' 1590 - Other Support Space - - any support space not gwcn above,
1900 - - Other Assignable Space —- any assngnablc space not given above.

'.NONAﬁl(.NABLh SPACE "-- any space that is not classified as assignable

essary for the general operation of the builaing including primarthy
circlilation, custodial, mechanical, and structufal space. |

2100  “Circulation Space - space required for physncal accoss to smﬁc sub-

¢ . divisionof § space, whether directly bounded by partitions or not. This
s incliNes corridors, elevator shafts, escalators, fire towers, stairways,

- = loading platform3, elevator lobbies, tunnels, and bndges\KM{used
' for circulation within officé suités, auditoriums, or other assignable
areas are not circulation areas. .

2200 Custodial Space -- space used for the protectlon care, and mainte-
nance of a building, mclgdmg trash oms, guard rooms, custodial
~§ooms, custodial locker rooms, and cu stpply roghins.

. — &y

2300 Mechanical Space - space thdwhouyes mechanical equipment and.
utility serwiges, including air-duct shafts, boiler rooms, mechanical-
service shafts, meter and communications closets, and service chutes.”

q

- ~ 2400 - Structural Space- - space that cannot be occupied or put to use be-

cause-of mucturul featufes of th building, including exterior walls,
fire w.alls permanent partitions, Z‘L nusable areas in attics, basc~

ments, or wmparubk, portions of a bulldmg
w o -

v ) ) .
Kt . hd

-,
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300 Sdties: SPACES {within buildings) — Continued

% + jects that ) ined abové; such a boundary is often formed by, items of furni-
y - ture, s cages, filecabinets, room dividers, desk arrangcmcny.ﬁortable
\- ,\‘ -
_ ye g

. T2 ! : . . . , PROPERTY. ACCOUNTING

Rcfcrcécer ’ S - . _ .
number Data-ltermi Ngme and l)eﬁnitio_n; Data-Entry Code, Name, and Definition - .

2900 Othé§ Nonasf‘sig_nablt; Space - - any non;issignable space not given

T above. : : _ -
305 STUDENT CAPACITY OF A SPACE"?  The number of students that-can be accoommo-
N dated in a space at one time when the space-is being used for the purpose for which it was

designed, according to existing State-approved standards.. Student capacity of a given space
is dependent upon existing standards or policies governing the operation of the school and
- Space In question with respect to three major clements: st udent; teacher ratios, organization.

.

of the school, and the educational’ program for which the-spice was designed and/ .

equipped. Once established, this figure should be changed only when-the standards or poli-
© cles regulating thethree elements are definitely changed or when there is a change affecting
student capacity as a result of additions to or remodeling of the space. (See Capacity of a

D o Space, Student, in chapter 6. p. 89.)

306 NUMBER OF FIXED STUDENT STATIONS Fi.\;‘efl(builhi_n. bolted down) features of a
- . space imiting the number of students participating in learning activites, such as fixed chairs,
. work benches, or laboratory stations. Many spaces have no fixed student stations, .
307 - WALL FLEXIBILITY  The type of construction of a wall-forming a boundary of a Qpacc,

-

classified by degrees~of flexibility or. movability. To provide the maximum information, the -

degiee of tlexibility should be indicated for caclfwall.-_, artition, or othex boundary that de-
fines a space (see the definition of 'space’at the begin&g of the 300 Series). The.following
codes are suggested: e , o , ' ’
I PERMANENT, LOAD-BEARING - a wall that is an‘integral part of the buildi'ng
and without which the building would not stand; such walls begin at the footings
.4and sygport the tloor(s) and/o.r roof, as well as lateral forces. oL
2 PERMANENT,NONBEARING  a wall or other partition not supporting floor($)
and, or roof(s). and dedigned orconstructed so that it can be dismantled or moved

. without significantly altering its Qhapc-or destroying its future usefulness-as a wall. -

3 DEMOUNTABLE WALL, 4 wall or other partition_thui.mn be attached in a
tixed position to a ceiling, floor, and[o‘faribthé_r wall, but is designed to be de-
T ‘Mountable without being damaged:or Tosing its uscfulness as a wall.

. 4 OPERABLE WALL , a wall gr'other partition, usually madé of métal, wood, or

"\\' _ plastics, which is suspended.from a track, moves along the track, and can be

-

Mided or rétfacted, usually-into a recessed storage arca. o _
5 CURTAIN OR DRAPE  a partition made of cloth, plastic, or other flexible ma-
terial, which hangs from the ceiling and'moves along a track. N
6 . OTHER PHYSICAL BOUNDARY < gny-boundary formed by an object or ob-

screens, or planters. & “~7 . . .

o R "IMAGINARY BOUNDARY . g boundary consisting of an imaginary vertical

’ planc (no physical boundary*exists), - -

— ° YO . . . 4 .

. '"Student capacity can be measured in g number of wiys. In k\rcpmg with the primagy_Ninction of property accounting, which

15 to record infprmation about the design chdracteristics of property. 305 Student Capacity of A Space deals with student

capacity according to desgn. | EAs desiring more or (lil'l'chrnt‘drm‘{(m the ot spects of student capacity (such as current
cJa

usé, which may change from semester to semiester und from cJabs to clas] may wigh (o creat®additional data items, See also data item
306 Number of Fixed Student Stations. . - : ‘

N

IToxt Provided by ERI

.
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DhblNii:]Q‘NS OF PROPERTY DA 1A o e o <13
Reference v ' ' o . ¢
® number Data- ltcm Name ahd [)efmmon Dd,ld hnlry (odc Namc, dnd Dehqmon . L
308 TYPE OF \NALL FINISH lhe, type ot matcnal used to flnlsh a wall that forms the bound-
» " ary of a space. To provide the maximum information, the type of wall fnish should be indi-
L ' cated for each wall, partition, or other boundary .that defines a space (see.definition of the
v : term “$pace”™ on p. 66 ). lhc iollowlng codes dre suggested: :
' - 0l. " PLASTER S 3
‘0  CONCRETE BLOCK \ . ] o
o, 03 BRICK L - . ' e
// ‘04  CERAMIC TILE : ~ -
o 05 ‘WOO0OD
06  METAL | . | .
07 - FIBER BOARD . T . . o
: _ .08 PLASTIC e .
Y b 09 CHALK BQARD ¥, . ro !
: - | 10 GYP.BOARD, PAINLED: -
1l GYPBOARD, VINYLEHATED . '
. 12 GLASS SN L . -~
| 13 CORK '
: 99.  OTHER _ _ N
309 ! FLOOR FINISH .The type of material used to ﬁmsh the floor that forms one boundary of
' a space. The tollowmg codes are suggcstcd o - . )
1 CONCRETE ; | e .
2. WOoOD . . '_ .
\"" 3 RESILIENT TILE  includes asphalt; vinyl, and rubber tile- ~ 4 ;> c
: 4  CERAMIC TILE ' L DR
! S TERRAZZO - [ . - | U
\ 6 CARPET .- _ £ T
* ' 7. LINOLEUM: | - T
. "8 MARBLE L :
*9  OTHER .~ e - - 5
310 CEILI FINISH  The type of material used toﬁnisf\ the ceiling of a space. The following
codgs are\suggested: ) - " e
> _ | PLASTER '_ . o~ - oL
: \ 2 AcousTicAL PLASTER e - '
~ea—=~_ 3 ACOUSTICAL TILE OR PANELS - : o
. ‘ 4> ASONRY o . o o o o
T » 75 Moo L ' Ty ~
- .~ 6 . METAL ;o N SV .
y 7 - FIBER BOARD , . E tL
. - C 8 UPIASTIC < Y = 1 T
— 9  OTHER _ '
‘Y 3N TYPE OF LI TING The type of lighting primarily used in macc. The following codes
w. . are suggested: * % , o ,
' [ INCANDESCENT % R . -
2 - FLUORESCENT _ ) - ay " S e
. . 3 MERCURY o . I . : A
"9  OTHER - ' . C .
_ P . o J .o
AN wi d - ‘ -
[ ' : P v




-5 L

% ST : ..~ PROPERTY ACCOUNTING -

Reference’ : : _ e ] A .
.. number  Data-ltem Name and Definition; Dﬂm-\f")f_{"}' Code, Name_. and Definition ,
" 300 Series: SPACES (within buildin}s)‘-_- Continued e
o ' — INFORMATION ON ADJUNCTS — . - . = *

<'312 - TYPE OF ADJUNCT - ‘A spacefusually small in size, which provides support service to a
ST larger and, typically, adjacent space. Adjuncts are usually entered only through the space or”
spdces they serve. rather than from hallways or corridors. An office or.dther space that can
_ -only be enl‘Lc_d from a reception room is not an adjunct, See also the discussion of adjunct on
. . ' . : Co- . : ’ a
R p 6,6' - : _ N . B -J
' NOTE. . In some cases, it may be difficult to decide whether to classify a space as a Suppgrt Sp'a_'ce‘ (data
. entry 1500, p- 70) or as an Adjunct Space. Adjunéts usually may be ditferentiated from otherspaces by
their small size and limited accessibility. ° ' I . Lo

The following codes are suggested: B ﬁ _ S
"l STORAGE ROOM - a.room with special construction limiting the use of the

room to or making it best suited for storage purposes; included are closets with '

welvcs and coat racks ‘or poles, vaults, and other $pecially constructed storage
~ E N ; . :
rooms. , i :

awer fixtures,_uw‘%lly‘having at the most one or two of each ¥Ind of fixture. -
By | ROOM - a roomydesigned, 6t provided with spegial built-in equip-
g*\o Wctivities specifically in support of the space $ (and through
‘wilch it"cdh be entered), incliding such roomyas clinic bed oqhs, dressing rooms,
\ y hearing®est tooms; press boxes, snack-hars, and ticket bod & '
. .4 GENERAL PURPGSEPADJUNCT — a room qualifying as an adjunct but having
no special design or purpose limiting its use, and thus being usable bs a storage
room, support room, os for othér purposes. | S
9 . OTHER - ' ]. -

313 FLOOR AREA OF ADJ'\JNCT ----- The area in square feet (square megers) of an adjunct. Ad-
. ‘junct space i3 measured between the principal wall faces at or near floor level, plus wall case
or alcove Spaces, or other, ‘opening into and Qesigned 1o sérve the activity carried on in the
space. See also data item 1312 Type of Adjunct. o

. L 2 .

{

w

-

. . D

~

. “ . S . C ) . . Lo '
. . OTHER PO’TEENTI‘AL'LY USEFUL SPAC_EfRELATED DATA ITEMS . b

. . . : . - R A
The following list has been included as a source of ideas for developing additional data itenfs for a spiee-
rinformation file. Also, data items in the 200 Series (Buildings) are another source. The list below is pot
exhaustive; other possibilitics exist. Co Y . A
~® TYPES OF COMMUNICATION AVAILABLE -- (telephone, spcaker,_ o*bination, prograh,
code call, computer terminals; one-way, two-way) ' : - - -
‘TELEVISION AVAILABILITY - (television reception,: program origination) _ _ :
LIGHTING LEVEL AT DES‘K TOP —- (average foot candles at desk level, under severatconditiohs) -
:EXTERIOR CONTROQL OF NATURAL LIGHT --. (sunscreen, exterior baffles, exterior louvers)

INTERIOR CONTROL OF NATURAL ngblﬁ_'(d rapes, venetian blinds, baffles, single roll shades, _

«
T e & e e
d

“double roll shades) W .
‘. . RN - . . A

,

..
s

§TE TOILET/BATHROOM & room with built-in lavatorypilet, and/or
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" DEFINITIONS OF QROPERTY DATA ' , R o } R 75
* : Reference - D ' g ' -
S nummber - Data-ltcm Name and Definition; Data-Entry Code, Name, and Definition
~ o '

e VOLUME Ql- bPACE (cubic feet or cublc mctcrs)
® AREA OF WINDOWS (square feet or square meters)
o ! TYPE OF GLASS |
' NUMSBER OF 110 VOLT-RECEPTACLES ' - =
'NUMBER OF220 VOLT RECEPTACLES S _ I
- PROJECTION SCREEN BUILT-IN (yes, no)- N — \
' CABLE TV CONNECTION (yesano) SR o |
LINEAR FEET (METERS) OF CHALKBOARD .
SQUARE FEET (METERS) OF TACKBOARD ' e S
FIRE HOSE EABINET (yes. n\ or number) ) _ f - e
FIRE Ab@l& PULL STATION (yes, no o number) |
FIRE DETECT Olﬁ (ycs, no or number) .
 AUTOMATIC SPRINKLER (yes, no or number) o : v
NUMBER OF FIRE EXTINGUISHERS S
'NUMBER OF GAS OUTLETS '
NUMBER OF COMPRESSED-AIR’ OUTLETS (and PSl avanlablc)
NUMBER OF FULL LOCKERS ' T g
® NUMBER OF HALF LOCKERS . ' R g
. —.#._NUMBER OF SHOWER HEADS ;, B .

13

. NUMBER OF DRINKING- FOUNTAIN BUBBLERS
e NUMBER OF SERVICE SINKS - ) -

The following kinds of information may be useful to those LEA s-employing a maintenance schedulag
system. As in the list above, these are. only suggcstlons. a number of addmonal possnblhtlcs cxnst

® 'DATE ROOM LAST PAINTED - . S
_® DATE WINDOW BLIND LAST CLEANED = . o .
* ' DATE LIGHT BULBS LAST REPLACED - -~ - " .
® DATE FLQOR COVERING LAST INSTALLED o .
e DATE ACOUSTICAL CEILING TILE LAST INSTALLED . ,
® DATEFIREEXTINGUISHER ANBSAFETY EQUIPMENT LASTSERVICEDOR REPLACEL, ‘
o DATE DOOR LOCKS LASTCHANGEIB L /o ? e E

8

—

40,0 Series: EQUIPMENT —Continued Under normal conditions, o:q?e including?

-,

_ _ reasonable care and maintenagice, it has an
An eqmpmem” item is a movable or ﬁxcd : anticipated uscftﬂ\pfc of moni than | year, '
: r n ment,’ _
| unit of furniture or furnishingst an instru a 2. 1tis of significant value; gy
machine, an apparatus, ot a set of articles that ) :
meets all of the following conditions: . 3. It retainy 1ts‘ original shaplf’and appearance
. : o ’ with use; ! ,‘ -
o A demied Tcuion of equipment js contained in chap- .4, It is nonexpendRble; thaily, if the aflicle is
: atalle 3C on o 1pment Js co ) ’ . .
+ tef'7 together witif criteria differentiating equipment from : damlrj or some of its 3 3‘3".!0" or worn
supplies., . out, it"is usually mor&: casible to repair it
. . l/ E’ ~ ;‘ o )
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‘than to repldce it with an entirely new unit;
and _
/ .
5. It does not lose its identity through ingor-

pgration into A different or more wmplex
“uhit or substance.

»

The data items in the 400 Series apply gener- °

fally to bgeh built-in and movable's equipment,
with the exception that data-items 422, 423, and
424 deal with items under group control and® .
rarely will be applicable to built-in equipment.

A further consideration for using the data items
offered in the 400 Series if that certain data |tems
apply primarily to maJ& items of equxpmcm
(equipment items of relatively high value, for

which the cost of keeping detailed equipment .

records is easily justified), while other data items
apply primarily to minor equipment items (equip-
ment items that are relatively low in'value and that
do not warrant detailed equipment records). o

_ Experience has shown that accounting for
equipment s an ‘enormouy task, particularly
when a new property accoupting systeni is being
implemented and cquipment data are being col-
tected for the first time. Operating a sophisti-

— »
BCritena dlerentiatiog built-in equipment<from movable
cquipment are-{patyined in shapter 7. p 99

. . vy
- '

PROPERTY ACCOUNTING

cated eqlllpment accounting system can be time-
consuming and gostly particularly if it is a manual
system (without ‘the aid of computers or account-

ing machines). For these reasons, LEA's should

plansand justify the’creation or revision of equ1p- '
ment accounting systems carefully.

Not all equipment “accoynting systems “will
have the”same features. Some LEA's will chgose’
to accognt for all equipment, large and Wmall
Other LEA’s may choose to “account - only_fol

-major items .of equnpment (equipment items of

significant. value). On the other hand, .sonie
LEA’s may cheose to record all or most of the
suggested data items for each piece of equipment,
while other LEA’s ‘may choose to record only a
few /data items per pigce of equipment. Regard-
lesyof the size or-format of any J.LEA’s equipment
accounting system, each systefn should.be de- -

signed to pr(')vidc the essential' data ‘needed for =

proper equlpmcnt mandgement and control in
return for reasonable expendlturc of time and
money. '

When rccordmg data that can change from
time to time, it may be useful to also record the
date on which. the data were collected. Users can .
then determine how, timely the data are. Data
items to which-this'may, apply are 412, 413, 414,
427, 428, 430, and 433.

1

or ”. o )
Reference - =" ”
number Data-Item Name dnd I)cnhmon Ddtd Entry Code, Namc. and Decfinition .-
400 Series: EQUIPMENT
: AR
’ —_ PQUII’MFNI IDENTIHCA TION. —

'EQUIPMENT TAG NUMBER .

>

A uniquc reference number assigned to an item of equip-

ment-owned or controlled by the 1.LEA. For items under group control, the Equipment Tag

Number would be the

‘under grotp contrg

402  EQUIPMENT |

me for all items within the same group (see discussion of equipment
~LQ0 of chapter 7).

VENTORY NUMBER

A reference number assigned to an item of

equipment with a patticular style, use. supply source, or other common characteristic.

Identical equipment items share a common Equlpment Inventory Number. Such numbers

, are used primarily for items that are stocked or warehoused by the LEA for a slgvlflcant

. _ , amount of time before being pldtcd into service._Also referred to as a stock number.

: . _ . L

, ~"VERAL DESCRIPTIVE "ORMATION —

403 EQUIPMENT TYPE'S~ A series of categories that separate equipment into groups accord-
ing to similar functional or operational chatacteristics. (A further subclassification of in-

-

. I‘-L)Opdndlng -on the coding system una by ‘the LEA, it is possible to incorporate the data-entry codes suggested i 403 Equlﬁ;

ment Typs #nd/or the Information suggested in 404 lquipment Descriptlon lm}y the Equipment Inventory Number delcrlbed
Indataitom 402. | . J

ERIC- .~ I A




DEHNI'l'lONS OF PROPERTY DATA.~ - \\ o . . o.M

eference s

A numbe_r Data-Item Nam\:nd Defmmon Data- Entry Code. Name and Dcﬁmuon ‘
o AN structlonal equipment lnto more spccnflc bategones IS avallable on pp 64-[00 ot Handbook
- X.!%) The following codgs-are suggested: . .
a 1000 'lekI‘RUCTIONAL EQUIPMENT — equnpment used/{n the process of in-
. . struction or im*its production, reproduction, transmission, or display. Instryc- .
' ~ tional equipment is classified bclow in terms of devices, matenals and furm- '
> . . ture*and fixtures, ~ :
' ’ . ..1100.. Instructional ‘Device — mstructlonal equnpment wnh mechanical,
e Ry _' o .moving parts and/or electronic or -electrical circuits. Hand tools -
' . S ~ without moving parts are included when they qualify as equipme
; . ) (see equipment cmena in chapter 7, p. 98) and are | tcndcd ol
X T .. -, insguctional p rposes. Kits consisting primarily of dev at
o ' : than recorded materials, such as tool kits, should be classified under
the type of device that ‘predominates. Kits consisting primarily of ¢
‘recorded mmaterials should be classified in the 1200 senes of data
. ”nes .. : _ S
' ! 7 IT10 Audio Device -— a device used for the reception, recording,
St . ’ : transmlkslon or reproduction’ of sound (only), such as dn
. ./ . audiotape recorder, rady receivet, mlcrophone or loud-
L - - speaker ) :
1120 - Computer Device — a device or cohlbi_nation of devices,
otapable of accepting information, applying prescribed,.
pricesses to the ifformation, and supplying the results of
the dpplication of these processes, all without human inter- . 7
ventign; including a ‘computer and all the devices that = (
. epabld\a computer to perform its task, such as a computer '
. ~terminal N
’ 1130 Graphics and Graphics Reproduction Device — a device
o s g I _ - utilized in the production and reproduction of graphic ma-
_ o ' térials, excluding computer devices, but including such
. o ' ' : devices as copiers, offset presses, and dry mount presses.
AN ‘-\ . L L 140 Efectronic Display Device — a device used in the praduction
R 3 Ve ‘ and electronic transmission of visual images and sound,
N A -_ ' _ excluding computér devices, but ircluding such devrces as
- ' ' _ 'tclewsnon receivers and videotape recorders.
1150 Photographic.bevice — a device used in photographic pro-
~ duction, either still photography, motion picture photog-
: : , raphy, or microfilming; mcludmg ‘motion plcture photog-,
’j R e . raphy with sound. .
' o o 160 - Projected and Magnified Display Device —- a device that
_ - | enlarges or mggm{ms visual images for viewing, such as a .
' * . filmstrip proj'c:ctorl glide projector, micgpform viewer, ovedd . «
* . hoqi projector;"or motion pictuce projector; may havc pro-
) vision for sound accompaniment. - S :
. 1170 Physical Display Device -- a device to Wthh |tems to be :
Y, | K " displayed are attached or on which mformatlon is written, /
o " Ce - ;. suwhasa bulletin board, chalkboard, or magnectic board.
: Ryl blt.)li()gmphic'jnforn.uilmn on Haridbook X is contuined in appendix L. ' s . .' * i

Ef!-;g
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78 ' o o : . 'S PROPERTY ACCOUNTING
.t : . -:V N f. . N '
Reterence . . , g L
- number  Data-ltem Name and Definition; Data-Entry Code, Name, and Definition, - -
¢« 400 Series: EQUIPMENT — Continued o
L K - 1180 Subject-Matter-Related Devicg -- a device, peculiar 10 a. -

: T - - specific subject matter or content amM not classified above.

‘ Devices not limited by design 10 just one subject-matter

c area should be t'lqssified in data eryries 1 I-‘IO-‘I_I 70 when-

- . . ever possible. . o S
- . - »

‘ _ [181 . Art Equipment - - for ekample, potter’s wheels;

_ . ™ *kilns,- caséls, and other equipment tor activities

C“ : . such as metalworking, we_aving, drawing, paint-

_ /',; Do . ' o ing, printing, modeling, fom_nng, carving,* and
. -t _ ' + constructing. . - A

K EEEN - 1182 Business Equipment -— for-example, typewniters ,

' _ : - and calculating machines. 7
_ £ + 1183 . Driver Educatior’ Equipment - for e)AL'mple.autw
. . . mobiles, and automobile and traffic simulators,
: _ 1_-]84 - Homigmaking Equiprent -, for ex‘ample. ranges,
. ' _ - household tools and utensils, sewing machines,
- : B C and_pr'essz'ng and ironing equipment.
it T \\ 1185 Industrial Arts Equipment — for example, weld-
. ) ing apparatus, lathes, power saws, and hand todls.‘|
. / * : ' . i ' L
/ ’ ! 1186 * Music Equipment - for example, pianos, ins‘tth_~
. " ments, and uniforms, oo
. . ’ . e . ) . ! . .

. . o o ’_1187 Physical Ediication Equ!pme.m -~ fpr example,
I R oo T ., Baime .equipment, gymnastics equipment; and
" “ x0T W v equipment for physical rehabilitation. :

L e N B T Scientific Laboratory Equipment — for example,
. L . ~ . - . utility- outlets, bunsen burners, microscopes, and
. . e .. 7 . X . . N

_ . _bQFa,n_CS:.?. o el N
“ o 1189 Other Subjec‘t—Matgés&clated Device - equip-
) ) e ment *for, subject-matter areas rot” given above.
. _ PR § [ | I Qthér Instruetional Device — any device .used for instruc-
:\ S tional purposes, not ‘classified above. LS.
' 1200 Recorded Instructional Materials'” - instructiona! materials that are
. nonmechanical in Mature and are ready for use in the instructional
o process, usually with some sort of content or instructional message
incorporated into. them, : . ’ _
. ’ ! . \ v’ . .
1210, -Audiorecording Materials - materials ‘on which sonﬁ‘d
- . (only) is stored and can be reproduced (played back mechah-
- . . . ’ IR [ i

. . .

""Han#book X. pagd 17_defines grateriais in the s#tne manner that supplies are defined in chapter 7 of this handbeok. However,
several-items classified in‘Handbhook X as recorded'Tnstructinnal materials, such ag library books, certain shops and laboratory
models, and certam globes, might well be classified as equipment. under the definition in (his‘handbopk. Since the clas¥ttication of
* these items ax either supplies or equipment is not entirely. clear, classification 1200, knstruqionnl Materials is presented here so that

each L.EA choosing to account for thede instructional matcrials s eqyipment can do <o, In detarmining which instructional faterials
are to be classified as equipment. use the criterigeand accompanymg discussion of- this topic presented in chapter 7, pp. 98-99 .gsq
guide Full.bibliographic information on Hs(n;(mk JE is contained in appendix E. ‘ ‘

- _ LY

“
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D T
. DEFINITIONS OF PROPERTY DA'TA ) o . ; 19¢
. 3 . . w . P . L4
. ’ ; oL h o . : y . . ) . . &, P
_ Rcfcrence - : ’ ’ ‘ ‘ﬁ S 1 S

‘e EL " i
- numbcr Data- ltcm Name and Deﬁnttron [)at/Etrtry Code. Name, and Deﬁmtlon L

. -
v [ A b -

. B - S D w ,1call; and/or clectronlcally) such as’ cqrtam prcrecorded
, . . :

S - ) . records and tapes. v . . P _".. o ‘

A S 4 I220_"_’ ’ ‘Computer Materials - materials 1ntended for use wrth a ten
o compuder, either as input or output, such as prerecorded o

_ : eompﬂﬁ:r tapes or sample prlntoutu T

. , 1230 », ,blectromc Display Materials —-"materials on Whlch srgna’ls _

L ' . o ' - 5 are. recﬁied for use. through electrontc display™on a cathode "~ » -
' - o . .+ ray tulft, usually televmon cxcludmg recorded materials '

L ) S ~ for computer owtput on a cathode ray tube, mcludlng such .

PR S .. items as certalt:‘vrdeotapes videatiscs, or video cassettes..

Projected and Magnified Materials — recorded visual mate-
rials intended to be enlarged magnified, or pro‘&cted for
use, including such items as motion picture films, holo-
graphic mat}ials filmstrips, and microforms, «

‘

', "Printed/ Pictorial Materials - two-drmenstonal materrals
‘ L s , S o awrth verbal or pictorial- information that do nof usually re-
o - .7 quye special equipment or magnification for use, 1ncludlng

S bt)oks (usually not textbooks).

Y

- ‘ 1260 '4 Three-Dlmensional Materials — maferials that are most
S T T easrly olasslﬁt,d in terms of their three-dimensidnal, aspects,
B N \ . ¢ including certain shop and laboratorx models, large globes, .

’
\

_ N exhibits; diordamas, and other realia. ~ s
- ' S 1270 Multimedia Kits - a collection of recorded materlal's from

AR}
[ ]

5 - L . “<two . or more types of media. Kits consisting of recorded ..
L L R - " materials -of the same type ~should be recorded under their
) AN T ' appropnate data entry, 1210-1260 0. - e
15 R o . ‘ . "' E .. , ) . .( N . s ) ' .
. - Tl 1290 O’ther Recorded lnstructional Materlals - any recorded
© s - . e L-w instructional’ materialy qualifying.as equipment (see chap- R
T D ' ter7. pp. 97-10M%and-not classified above. o '
DA R . l‘i)() Other strugtional Lquipment - any mstructronaJ,equrpment not
.. . . elamhcd ahove. ’ SR
R ] 2()00 . OTHER _ QU"’M[LNT Q;GQulpmcnt not classlﬁed ,underdata entry K00 as
gl o e inst/uctipnat equrpmcnt DL
. Y ) ., 'Y .
T I " Z_IO() "{" Fueniture * .. equtpment used foy srtttng. as a support for. wrltlng‘

" drawing, exptrlmcntanon. and work activities; as storage sp chor
: materlal items; or for decorative putposes; including all furniture g
‘used for fnstruction unless classified elsewhere under data entry 1000

N | Instructional Equipment (particularly under data cntry 1180 Subjéct-
- ‘.' :'Matter~Rclated Device). o~ v

22()0 hMachw:nd Apparatus equrpment that transmits or modifies

. o

: yd'orc\c’

tion so as to péfform some desired kind of work, usyally

A ¢ camposed”of A complex combination of parts; excluding vehrclcs and
o ahy anehmcnv or gpparatus classified under data entry 1000 Instruc-

’4:. /}\ -tional . Eqmpmenta Equlpmqpt used for both instructional purposcs
"t fiftpoke i purposes, such as.a eomputcpshouldzbe accounted for

under, the classrtrcatlon bkt descrrbmg ity n'?nary use. , '
. T Wy . '




‘ 80 e T e P e - PROPERTY Acégu#r'lNG'
B J_-- o e . ._ ... ‘__,.‘ .. : R U_ . RTINS X ) '_._.:‘ :-'V g .'0 . " -. . :‘“ Ce ‘ .. “
Rcfcrcncc R ‘- 7. ' e K RN A Y St T
, numbcr Data ltem Name and. Dcfmmon Data Entr ¢,’Name,-ald, Definition - <% _*+ /= 7 %
.. ('. . <Lt " P '-__~ .
s 4oo Senes EQUIPMENT" Contmuedl LR Ne e
- L -'.- N 2210 Hand Tools - msttumdfs, machmery. and apparatus that
RS ALY . . : . may Ue plcked-. up in g‘bcnhands and/or moved .as |nd1v1dual~ _
' . e o units uring; the perﬂ)rmaqce of their primary funt;tlons,‘ ‘
c » . o L T such "3$ QOweT . m0wcrs, vacuum cleaners drills, and wrench 0*.‘
T R S SEIRY B - -
;1; ; ¢ R o 2220 Bench ‘Desk, ornbor Muchmery (Ofﬂce)‘lmachmeréy and -
" R , . [ . . , . [
e o LI sb\ apparams that u'xgtfer normal operation, remains- statronary
L e S 8N a Uﬁx}h desH‘ r'floar durmg opetation, and is typically
; \, S ) T

used m an affice Environment (rather than, for instance, a,
repalr s}wp), such. as typewriters, calculatmg machmcs ‘and

R N D ,’ . duplicators. * * R
: Tl I . - .

’D'C‘ _ 2230 Bench. Desk, ag, Floor Machlér_y (Nonoffice)w'machmery -
A LT o ' .,and apparatus that, under normal operation, remains sta- -, . .
) {?')':ii‘;;_j, N ", - . tlondry on a bench, desk, or floor during operation, and is = -
B SRR A \ ", normally ised in an gnvironment otherthan a&aofﬁcé,on,an" I
. > I ‘ mstrucuongl settmg (such an cnylronment mlght be a repaxr R
A .. shop, for example) . e e (Y . f)
Coo L I, L ' 2240 Heavy Constructlon. Maehincr' - sclf—propelled and
Y N T r attachment- “type machmery or apparatuy t ag i frused in S
B R : . ) heav{' constructgtm work, Such ds excavatin consti‘uctmg . e
" 'Q\;\}}_ o bu\ldm , roads, and sndf:waugs, and; demoh{%\mg buildings. .
- o “\\\'“j F e, j{Mg@mzers ‘graders, power shovels, /\ ;
o~ ; I . an wncrelrmrxtrs "Majogattachnipts that can be oper- ;
: N . “ated mterchangeably with Wvo ‘or rfore _pieces of heavy
Coe . constructiore machmery are accountcd for separately.
" ‘Vghicles (such as dump trucks, concrete mitXer trucks, and
S . water sprinkler trucks) that may be used in connection with. .
.- S ‘ » ’ . heav pnstruction work are not classified here but undcr
. - j\; L 2300 Vehicles. . _
v . .o . 2300, Vehicles -gquipment used to transpoﬂsons or gbjects; cxamples-
) . e are automobiles, trucks, aircraft, buses, sttion wag(ims vans, boats,
- including trailer-type equipment and other attach nts. operated
’ . from such vehicles, but excluding véhicles classified # instractional
’ . X equipment under data entry, 1000 (parucularly under ataemry 11837 ,
,/_’ . . Driver ‘Education Equlpmcnt) : . : . 5
S Other - | o " ' T ‘ '
N . ’ N - _.)’ o . o .__. ‘
4()( DESCRIPTION OF EHIUIPMENT® _ A brief description of an item of equigment, using
; ~ - the key noun- or de A0 (irsth For example, “desk, wood, 5' X 5'." (The Association for
Educeuonal Da;a YORCEFAEDS)) has developed a structured approach to detailed coding -
. « of the most importartfifacteristics of an equipment item. Sce A EISS Property~€lassifica-
o . . tion Code Mgnual, Publication No. 714, Wa&hi{g:‘on ?C\January l963) .

Dtpondinc on the coding l}'ttem used by-the LEA, jtis poulble to lncorpome the dut.-emry codes mggested in 403 Equip-

’ ment. Type and/qr the ln&mmti’n uuumed in 404 Equjpmont Ducription into the Equlpment lnvonfory Number desoribed
"+ indata item 402. . L . .
v ¢ L 4 . .
. .. A \ ) f ,( . o . . . . . ‘ - . "
. X T w . R 3 oo o . . - AN
R L 2 . - ) S . . ) 13 ‘ ) . Y " . \ B .- .
g . o it * N ' L " N AL L
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-

Reference
1 number

405

407 -

408

409

410 .

-411

<4

f ' ’ / ' v c '
v - i e ® R

Data-ltcn; Name and [)ct’inition' Datu-Ent{yT‘Cudc, Name, and Dct‘iniiion . .
EQUIPMENT MOBILITY -\ Ih:‘mobxhty o} dn item of qument Thc fo}lowmg codcs
are suggested: . . _
I BUIL T-IN EQUIPMENT (
- building and. pclmammly altaghed t}}urcto (s&c also chapter 1, p. 99)
i2. 'BUILT-IN EQU IPMENT (SXTE) cquxpmem that s an mtcgral pqrt of a sltc
. and permanently: 4ttachéd‘thuc/w‘ - Y S

I
‘e .

re moud or to the. location where i is inistalled (see dlhmgh‘\xptcr 7.p. 99)

406 SERIA\. NUMBER A unique ulermlym&, umber permdnen(ly inscribed of ’ttachcd to
"an equipment itemy by the manutauuru The s¢rial numbcl lb slgmfuant on\y f&r ites under

unit um\rol . : :

e '
L

1l l)lN(.) - cquipmcm thd( is an imcgnﬂ partofa

~—r——

3 MOVABLE EQUIPMENT c&{ ;fmem’ th,‘n is tr’ansponauc from one Ioéation :
* . to,another without appreciable damage or change to thetlocation from which it is »

VEN‘DOR NAME OR NUMBER. . "“The name or number of th(.vcndor of ‘the itert being -
. described,or the ‘numeric 1d6ntmwtmn assigned to the vendor by the. LEA’s pirchasing or

accournts payablc sy\tcm (For use whcrt the verrdor and manutacturer ate dxftcrent )
MANUFACTURER NAME OR NUMBER “The nané of the manutdcturer of the item:

bewng. described, or thc namcnc ldc.ntxtu,atlon dwgncd by the LEA'S purchasxng or accounts -

payable systems. *

Vm the manufacturer's produet lines >~ " .

MODEL NUMBER . - The identifying number givena pdrmular mcrcba-ndlsc item by-the I

manufdcturcr to differentiate it frorm’ lelbr 1‘ms in' the mdnufacturcr $ product lire.

OWNERSHIP (013 EQUlPMENT A numcbrcal ,dcslgnau()n mdlcatlng ownershlp of an’”
cqunpmcnt iten. The followmg codcs are sug‘e;tbd , _ Yo

21, L EA-OWNLD -‘owned by the LEA or uhdg:r its control through a contract to’
' purchase. . " K

j ,;mu opdrating the schools) and used for 1.EA purposes.
3 * AUTHORITY- -OWNED owncd hy a pubhdschool housmg authonty, used for
“ ;HA purposes. - - ' s . NI
* 4 OTHER PUBLIC OWNERSHJP " owned by cotinty, Statc chem 1, or other
" governmgntdl agency and used for 1. Equurposcs _ . .
+ 5., NONPUBLICLY ()WNI*[) w - other than publuly owned, dnd uscd by an LEA.
" or under its jurisdiction for LEA purposcs

T ‘sHARl',D ()WNI'R{sllll’ Owned by two or mgre dgcnbies. pubhc or p.rwate _

2 N}DNI(IPAI LY OWNPD owned by a municipal uftfe of governmcnt (not- the

)

”

= ¢'* OTHER j . L
PHYSICAL LOCATION OF EQUIPME . ® The place »:/hcré an it of cqulpmcnt 1§‘
- normally located. In the case of cqunpfne fmused at a central locatiop but dispatched to

413

locatign where the item is normally housed or stored*whog noi.m. use. qul&gcnt on loan,
-and locafed outsldc. ghie LLEA 9hould b noted as_ such in. thls d itemn o -

GAmiA NAL RESPONSIBILITY FOR EQUIPMENTA® Tighpch depirtmeit,
" o1 other op atlonal unit hgding wntrol over- and mponsibllity for q:.,ltdm of e%lpment
X

q

v(see - data 6204 School ther Operattonll Unit Nﬁ\t d# 205 . School
P N

,. and used at several other. ]manom, such a4 4 film pro;ccmr*m A Jawn mower, lndlcatc the

'MAKE OR BRAND - Thebrand name or other name to dlffcrentmtc betwccn sl}rlar items

a

.“ .

4

-y
S—r—

' 4

\ .

\



s T L . | | PROPERTY ACCOUNTING
_— _ o S _ \ 4+
~ Reference : . N
X number Data-ltem Name and '[)cﬁnitio‘n; Data-Entry Code, Name, and Definition

* 400 Series: EQUIPMENT — Continued R . -

. L 4
. or Other Operational Unij Number) This data item can be developed into a cost alecation code
, 7\.. - * ‘for allocating equipment ~costs to organizational or budgetary " unitg, of the LEA, but
W such an application .is only. recommended for automaged property or equipment accounting
systems. ¢ ~ : ' v - -

‘. 414 FiES'PONSlBLE INI?IVIDUAL The person within the school,dcpgrtmc'nt. or otherqgga- . .
’ ‘nizatipnal unit indicated in data item 413 &ho hu:?{ircct personal responsibility for the

, -+ scowrity and uge or distfibution of an item of equipment. Name %r title can be used here.
- . ] _ ? . .
- : ‘ e
\ .= FEQUIPMENT ACQUISITION AND COST INFORMATION —
N .

T2 418 NEW OR USED AT TIME OF ACQUISITLON  The status of an item at time of acquisi-

‘ ' “tion. T'he following codes are suggested: e - :
o 1 NEW . S S T &
' . T JUSED, SURPLUS * “obtained from Federal government surplus source in used
. b condition. . ' . '
I 3 USED, NONSURPLUS  ‘obtained in used condition from any source other than

. Federal govcmmcgt surplus. ' o

¢ . 416 METHOD OF EQUIPMBENT ACQUIS;ITION The means by which an item was ob-

“tained. The following codes are suggested: '

K - o PURCHASE  obtained in‘{x'(:hangé for cash or other valu?blc consideration,
E ‘ ' except properiy. : g,,
SOV + 2 LEASE(RENT) * obtained from the owner for a fixed period of time in consider-
v e “  —— _ ation tor periodic tash payments. Lease/ purchase is included here LQt’il purchase
' ts complete. .o . -.
;] h 3. LOAN  obtained for té’ﬁmwslry use, at no cost or for a token amount.
. ' 4 GIN  obtdined permanentlg wit;mut_considera 100N, !
' T 5 «EXCHANGE' . obtained in exchange for anoth‘ 'ipmc% item or other item
©J v 2  me \e. e
_ . ~ (sg-@gpqxty-.- . N . S . )
. ‘- 6 *B" o \RY CHANGE  ac§WRion by approp tion'.-'(y‘a;_l_!sitc or building and
\ = g R ts tks. Mrough expansiofn of |LEA b()UQ_@'l‘ié . inblu'ding_gnnexatidh, con-
AN * 7, . ~-salidation, df‘ rganization.” el e S

Y LEA PERSONNEL.  made by LEA staff or students.
» .o‘_ - i &

: 4\{ DATE OF EQU () T ACQUISITION - The datc a panticular cqui;?mcnt item was
. - - acquired, expressed in month-day-year form; for a leased or rented ifem, the day on which

. * the leasc or rent began. R . Y
418 COST OF EQUIPMENT ACQUISITION  The total cqst)to.purc}fasc or otherwise acq ui_rc
an item of equipment, expressed in dollars. (See Cost of E‘qufpmcnt Acquisition in hapter 6,

p. 92). . ’ ”\ .
4'I9‘-. + ANNUAL COST OF EQUIPMENT LEASE  The total lcase cost or rental, in-dollars, for
' " 4, 12-month perigd. - __ . )
PR 420 ' TERM OF EQUIPMENT LEASE - - The period for which a lease isin force, expressed in

months, years,or'a combination of both. ol




—

Reference
T number

421 -

422

423

424
425

N -

426

)
N T
.

\ o (

4y

429 -

432

DAL . DEFINITIONS OF PR#PERLY DATA

items in the group.

. - ,Cictummcd ¢ following wdcs a suggutcd * T,
. . , I/ ~ .
_ I Al‘l’R.ISA‘I L4 Judgmc of value by a person tralned or ricnced in deter-

e I "‘

Data-ltem Name,gnd Definition, I)atamy ¢ odc ‘l\amc .mq I)ctlmtron

SO?CE OF FUNDS FOR EQUIPMENT ACQy1SITION 1 he aigency go
or uthcrwm which appropriated the money used to acquiire the item, This ¢
be cumpatible with the source-of-funds dimension used in the LEA’s financial accoymting
system. There may be more than one source of funds for a given purchase o 5
NUMBER OF UNITS (EQ.UIPMENT UNDER GROUP CONTROL) The total number
of M(‘ldudl item units in a particular equlpmcnt group under group cdhiref.

UNIT OF MEASURE (EQUIPMENT UNDER GROU ON L) - The standard .
quantity by which an item or group of ftéths upder group contro 1s~de following . -
codes are suggestcd S, T

I SINGLE ITEM " SR

2. PAIRS * . .

3. SETS ’ : Y %

4 KITS . S

AVERAGE UNI;COST (EQUIPMENT UNDER GROUP CONTROI,) The totalcost
og acquisition of all individual cquxpmcm items ‘within a group, dmdcd by the numbcr of .

EXPECTED USEFUL LIFE OF‘EO.'UIPMENT The numbd’of )‘tdrs an equipment J .
is expected to fulfill its intended funegion. Uskful life begins on the date of acquisition (data
item 417), and is ofteq uscd as the period ‘over which depreciation is’ calculated
DEPRECIATION THOD The method or fornitla for calculating the annual deprecia-«
tion a nt of a fixed dsset, Straight-line depreciation is a common methodhin edu dtlon :
unting (cost less estimated salvage vilue, divided by useful lllc cqudls i
§e although other methods may be justified, dcpcn
BOOK VALUE OF EQUIPMENT The value of an jfs as shown on t
acwuuung records. This is u‘;aally original cost fess any.dcprccnaflon

MARKET VALUE OF EQUIPMENT— The : appraised of estimated dollar val whléh- .

an equipment item currently could be sold.- A recent pu“‘hasc or sale price of a SImlldT' item
)vould be & good approximation.

METHOD OF STIMATING MARKET VALUE.

Sy

3 : '
The means by which markc‘t x@% is

mimng property values.
2 SALF PRICE

.

- thc prlu at which a slmlldr item was §old

3 OFFER "l."() PURCHASE a lcgal documcnt rcprcscntlng an offer to purchasc .
the equipment item. ne : e
9 l« R ' ] . -. ~, oo

REPLACEME T COST OF EDUIPMENT The cost, at current prices, to‘cbhcc an.’
item of equipment Wwith dnoth(.r of mw mdtcrlal of like kl and quality.

METHOD OF ESTIMATING REPI.ACEMENT COST ‘- The rheans by which replace-
ment cost is determined. The followmg coges are suggested: . @

- BID OR QUOTE - bona fide quotation from+a manufacturer, vendor or other -
supplier. . . o v

- AY
.

§. OTHER . SR .

_ N 4 e
INSURED VALUE OF EQUIPMENT Trl?dollar qmount for which thwn of cqulp~ .

ment 15 lmurcd if” n, is Jnsurcd on §. pohcy (or floater or rider) of m own,

. - . Y

L4 ’ . . o .
' - . Lo : ] ) ! il
Y~ b oL
/ ! / o i . . . . . ) ". 2!,

[T




EZ . ' \ C PROPERTY ACCOUNTING
Reference ' : ¢ _ C
-number  Data-ltem Name and Definition; Data-Entry Code, Name, and Definition - .
. ) > . '
400 Series: EQUIPMENT — Continued o ST

| — EQUIPM)'NT REPAIR AND MA(N]'L:NAN('E INFORMATION —
. 433 CONDITION“OF EQUlPMENT An indication‘ of the relative ability of the equipment to
- “'_ ,,\lunctnon ag intended.

434 EQUIRMENT MAINTENANCE SCHEDU\}E" The mtcrvals at which an cquriprvent item
"‘\\‘ . ° is to be servicgy in drdér o maintain the item in working order. The following codes are -

v suggesteds  »n o ) . o
K ~« 1 _ ANNUALLY . ' _ L.
\ .2 QUARTERLY - N R

= -  MONTHLY » o \

WEEKLY> -

.' “
’
L~
(U T L PV
*
é

| " . AFTER EACH USE - . - e y
e -9 OTHER | . ’ -
< 435 . EXPLANATION OF EQUIPMENT REPAIR OR MAINTENANCE WORK PEﬁJ
R T ‘. FORMED’ ' The typc of work performed on-an cqunpmcm ltem lhc Lollowmg codes are
[Q.
suggested: - . : —_
W l REPAIR  replacement of parts or mipor restoration.

2 ¢ REBUILT  major rcstoratior'\ to. original or nearly original condition.

, o o
. ) ST N MODIFICATION  change in original shape or appearance.

T 4 MAINTENANCE  regularly scheduled servicing of equipment. * 'y
R AR ‘9 OTHER . U SRS

436 ~ DATE EQUIPMENT REPAIR OR MAINTENANCE WORK COMPLETED -- The date
. grepair or maintenance work was completed on an item, in month-day-year form.

"4y COST OF EQUIPMENT REPAIR ? OR MAINTENANCE WORK - The cost of repair or
‘maintenance workyperformed on anstem of cqmpmcnt cxprcsscd in dollars

438 EQUIPMENT WARRANTY E‘PIRATION 'DATE  The date on which any warrdnty,or :
. _ jndrantw for replacement pdrts or rcpmr suvnce expires, in month-day- ycar form /.,/

C . . — DI.S‘I"()S‘I'ITI()N ()l" I"QUIPMI-’N T — o v »
NO FE . l)lspmumn data are typlmlly m)t part ofactive t,qunpxmm files, but should be made part of his-
torical cqunpmcm fllu . o o i . -

» * : .

¥ . d‘.\‘)r REASON FOR EQUIPMENT DISPOSITION An cxp}anation for the disposition of an |
“ . item of equipment. The following codés are suggested: * . -~

I~ TECHNICAL OBSOLESC H\v no longer usduf or no%onger efﬁcnent be-

UlUSL of technical improvements in similar tyes of equipment. T ’ﬁf’ e
: _ 2 N()\l ONGER SERVICEABLE - worn' out beyond suvnccablhfy or rcpair I
) \> - 3 NOT COST EFFECTIVE lws costly to dlbp()sc of than to maintain dor.use, * a
o AR | HEFT OR VANDALISM® dlstlpp(.]ll'dlu& by thefCor dedruction byvaﬁhlwm 3
. 5

C ASlIAI TY LOSS . destroyed or rcndcrul usdcss by a uwualt}' 3u(,h as fire, - .

flood, or- earthquake. . . £ ;e
. END OF-LEASE | tefminatiomof lease agrc’k'mcnt. : (~ . o
o, RS A N

4'{3‘
S
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v L
Reference * o
.~ Number Data-ltem Name and Definition; Daty-Entry Code, Name, and Definition -
7 LOAN RECALLED - tcrﬁporary use of equipment terminated. ’
R 8 NOLONGER NEBQED BY LEA - | B
NS 9 OTHER . : '
440 - DATE OF EQUIPMENT DISPOSINON TR date om which the disposition of an item
~ : wagt completed, in month-day-year forry. - _ - ,
Sl METHOD OF EQUIPMENT DISPOSYTION  The means by which an item of equipment
. & was disposed. The following codes are si\ggested:, ,
. | SALE - released for cash or dther valuable consideration. T
) 2 L.LOSS BY THEFT =~ =~ . St o ;-;t
_ 3 -GIFT  released without considération of value to another agency. for its use. ’
; 4 RETURNED TO LENDER OR LESSOR *  relefed to theentity that'erigipally
" " #™™ donated. leased’, or rented the equipment to the LEA. PR ‘
5. SCRAPPED  discarded; not released to ano_t'hcf'ugency for its ‘fx.se.
b 'l'R..Al)l;L-lN' released in partial payment for ancother equipTe g
9 . sOTHER e o
‘ 44?2 NETPROCEEDS FROM EQUIPMENT DISPOSITION - The dollar vaiue received from
the disposal of an equipment item. ' ) _ e ‘el
‘ 443 RECEIVING FUND FOR EQUIPMENT DISPOSITION PROCEEDS - The fund into’
o . which proceeds trom the disposal of an equipmeif item uré,dcppsiteg. This data item should
+ be compatible with the source-of-funds dimension tisedotn*the LEA’s finincial accounting
~system. There may be more than one receiving fund for a given disposal transaction.
~. . . . s .
. M . i ..' ' ‘\ «
OTHER POTENTIALLY USEFUL EQUIPMENT-RELATED DATA.ITEMS

. ‘ . - : .
Fhe following list has been included as a source of ideas for developing additional data items for an equip-
» ment intormation file. This list'iy not eéxhaustivy; other possibilities exist,

®. PROGRAM ASSIGNMENT (This provides a lower-level of-equipment allogation than ddes data

. e Stggr 413 Organizational  Reésponsibility fr Equipment—~However, the more oftgn an .equipment.

s item  changes  program assignment, the | pore “effort s required in keeping this information
R current. ) ' oo - a ’ ' !

.o ‘Rliviksuw CLAUSE . A

@ SOURGE OF REPAFR OR MAINFENANCE WORK (such as outside contractor of in-housc)

® ENERGY RATING OF EQUIPMANT ¢ ’ S Yo

A}

Specialized 'lr_ﬂ'ngnmtiou on Vehicles:

~ - -

®..COSI QF (MASSIS -+ { . . o
" & MAKF OF CHASSIS ' /\ ' | A
e Y” GHASSIS MAN-UI-“I'URY_-,D o\ - -
L  COST OF BODY R s S
. % makorsoby: - . v B N 4 A\ L
®  RADIO SYSTEM (TWO-WAY) (YC‘s/ni)-) o , , Rt
® YEAR BODY MANUFACTURED = IR —a
' o APACITY O3 ' . St : o ) MU
PR l_{x}lkl P\:AIACIIY o1 no‘pv 4 h’“_ ,,.;{; o Lo
. voS L | ’ : \‘ .o '/T' R

‘- | N . .(("y ., \
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The purpose of this chapter is to present in one
place definitions for some of .the more -‘commen
measures of-school property.

Effective facilities management includes careful

~ planding of new construction and altemptlvcs,
careful Scheduling of facilities utilization, systc-
matic assignment of classes or groups of students’
and teachers to thg $pace and equipment available;
and rapid development of alternative. methods of
facilitiés utilization in times of increase or reduc-
tion in demand for, schools. To assist in accomp-
lishing these many management tasks, measures of -

.- school property are¢ needed. For comparability of
information among -LLEQ's and among States,

.. standardization is needed: |
“definitions of the more common measures uSed in
school praperty accounting are offered.

Measures involving school ‘\ropcrty can “be
compared when they:

® arc based upon standardized information'

. ®, apply to Lompdrdble admlmstrdtlvc units (e:g.
" schools, LEA" s, intermediate ddmlmstrdtwe
e umts. or Stdtcs) .

o
~

. are dppllcd “dver comparable time penods
and/or at compdrdble points in time;
. %S
® are related to the same dcﬁndble units such as
, + square feet or dollars e

(\ ® arc éompu(gd by the same process. .
¢ of the mcasures m’thls chaptor have been
mendations of the American .
btandards nstitute and the American
tute of Architetts. Other definitions d;rIVf,v

from the initigl version .of this publlcatlon (Prop-
- erty Accounting for Local and State School Sys-

% Regorts |

tems; “State Educational Rgcords

Series: Hand\bw I, .lm)‘

L , Chapter 6 -
MEASURES RELATING TO SCHOQL PROPERTY

N ; .

Whife many of the measures prcsentcd in -thig
chapter are discussed ifi other parts of the hand-
book, the need for a ready reference to such gauges
has prdmpted the inclusion’ of this chaptcr In
many-instances, a measure is also a data item that
has been ‘defihed in chapter S. In-these cases, the
definition has been repeated in quotes, followed by
a parenthetical reference to thc data item. °

- 5'.‘ v
re-J

Area of Adjunci, Floot .

L 4
L3
“The area in square fect (squarc metery), of an
deunct Adjunct space is measured between the
prmmpzﬂ wall faces at or near ﬂoor level, plus
wall case or alcove spaces, or hoth, opcmng into

" afid designed to serve the activity carried on in

thc space.” (Data ltcm;313 P, 74)
» / )
Arn o} Bullding, Archilectuul < : T

The architectural area of a building is the sum of
the areas of the several floors of the building,

Mincluding basements, mezzanine and interme-

- diate floored tiers and penthouses of headroom
height, measured from the exterior faces of
# exterior walls or from the centerline of walls
separating buildings. Covered walkways, open
roofed-over arcas that are paved, porches ahd
similar. spaces shall have the architectural area
multiplied by an area factor of 0.50. The archi-

tectural area does ot include, such features as .

pipe trenches, extetior terraces or Stcps ch1m~
neys, roof ovcrhangs, etc

Aren of Bulldln;. Gross Floor N

“The gros¢ area of a bu:ldmg i8 the sum of the
areas at cach fiwor lcvg:l included within the

rd

"The ArchltccmNrca and Volume of Bulldmgl." Docu-
ment D101, The Americap lnsmute of Architects, Washington,
D.C,June 1974, p. 1. A& - ’

- .\\)'Q -
- 87

»

3




88 :

-2 ]
principal outside faces of exterior walls, neglect-
'ing architectural setbacks or projections. Ip-
clude all stories or areas‘that have floor surfaces
with clear standing head.room (6 feet 6 inches

\./[1.98 meters] minimum) regardless of their usc.
I

A

S

: MAmerican Stnndhrq Meth

nclude mezzaninés, balconies, and hibrary stack
floors only to the extent of their ac ual floor
area; do not include unenclosed agds uny the

»first floor. Where a ground level or inte “mediate

story, or part thereof, is left unenclosed, con-
sider the gross area of the unenclosed story as
the projected area of the story above. Extlude
all unroofed areas and unenclosed roofed-over
" ypaeces. Unenclosed roofed areas that have been
*included in original cost contracts can be ex-
cluded ona computed or estimated basis for the
development of comparative data of gross
building areas and costs.™ (Data 1tem 240, p.
57) : ' ' .

N The area of passageways enclosed with similar

type and quality of construction as the buildiny -

praper, ar and of tunnelswith clear standing head
room of@!&@ast 6 feet 6 mc‘hes,{l 98 meters], are
included 1n the gross -area of a building. When
such passageway? or tunnels ‘connect twe or
more buildings, their area should be,counted
only once, but may be divided among the
~-buildings in any suitable manner. The area of
covered passageways®hat are not enclosed with

‘v similar type and quality of construction as the

~ building proper are excluded from the gross
bunldmg area. - . a

Area of Building, Total Assignable Floor

*The totai area in square fcet (square meters) of
all space availdble for assignment to or use by,
bulldmg occupants to carry out their functions

-, and responsihilities. Assignable $pace, consists
= of regular instructional space, special instruc-
tional space, learning resources $pace, muitiple
‘purpose space, support space, and other assign-
able space, multiple purpose space, suppof,
_ypace, and other assignable space. Sce data item

304 (data entgige 1000, 1100, 1200, 1300, 1400,
1500, and l*n pp. 67-71 for définitions of

ces. Circulation,

. these types ol assignable s
of l)pt.er%'iﬁmg-/\reas in
School Buildings.” American Standrds Association Inc., (now
known as the American National Standards Institute. Inc.) New
]V'ork approved August 4, 1958, p. Sand p. 7.

.
- B \I
”

o (ke
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' PROPERTY KCCOUNTING

' custodml mcchamcal and structural spaces are
considered nonassignable spaces and “are ex-
cluded. See data item 304 (data entries 2000,
2100, 2200, 2300, and 2400) on p. 71 for
definitions of these types @f nohasslgnable spa-
ces. See also the definition of Floor Area of
Space in data item 302 p. 67." (Data itesn: 241,"
p. 57) : :

-

’Al_'ea of Disaster Shelter .
~“The number of square fect (square meters) ~
enclosed™by a disaster protection area that meets
“standards of the-State or Federal agency respon-
sible for disaster protection.” (Ddta ltem 247, p.
58) ¢ : .

.

v

Area of Learning Resources Space, Total Floor
“The total area in squarte feet (square meters) of
all spdce in a building, including any adjunct.
space opening ito and serving learning re-

- sources space. data item 304 (data entry

~1300) on p. 69 !for the definition of Learning

Resources Space. See also the defimtion of Floor
. Area of a:Space in data ite®02, p.- 67-"{Data
ltem 244, p. 58)

o * .
Arées 6f Regular l'n'structidx:‘al. Space, Total Floor
“The total area in square feet (square rr;étcrs) of
all regular instructional space in a building,
including My adjunct space g into and

. <serving regular mstrugrlonal space. See 'data

item 304 (data entry 1160) on p. 6% for\the
definition of Regular Instructional Space. See
.. also the definjtion’of Floor Area ofarSpace in
ddtd item 302, p. 67." (Data item 242 p 57’)

4

Area of Site - . 4 s | .

“The 'total number of'dcvclopcd and undevel-
oped acres (hectares) in a site to the nearest

. tenth Jincluaing arcas dtcupied by buildings,
witlks, drives, ‘parking factlmes, and other im-

, provcment to site. I a school uses more than
-one piece.of lagd. the area may be the sum of the

" acres in the severat pieces or a sephrite record

T may;ﬁocroated for%ach piece "(Data item 10§, . -

p42) L ,
. '..p L ' .

T T

e

« -
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@ equipment itens within a group\divided by the

- ) . ’\ . * v »
MEASURES RELATING [0 SCHOOL PROPERTY

v

Area of Space, Floor E
“’Ihé total area in sQuarc feet (square . .meters)
measured between the principal wall faces at or
near floor level; plus wall case or alcove spaces,
or both, opening into and designed to serve the
actwlty gdrried on in the space. Stryctural sp‘tfcc

o % excluded. Adjuncts that open into and serve
~-the space are-included. See data itém 304 (data

» entry 2400), p. 71
‘ral Space. See data ltpm "312, p. 74 . for. the

dchnmon ot Adjunct.”¥ (Data item 302 p. 67). -

Area’of Spécial lnstructiom_ll Space

" “The total area in sqﬂa'rc feet (square meters) of
all special lnstructlonal space in~a building,
inctuding any adjunct space opemng anto and

~ serving -special instructional space. .See data
item 304 (guta/cnt_ry 1200) on p. 67 for the

_ definition of Special Instructional Space. See

xtcth&?()Z,,,p 67 " (Data item 243, p.

A:n, Stgnd;rd Net Assignable

lhe standard net assignable area lsﬁ portion
6 the' drea dymllablc for asslgnmcnt or rentable
to an ()C(,ltpdnt,,\ including eve‘@ type of Space
usable by ‘Whei, updnt. The-standard n¢t as-

. signgble ared™ ould 'bc measured from the pre~ .

dominant insidé finish of permanent outer walls
to the office side -of wrrldors or. perfhanent
partltlons and frpm center line “of" adjacent
- assigned }.paces ‘Where there are interior spaces
surrounded by corridors, measurement shall be
fromthe inside face of erclosing walls.Included
shodld be space subdivisions for ogcupant use;
i.e.. offices, file rooms, office storaje fpéms, ete:
Deductions should not be made for columns
- and ﬁr%’n
. partitions subdnvndmg space. 4 ; ..
Average lznit Cost (lsquipment Under Groub
Control) - E NPT

“The- totdl cost of acquisition ()(t“ indtVI ual

\' \"

—_— N
. ‘Adapted from Amg’lum Standard Methods"’ﬂ)etermm-

ing Areas m School BuiMipgs.” American Standards Associa- .

tion, Inc:’(now known as the American National Stapdards

Institute, Inc:), New York, approved August 4, 1958, p:6 &
“The Architectural Area and Volum

ment D101, The American Institute nf

[3.C.. June 1974, p. 2, .

of Buildmga Docu-
hitects, Washmgton

,for,the deflnltlon of Structu- -

e, definition-of Floor Area of a Space in -

e : N\

bl £

tion$ necessaky to the building or for :

) C'ap:tcity of a Space, Student

- number ofitems lnthe group "(Datattem424 p-
- 158) e

Book Value

"The value of- the—pro‘pt:rty as shown on the
owning unit’s boeks.-This is usually original

" costiess deprecnatson when depreciation (appre- -

-« clation) can be determined.

This-is applicable to sites.(land and improve- .

mgnts), buildings, and equipment. It does. not
. inv any. consideration of current market
value. _ _ ‘

Cipacity okﬁuilding, Student .

“The number of students that can be accommo-
dated in the building for the school day accord-
ing to existing State-approved standards, exclu-
sive .of multiple sessions. Student capacity of a

given building is depeadent upon existing,stand-.

ards or pollgles governing the*pperation of the
school in question with respect to three major

> of the school, and educational program of the
school. Once established, this figure should: be
changed only when the standards or policies

regulating the three elements are deflmtely-_'
changed or when_there is a-change affectipg

student capacity as a result of additions to, ér

. 5 2) . . »
See dlso Capacity of .__S'pa}':::‘ S't.udent_."

.
- ¥

]
1 A

. “The numbser of students'that can-be accommo- |

dated in a space at qgjime when the space is
being used for the purpose for which it ‘was
designedy according to existing State-approved

standards. Student capacity of a given space is’

' dependcnt upon exlstmg standards or policies
“governing the operation of the school and space
Hr question with respect ¢o three major elements:
student/ teacher ratios, organization &f the
school, and the’educational program for which
the space was designed and/er equipped. Once
gstabhshcd this figute should be changed only
when the standards or policies regulating the
three elements are definitely changed or when

;- there is a change af\fectmg student capacity asa

result of additions to, or remodeling of, the
space.” (Data item 305, p. 72) . :

“elements: student/teacher ratios, organization °

rcmodelmg of, a bunldmg " (Data item 21] p.

.
: ~




. ('apacity of lleating System :

Spaces designed and, or equipped for mulqple
purposes may have more ‘than one applicable
student capagity. For e\(alnple & gymnatorium
cdn be uged as a gymnamulgor an auditorium,
and each may have a differ®t design capacity,
Student capacity fd such spaces may be re-
corded in the fo'rm\ a range, for example,
“150-200." '

P . -

It is important to note that the sum of student

capacities for all spaces in a building will not

necessarily equal the student capacity of the
building sinc¢ all spaces usually are not ex-
pected to be occupied fully at the.same time.

-See also Capacity of a Building, Student, p. 89,
data item 305 Student Capacity of a Space, p.

72 and data item 306 Number of Fixed Stu-
dt.nt Stations, p. 72.

Y

(apacity of Available Par ing Areas off Site

“The estimated total number of vehicles (.typi-
cally au’tomoblles) that can e parked in arcas
not owned, lwscd rented, or otherwise con-
trofled by the 'LEA, but are near this site and
available to LEA studentggor employees. Park-
ingfarcas-gn strewty should not be counted.”
(Data item 11 . p-43)

o

3 5_.., ' —3

(apacity of (ooling by!tem

-

*Lhe LUI’RI‘I! output or tﬁc rated putput: o[ a?

cooling  system, usualiy mcasured/m Brmsh
I'hermal Units (Bll $).” (Data.item 260, p, b1 f

1
CEN

“Ihc currcnt output or the rated dutput of a
heating system, usually medsured in British..
Thermal Units (BTU’).” (Data item 257 p.- 60)

N

C_Apacity of-Paved Parking Areas On Site

“The total numgr .of vehicles that &mbc
parked on all paved parking are¢as on t#t site

. under normal conditions (without crowding and

. allowing for normal access and egress). Capac-
ity should be determined based on the type of
veWe normally .parked in each paved arca .
(auto, bus, ete.). Parking arcas on streets should
.. not be counted.” (Data item {09, p 42) *

LCapacity of Space

. Contract Cost of a'Building -~

PROPERTY- ACCOUNTING

3

Capacity of 'Unpah;d Parking Areas On Site

“The total’ number of vehicles that can be
parked on all unpaved parking areas on the site
under normal conditions (without crowding and
.allowing normal access and ‘egress). Capacity
should be determined based on the type of .
vehicle normally parked in each unpaved area
(auto, bus, etc.). Parking arcas'on streets should
not be counted.” (Data item 110, p. 42)

Construction Cost of # Building

The contrdet cost of & building plus “costs for
architectural and engineering, legal, and educa-
tional consultative 'services rendered in connec-

_tion with the building’s construction, mcludmg
salaries and expenses for any such services that
may be rendered by LEA employees.

See also Contract Cost of a. Bunldmg p. 90;
Cost of Architectural and Engineering Servnces
p. 90; Cost of Legal Services, p. 92: . Cost of
Educational Consultative Services, p. 92; and
(,ost of Bunldmg Acqulsntmn p ?l

The cost for the actual &cotlog, of a building, "

1{1volvmg such cowty as those for general
constructmn contracts " plus ¢xtras to the
wntrdctor dnd lcw credits, heating and vcntllat-
ing ‘contracts, plumbirtg contracts, electrlcal
contracts, palntmg contracts, lﬁnlt -In- cqulp-
meat, and outdoor or underground parts of the
building service systems; and any salanes, con-,
struction materials, rental fees fon“eonStructlon
equipment, and similar expcnses for cohstruc-

" tion performed by school district cmployee\

Cests for movablc cquipment are not mcludc

See also Cost of Building ‘Aquisition, p, 91;
and Constructlon €ost of a Building, p. 91.

Cost of Architectural and Engineering Services

“The cost of architectural and engineering servi-
ces for plans drawings, specnﬁcauons legally

.

L
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' < . o . .
\C" Cost of Building' Acquisition .~ .

s

reqmrcd plan approval, topographical surveys,
tesi borings, and other surveys made in the

preparatjon of bunldmg plans; and supervisory

and cor\ultatlve servnces rendered in connection

with the construction of a building, mcludmg'

sdlaries * of -school district arghltécts and engi-
weérs assngncd to the prOJect Costs for prelfmn-

nary studics made prior to thd fiscal year in,
whu.h definite authority was received o prgceed

wnlh gonstruction are .not capitalized and, there-

l’ore?l‘lot included. Fees, if any, paid to archi-
cts “for writing specifications for movable

equiprmient are not included. , © .. ¢

7
»

‘See chapter 7, p. =99 for the distinchen
between buiit-in and” movable equip
also Cost of Building Acquisition, p.
Construction Cost ofa Building, p. 91.

1 and

-

“The total cost to the LEA for. acqumng a
bulldlng, whether by constructlon purchase, or
other means. This includes cogt of cpu?{uctrbn

contracts, cost of architect q_engl rmg
o segvices; cost of legal servidig oot g uca-

a1 consul }

by the owring LEAIM
the building” plus 3
g..of the duﬁgct CQ'
construcqu:\ and agi
‘such as adVCftl_
penses conneci#s

£ grmuﬁal mtcr
¢ - ’ﬁgs)z )y f"_

The acqunsmon cost of # iling

constructed by em ovee)n' ;Iftéﬂ,dﬂ#ﬁng LEA
consists of thg dirsgt c&sts for 9alar;? mate-
rials, use of equipment, planning a sjipervi-

sory services, and other mlscellamous penses

[ 4
. connccte,d with the ¢rection Of thc builfing.

If the building js purchased or acQul ed at sBme
cost through annexation or reorgapt at1on the

ent. See

N l&népﬁs'-".' B *
G ’llﬂi(ﬁl.h% - 'Cqs@t Iiullding, Contrhct

" mgw’.tl'lat,has been L

Co;t 8l’ Building, Miscellaneous
o 533

Ly

*

ﬁ contraet, rchitectuta) .and engineering, legal, or

'cos( of acquisitton consists of the purchase« s <. tecturat- and Engineerin Semces p. 90; Cost
price, legal- fees, aqd any ‘ther expenses in-
curfed in. coghection with the purchase of an
emtmg liulldmg‘ N
;-

* acquired at no cost through 4nnexation or.
_ reorganization, the entry for its costs is zero plus
. any costs crnectcd with acqulrmg and condi~"

. was receithd (see data item 225 Market Value off it
Building, p. ‘54, but ‘this value.figure should

. In the.case of a buildingracquired‘af a’result of
annexation or reorganlzatnon, the
(Sost records, of the ofd LEA should

- the estimated cost as of the time of acquisition is
"used as the cost figure. Example: for an old

: Sér\uccs p. 90; Cbst of Legal Services, p. 92;

_ and Qontract Cost of a Bunldlng, p. 90.

Cosff:)f Buildlng, Construction

"mechnts for contracts,

\ Sce Cost-of Bunldnng‘ Acquisition, p 91 Con-

e -_.1/ ’ B 9'.

When a bulldlng has "been rccelved as a glft or

tioning the building for use. LEA* may wish 1o .
record the'appraised value at the time the gift

not be shown as the acquisition of the building;

@pplicable, -
q«{ retained

by the new owmng Q tnct,{o\n—./xglerénce,bur-
poses e

n the actual cost of a building 1s not -‘l.(now-n,'

building whose record has been lost.

See also Construcllon Cost of a Building, p.
91; Cost of Architectural ‘and Engineering

C(’ist of Educﬁlonal Consultative Services, p.
9 (] Cqst of Building, Miscellaneous, p. 9l

AT ‘ .
oy / . \ _t_;'«&;;‘
S

.

G sts meurred in: connectlon wnth the acquisi- '
of the bulldlng that are not classifiable as

“educational constiltative costs, such as adwer-
expenses connegXi
ith thg sale of bonds‘and bulldmg permi

tract Cost of a Building, p. 90; Cost of Archn-

of Legal Services, p.. 92; ost of Educational
sultative Services; and Construotlon Costof 0 .
unldmg, pp: 92:and. 99, rcspectlvely D

:.bm *’



Cost' of Educational Consultative Services

]

"% connection with the construdtion df a-building,
. . thatare aimed at fitting 4 building to a school's
S t,ducatmnal pTogr‘;,m and are not classifiable as*
~ architectural,- cngmne’hrﬁ\ or legal services
& C osls for umsultatlve services rendered prior to
" the tx?(,al yeur in which dgtinite authority was

. o vmcludcd - '_ e,

Seg, afso’ ( osf of Archltcctural dnd Engineering
Servnces p. 99 Cost of Legal Services, p. 92,
v Cqbst of Building , Acquisition, p.  91; and
. " Cohstruction Cost (,)lt a Building.p. 90.

(¥4

tw .,. ’ A . -. 2
Cost of Equipment. Acqmsm(m ’
A " ‘ﬂ i
o ‘hc total cost to purchase or - otherwise aequire

PO wem of equipment, expressed 1n d()lldr\
% s ([)(ﬁa item 41%, p. 82)

-

" ‘l he cost of anatcm of equipment 1s the purchase
price paid by the 1.LEA, including the cost of any
accessQries or dttdch,mcnts regardless ot‘\vhc
sy were purchased. plus any freight and instal-
Jdation charges. Expenditures tor repairs to a
giece of equipmeng are not included as part of
the cost of the equipment: however, when used.

.- cﬁulpmcnt ts purchased and reconditioned in

« order to place 1t in serviee, such reconditioning
costs are ncluded as part okthe equipment cost.
When the actual ¢dst 1s not known, the esti-
‘matnd‘cost as ot the time of acquisition s
substituted. When equipment has been received
y«’gm or acquired at no cost through annexa-

tion or reorganization, the record entry lor its

acquiring, instglling, and conditionmg it for use.
" ‘T.EA's ﬁmy wish to record the appraised value
~ of such equipment at the time the gift was
received, (se€ datasitem 428 Market Value of
Equipment, p. 83), but this figure should not
be.shown as the cost of acquisition.
. - ! . < . ’ )
Cost of Lease, Annual

S

L I . !
- "The total lease cost or rent, in dollars, fora 12-
month period.” (Data item 124, p. 46; data item
218, p. 53; data item 419, p. 82) ‘

‘TRe cost of consultative ‘services, renderéd in-

recéfvedy to pmcbcd with eonstruction afe not

~ Cost of Modification to Building  ~

costs 15 sero plus any costs connected with
Cost of Replacement, Buildin

aoee

The cost of legal services refidered in connection
with “the, construction of a building, incluging
salaries of school district feg gal pgrsonngllas-
signed to the project. Costs, for legal services
rendered prior to the fiscal yggr in which defi-

nite authority was received to proceed with the
construction are not capitalized and, therefore,
not included. Fees for legal serviges i onmec-
tion with a bond issue are acludcd see Cost of
Builting, Miscellancous, p. 91, for such legal
tcc

Scee alpo Cost of Bunldmb Acqunslgqn p. 91

~and Construction Cost of a Builduyig, p. 90 .

K“

M [N

hd N . . » . .
“The cost, expressed in dallars, of akeration;

" renovation, or rcm'ogcling work'pertorme a
‘building. This cost ugurc does not u)clu he

costs of repair and maintenance to a buildj é
. (Data item 276, - p. 64) o r
' ' .

Cost of Rkpair and Maintenance Work, Building

“The cost, expressed in dollars, of rep‘air'*m'
maintenance wosk performed on the building.
“This cost hgurc does not include the costs of
m()x)mcatmns(a}tcmtlon Tenovation, or remod-
cling) toa building.™ (Data item 273, p. 64)

¢

Cost: of Repair' or Maintenance’Wo;‘k, Eqyipment
Y . N

tormed on an item of cquipment, expressed
dollars.” (Data item 437, p. 84)-
. . ‘

“The cost of repair or maintenance work pc[-

o teplace a build-
ment, with mate-
ind and quakty.".

I'he cost. at current prices,
mg, -including its built-in equy
rial and equipment of like
(Data item 227, p. 5%)

The ‘replacement cost of a building can .be
determined in several different ways. One of
these methods is through comparison of the
building with a recently erected building of
similar design and quality for which cost figures »
are available. Another method 1s through the

f
\} i)
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-application of -a cost factor per square foot

(square meter) of floor arca or per cubic foot
(cubic:metgr) of volume. Another is through the
application of building cost indices which make®
it possible totetermine a pcrccnldgc increase or
decrease in.building costs over.the years that, in

cost. Still another method is through a detailed |

appraisal showing the quantity of materials, the ¢

amount of labor, and the total cost of each
needed to_replace the building at current prices.
Or, in yet another nstange. a combination of
methods which Thight prove more feasible.

bd
-

. Cost of Replacement, Equipment

.

.
-

> Cost of Site Acquisition

L ithe o .
¥

nmtmg at the time of purchas

ER

Aruitoxt provided by Eic:

*appraised

s

“The cost. at current prices. to feplace ah item
of cqupment with another of new matdgial of
ltke kand €nd quahty.” (Data item 430, p.)83)

D ' : v
.

» t ‘

The onginal purchase’ price paic
land and all unprovementy

to the land’
. plus all cost
e.” (Data item

or

related to acquiring title to the s
123 p.46)

Costs related to acquiring title to the land
include apprasal fees,
ance.” site surveys. and condemnation proce-

dures. : C .
- N

search and title msur- «

o . A
can -be applied to-the original ¢ost of -«
<buildings to derive estimates of ‘replacement .,

-

Cpst of Site Improyement

L]

It the purchase prlu' of the land ‘[so includps -

some buildings that are retined for use, the

deducted from the price of the land and A{cu)rd
established tor the buildings. It the buildings ares
sold rather than retained for use. the salvage
value should hc deducted from the price of the
tand. -

When setting up records tor I.md th.lt has been

owned for some time and for whmh dhe ac
cost 1s not known, the cost figure to use is t
estimgted-Cost as of the titme of acquisition. THif
tigure includes the, estimated cost of the land
and any existing ifnprovements to site for whic
actual cost figures are not available. When la
has been received as a gift, or acquired at no
cost through annexation or reorganization, the,

recofd entry for its cost is zero plus any costs
v ) o

®

value of the buildings should Jbe

X

'D

related to acquiring title to the land. LEA"S may

wish to record the apprdw'vcxluc of such a site
at the time the gift was Teceived (see data dtem™

127 Market Value of Site, p. 46), but this figure
should ot be sh()wn as the cost of acqbisition.

‘7
. Improvements to site made after land has béen

paragraph. .
" * .

acquired by an LEA are not includbd in the cost
ok land exctpt as .ir_ldicatcd in thé preceding

.
E ’ v

.

“The cost,’in dollars, of an iniproveiment made
to a site.  Assessments for Sit€, improvements

made by other “Bosacgnmental units arg in-
cluded.” (Data llc m 131, p47) »

lhe cost-of a site improvc‘mcnl includes’ tﬁé
contract amount for umtr.du work and sal;
and other cxpcnscs for work performed
district _employeces.

- connected with any imitial installation or extgn-

sion of a site improvement. It also_includesfhe
N 14

- cost of any special assessments against the LEA

L]
.~ When the actu:
" 18 unknown and the
and has beetl regordéd, the cost figure to use is -

L]

for capigal improvementson or off the site, such

as streets, curbs, and drains on or adjacent to
" the site, and ahy

casements involved.
” . ’

cost of gn improvement to site
ost of the land is known

the estimated cost at the time the improvement
-

w,M made. ,

When an unprmcmc nt to site has been rucnvcd
as a gift, or .uqu:rcd at no cost through annexa-
t:bn or redrganization, the record=entry for it
cost is 7ero plus any costs connected with its

wicquisition ardd installation. LEA's may wish to
_ record the appraised valuc of such improve-.

ments at the time they werg made, but this fnguye
should not be showq as the cost of the improve-
ment.

Improvements to sitd consist=of initiale and
additiorial work (other thin buildings) per-
tormed upon the sitgand s adjacent ways after

srading (other than
excgvation, fill, and batkd{ll necessary for cons
struction of a fou '
anting ‘of shrubs and

Irees; constructihg new sidewalks,

. B
- -~ ' w0,

plus any™ other expenses -

r a building), land-

roadways,

«

by the LEA: They ™

+

.




‘overpasses, retaingag walls, sewers, and storm

. drains; installing water mains, field hydrants
' and* sprinkling systems, and outdoor drinkjng

_ L ' fountains; origirial su?facmg and,soil treatment
. of hietic fields and tennis courts;, furnishirig
e st@lhngjor the. first time ‘playground

- \‘apparatus built ‘into. the groufds; flagpoles,

gateways. fences, and underground storage
tanks that ate not. parts of building scrv:cc
systcms and demolition work.

2 With rcspcct, to Aervice systems, only those
- outdoor systems rving the sito.are considered

parts of building service systcms such as tanks,

water mains, sewer mains, and clectrical poles,

And lines, are not site improvements, thteir costs
‘arc included as par‘g, of the building tost. \.’

Expcﬁdlturcs for . Tépairs to site improvements

or site maintenance are not included in the cost
of site improvement.

r

A

R
Cost of Site Maintenance *. = N ‘e

Tﬂ’cd‘st of maifitehance work performed on a
site, expressed in dollars;

' See also data item 134 Cost of Site Mainten‘anqc

orJO—tl/\fr Work, p. 47.
pment . N
N

See chapter
‘eq ent, builf-in cqunpmcnt, movable 'cquxp-
ment, and s pp ies. :

Expected Useful. Life of'nun'ding

a

: *The number of ycars a buxldmg 15 expc{,‘tcd to’

« fulfill its intended fungtion. Ysefuklife begins on’

. the datg of acquisition, &nd is often used as the

5 penod pver whlch d
: '-(Data item 222, p e') he
o . R IR

o

. y ' ' Q I
=, Expectpd, Useful Life 6f Equipment, -

reciation is calculated.”

“The number of 'years an equipmen{ item is

improvements t¢ site. Outdoor or underground .

B .ltem 428 p. 83)

op. 9799 . for deffnitions of

2 J
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Market Value of. Buildlng /\
“Thc appraxscd or cstlmatcd dollar value for
- which the buxldmg currcntly'could be sold. This
- primarily applies to ‘relocatable buildings. A
“recgnt purchase or sale@rice of a similar item, °
would bc a good apprommatlon » (Dafa.item -
225 p. 54) _
. o r
." -— "

Market Value of Equlpmcnt

-~ “The appraxsal or cstxmatcd dollar Valuc for
which an equipment.item ' cufrently could be
sold. A recent purchase or sale price of a similar
item would be a good approximation.” (Data

I . . . .
. . . L .
AR i . K

‘Market Value-of Sifé L . ST
“The, apbrais_ad dr estimated abllar. value for

“ which d-site currently could be sold. A recent =~ -’
purchase or sale price of a similar item would be
coa goosi approximation.” (Data item 127, p. 46)

_A space. enclosed with walls or partitions, of
fixed or movable type, that‘provnde anaccepta- .
bl¢ sound barncr . >

o

L .

Room

Space Dimensions ' : Y

“The approximate length, width, and height of a
space, in feet( (meters), ‘measuted between: the :
principal wall faces at or near floor level, Pplus’ oy

expested to fulfill its intended Tunciion. Useful
life beging on the date of ‘cquis'jon and is often
~used as the perfod over’ which depre jation is’
. calculated.” (Data item 425 P 83 )

-

A '

*

“\-.\ ” y - ¥ . . . o N
: L IR (}/ ’ } 1 S -

wall cases and/ or alcove areas"’r'(l)ata item 03, . .*':-)' :
)p 67) - % L b m
. ' T -> 3 . o
. J - i s - /\ e
N I R . NI . \w‘k_
Stol'.' ' O L
’ ‘ ’ .r?ﬁ}, :: : z
. [ S y,\i' ’
A’groﬁp of. roomapn the same lcvel ra ﬂoor
ronsisting -of -otie-roonr,-taving-clear e

headroom of at least 6 feet 6 mchcn(l 98 meters)
and whose floor is at or above grade leveralong
At least one entire sidé. " At or above grade lovel”

¥y
.

7’
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. means that if. the hqyomhl plane of -the floor Cost of Building Acquisition* Per Student

NN werg’to bevextended on the side in question, no . .
d within. 20 feet (6.09 meters)‘of the bailding T'bé total cost uiring the buildipg divided
e would’ b\lovgthns plane. \ ~bysthe student’ capacn of thqbulldlng .-
L } ) . _ L - For 4 given building, this ratio is data item 217
-Volume of Building, Architectural . Cost of Building Acquisition divided by data
§ : ; _ pitem 211 Student Capacity of Bglldmg .
rhe archlfcctm'al volume (cube6r cut;agc) ofa . ‘ ’

building is the sum of the p ucts of the ardas . Cost of liuildlng Acquisitlon’ Per Square-Foot
dcﬁncd [under Area of 3 unldmg, Afchmvctur- '

lhc total cost of acqumng the bunldmg dwnded
multmory portions+having the same afea on \ by the gross area of the butldmg , ¢
each floor) anhhe f\clght from the underside of

" the “lowest - floor’ construction system' to the
+ - average height of th surface-of the finished roof  Cost of Building Acqulsition divided by data

above™for the various parts of the building.’ item 240 Gross Floor Area of Bulllmg

Y-
. A ¥ . ~ -
. . . « .
. 1 . . . - . wt
. ¢ - ",
\ ) SO SR : e :
. P . -
L.t .
.

'Gross’Area Per 'Stud.ent '

For a given bulldmg, this ratio is data item 217

'

_ __ RATIOS ° ~ . ot
) T . . The number of square feet (metegs) ina bunldmg
“:+ . The following are commonly used ratios that divided by the studeht capacity of the building.
vt . tan be C“l‘v“l“*d from data items given in the For a given building, this ratio is item-240 Gross
ot handbeok, Other common ratios related to prop- ‘ ‘Floor ‘Area of Building divided by data item 211
“erty exist but' require, in part, data outside the... Student Capacity of Building. . - \ .
scope of this handbook. oo : :
*T'his ratic"may also be calculated using construction cost,
“Architectural Area and Volume of Buildings.” Document See Construction Cost of‘Bmldlng, p. 90. .
DI0L. The Amenican Institute of Architects, Washington, D.C., 'A similar ratio may also be calculated using construction
tune’ 1974 pr cost. See Constructighh Cost of Building, p. 90.
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* This chapter : iscusse$ the nced for dlstmgulsh~'

mg between supplies and cqutpmcnt suhhcsts some
shortcomings to. tht listing approach, and recom-

-mends a set of criteria for making the sup-
plies/equipment distinction. The chapter also dif-
" ferentiates ‘between blilt-in and - movable
‘equipmernit and examines the topics of inventories

and levels_of control. . R

REASONS FOR

DISTINGUISHING BETWEEN

SUPPLIES AND EQUIPMENT
& |

Education agencies have found it useful to dis-
tinguish betwccn supplies and cqulpmcnt Tor sev-
cral reasons:

® The dlstmctlon is- frequently 1mp0mmt in -

1dcmlfymg the funds with Whtch to purthase a
given itém, or conversely, in identifying which

items can be purchased from a given fund

- source. . : '

® The distinction may assist in deciding how to
control or keep track of an item. For cxam-

" ple, some funding programs require that all
eqmpmcnt items be inventoried annually. At
the sarhe time, many LEA’'s choose to inven-

_-tory certain items, -regardless of whether or
not thcy are equipment or whether or not the
LEA is required by-law to do so..

® Thé distinctién may bear on insurance deci- .
_ sions. Supplies and gnovgblc:eéuipmcnt are’

* usually insured as part “of the contents of

buildings, while built-in equipment uusually .

mlured as part of the structure.

-'O.-Thb dis} 3h can affect &alculauom of cost
of opcra ni’ and cost per pupil. While most
ﬁpphools include expenditures for supphes in

;\.

-~ o . .

| Chapter'l'_" .
SUPPLIES AND EQUIPMENT

«-the_calculation "of current operntmg costs,

/ .

"~many schools treat.equipment d.ifferently.'

Some include all expenditures for replace- -

ment equipment in the current operating cost
total, ‘excluding the cost of new and addi-
tional equipment. Others ate the cost of
all equipment .over' se
cases, the incorrect classnﬂcailon of supplies
.or equipment items can affca the resultmg
cost calculatlons

® The distinction can affect the amount of State
or Federal aid allocated to an LEA Seveéral

their funding formula (see the preceding para:
. graph). Most funding ‘programs limit the
‘ways in which their funds may be spent,
sometimes excluding either supplies or equip-
ment from the list of cligiblc purchases. -

- The two basic approachcﬂ‘l to dlstmguish)ng
bct}vecn suppliesiand equipment in the decns10n~

-making situations are: (1) to compare a given item’

to a-predetermined ‘list in which each entry is
classified as cither supplies or equipment; or (2) to
comparda given item to a set of criteria describing
the characteristics of supply and equipment items.

Each of these approaches is dlscussod m the sec- .

tions that follow.
: Y

"THE DISADVANTAGES OF A

SUPPLY/EQUIPMENT LIST

- Several. publications in the NCES Handbook
serics have provided detailed lists of material items
uuq in FEA operations, identifying each entry as’
cither a supply or equigiment item. The most recent

years. In both

;om . funding SOUrces use. per-pupil:costs as part'of -

.

version, found in Handbook IIR;! has been heipfyl

to many users, byt any such list has. ievcral slgn

-, * 1

. ISee nppendnx E for a full blﬂ@*ftphnd;eéi'encc to Hu\d- .
Mk R,

v Cay
. R .
+
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® Various State and Federal aid programs offer.
‘supply/equipment categorizations that some-

times Conﬂlct/ilyuch lists and with oone
another. .

.

° Any list 15, an,d always wnllhe umompletc It-ns
impragtical to agfempt to list and classify the -

thousands. of tnaterials and devices used in -

. schools today, partlculdrly in the vocatlondl
education curricula.

® Changes in educational philosophy, technol-
.ogy, and techniques are’ introducing new
materials and devices into our schools at an
ever-increasing pace. Even if it were possible
to list and categorize most of the supply and
e¢quipment items in use .today, such lists
would quickly become obsolete without fre-
quent updates.

® Changes in technotogy and purchase price

. sometlmes/cause the classification of certain
items to change from one category to the
other. For example, most LEA's classified
hand-held mini-calculators as equipment sev-
eral years ago when they cost over $100. Now
that the price of these items-has dropped to
the §5 to $25 range, some LEA's are reclassi-
fying them ds supplies. ‘-

~® Users tend to treat a list as comprehensive

* and up-to<date, even when advised otherwise.

This can lead to faulty classification deci-
sions,

, P(c conditions above make the development of

- a universally applicable and easily updatable sup-

ply/equipment list impractical. In lieu of present-
ing a list that mi§ht raise as many issues as it would
propose to resolve. this handbook suggests that the

, _: distinction betweén supplies and equipment can be

= best accomplished through consistent, statewide

application of uniform criteria. If an LEA wishes .
to. supplement ‘these criteria with a list, the list in

‘Handbook llR‘ prowdes a firm foundation.
. ,‘}\ ’ '

CRITERIA® FOR DlSTlNGUISHlNG
BETWEEN SUPPLY AND |

' EQUIPMENT ITEMS

Most Fed¢ral, State, and local funding pro-
grams provide criteria for distinguishing. between
supplies and equipment. The “criteria below are

AN

based on a combination of the most practical and -

EQUIPMENT ITEMS “

R , © PROPERTY ACCOUNTING

PO

- commonly accepted guidelines from these sources.

Unless otherwise bound by Federal, State, or local
law, it is recommended that all education agencies

. use these criterid instheir supply/equlpment classi-

fication deci®fons. In those cases whc;e the classifi~
cation of an.item is unclear, the agency,"as always,
must apply reason and good Judgment in makmg
its decision.

~

"
Ll

An equipment jtem is a movable or fixed unit of
furniture or furnishings, an instrunfent, a machine,
an apparatus, or a set of articles that meets- -all of
the following conditions: - °_

I. Yrder normal conditionis of use, intluding
reasonable care and maintenance, it has an
anticipated useful life of more than | year.

2. It is of significant value. b

3. It retains its original shape and appearancc

wnth use oo

than to replace it ‘with. anenplrely new unit.

5. It does not lose its 1dent1fsy tf\rough incorpo-

ration into a different or more complex unit

or substance.

L

The first criterion is based on the notion that an
equipment item should last longer than the ﬁscal_
year in which it was purchased:

Significant value should be mcasurcd in terms
of original cost or in terms of -estimated market
value at the time of acquisition if the original cost
is not availkble. Most LEA’s will use values in the
$25 to $100 range. Federal Managcment Circular

-1 requires that the value criterion separating

supplies from’ cqmpmcnt shall not exceed $300 per

. item. On the toplc of significant \’mc, the Nat:onN-
.Commlwtee n Govcrnmcntal Accountmg atatcs‘»

i,
The slgniﬁcant value test is important becausc-

[LEA's] will have many individual assets whigh _

v . . R

e —— ’
1Genewal Services Administration, Office of Federal Man-

" ‘agement Policy, “Federal Management Circular 74-7: Uniform

administrative requiremients for grants-in-aid to State and local
povernments,” Attachment N, p. |. Superittendent-of-Doeu---
monts, Washington, D.C. 20402. FMC 74-7 m esscnthliy the
same as ()MB Citcular A- IOZ

4. Itis nonexpEndable that is, if the aruclq 3]
- damaged or some of its parts are, lpst or wo{q: £
out, it is usually more feasible:th Tepair it %
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: SUPPLIES AND EQU‘H*MENI"  c

are tdnglblc and l'ong—llved but whose yalue ig so | ,

ssmall that the time and expense of maintaining
.detailed accounting and inventory récords on
hem are not justified. Examples of [items] not

~ having significant value for accounting purposes
would include pencil sharpeners, paper cutters,
books other than those in libraries, arid -small

"~ “tools. "What constitutes slgmﬁcant value will

'y vary from one govcrnmenta\ jurisdiction to

another .

SUPPLY ITEMS .,

An item should, be classified as a suppl).' if it

does not meet g/l of the cquipment criteria abovc '

B,

DISTI GUISHIN
BUILT-IN AND M
EQUIPMENT

EN

.

- Not all States and L EA<? find it ncccssary to

distinguish bctween built-in and- movable equip-
-ment. For those agencies that 50 the distinction

usually relates togpne of the following #uations:
(a) estimating the costs of a building (built-in

. equipment is included, movable equipment is not),

and (b) dctcrmmm& which equipment items can be
purchased from various funding sources..

» After an item has been identified as equipment,.

the following criteria may be applied to determine
if the item is built-in or movabte:
An equipment item is built-in i

WL it'is an integral part of a building; that is, it is
permanently fastened to the building, func-

removcd or

2. tL is pcrmanently attachcd to-a site_and
u 'flﬁnctno;ns as.part of the site (cxccpt bulldmgs

' » or dther st w’ucmrcs)

Hater date. Bullt—m{qunpmcnt 88

fixed asscts) N P PR K '_.A
RN AT R [y . -

'National Commyttee on Governmenta) Acg
ernmental Accounting, Audhing, and Financiiil chomng
Mun{cnpal Finnnce, Officers Assoclation. lJlj East 60t‘h<Stree(

..,Lhm;o llinos 60637 1968. : .. 1
~ " . ..

~ tions as_part bf the building, and -causes"
apprc&ablc damagc to thc bulldmg if itis .

Bunh-m oqutpmcnt mayObe mcorporatcd i {(oa,
u, bunldmg at the-tipie the bu1ldmg 1s cre’ctcd o:'zm a
¢s refer ed
to_as fixed cqulﬁmfnt (rot” to b&stdnfuscd th' !

nun;. Gov- »

RS
‘

) : S \
- Movable equipment corbists of items that: o

|. are transportablé from one location to
another -without appreciable damage or
change to the location from whicf they are
removed or. to the location whcrc they are

ins (Jlt:d?fand . _
.2. do\not ‘function as integral ‘parts of the

building or site and are not permanently:

fastened or attachcd to the building or site.

" The term movable rcfcrs to permanency of
mstallatlon and not to size or weight.,

MAINTA_IN]NG lNVENT'OR\Q (
- RECORQs«ON SUPPLIES "

NfD EQUIPMENT ** .. .. .

LEA managers carry grcat responsibilities for
stewardship of the funds and property ofthc LEA.

They- are rcsponsxble for safeguarding, ‘mayn- '

ing, and pertodically reporting on the conditd¥ of

.these financial and physical resources. One of the

most important functions in carrying out steward--
ship responsibilities is keeping accurate inventory
records. The need to establish and maintain inven-

“tory records usually stems from some combmatlon

of the following conditions:

® LEA managers often need information for the -

proper management of fixed assets that can
be best derived from an orderly inventory
system.

® Auditors, in accordance with generally ac-

" . cepted accounting principles, usually require
that an inventory of all fixed assets (sites,
" buildings, and equipment) be maintained.

o Magy State and Federal fundmgﬁprograms
require that an, inventory be maintained of
certain, items purchased with program funds.

° Bbards‘ of Education and/or LEA managers
mayrequire that certain special -inventory
systems be establishe dbcyond thof éllﬁnred'
to hﬁtlsfy audltors%d outsidé fundi rig.‘pro«

ra - . . '
3 '!lé . . PORE

. '] : :
- In ;espondmg toﬁesc rcqulrcmér\fs inventory
systcms can}accomphsh several objectives:

® To wrtodncally chgck the condition and avanl-

. ablhty o an’ ttexh, . g Is 1t in good WOrkmgf e
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100
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Has it been-stolen? - . .
“® To make the staff of the LLA more accoutx

B able for LEA property. by direct involvement i in

-

.

the inventory process and dssngnmcpt of re-
sponsibility for-the control of ¢ertain-items.

» @ Toprqvide mformatmn nccessdry for making
" operating, decisions and planning for the
future. Examples of some of -th¢ more com-

) L mon plannmg and management ‘activities are
- presented in chapter ‘3; pp 1[-12 of this

handbook. Increased utilization of equipment
and reduced investment.in new fixed assets
gre two possible results of such activities.

uired. inventory lists and: reports for audi-
ors, fundmg agencies, and the LEA. '

Each LEA will have a different combination of
inventory nee¢ds to which it must respond. and a,
different set of objectives it desires

accomplish,
It must design 1ts mvcntory syste@ls accordingly.

Two keys to operating an efficient and_effective

mvcntory system are (a) deciding what items to

" inventory and {(b) selecting the proper mventory
me&hods o _ .

DE(‘lDIN'(;.WHAT ITEMS TO INVENTORY"

Most LEA's have an inventory system that deals
with. eq,ulpmcnt Suuh systems (1) may focus on
specifid| types of cquwmcnt such as those pur-
chased ‘with_categorical (restfjcted-use) funds, or
(2) may encompass all cqulpmcnt owned by the
LEA.

. While it is.important to pcriodigdlly inventory
equipment  items (the accounting and auditing
profession ruommends inventory controls for
,most fixed assets)..many L.EA’s also find distinct
-advantages in cxtcndmg their invéntory systems to-
 stacks of valuablo sppplies. Such supplies might
include food: x;amtonal $U]
chemicidls, l‘ot@.ﬁw,ﬂbtncﬁw bj increased; gontrol
_ite ustally greatést Tor those: supplies ldcated in

” \dlstnct-levcl warehouses, but can‘apply to supplies

in mdmdual sqhooh if, the supplies are bf’ ‘signifi-
cant’ valuc : / Tt
AS & gcncral rule, the Pmal value ofan item (or

3 emgnamm as suppllce or cqu:pmcnt in
cthcr or not to mvcnmry the item.

G| '
condmon" Is 1t temporanly out of service?

To provide inforn'\pti'on for preparing re- -

hlies, or fdhordtory B

. are of’ W indigidual mlp

PROPER 1Y ACCOUNTING

<

AN INVENTORY IS THE BASIS FOR A
PROPERTY INFORMATION SYSTEM

Some LEA's extend their inventory systemAto.
record more déscriptive information than is re-
quired by the-audivgrs, or outside funding pro-‘\
grams. The expected benefit is the availabijlity of
more detailed information for planning and deci-

slonmdkmg purposes. Such an expanded set of

property m/ormatwn system, since it contams._

m\'Enory records also- can be. thought of as a
mote - formation than.is required to meet bdmc .

_.mvcntory needs.

Of course. before an LEA extends 1(5 mventory
system-to include either additional items or more.
detailed information, it shoutd weigh very carefully
the extra costs involved. Through proper planning
for the expansion of its property records, many
LEA's cah gain a@lditional benefits while keeping
the costs of the more cgmplex property informa-
tion systcm in balance. . : .

DECIDING Bl- TWEEN (,ROUP (‘ONTROL_
“AND INDIVIDUAL (UNIT) CONTRO[

" A major decision in developing any inventory or
property information system is deciding how much -

- effort tb deyote to controlling (keeping track of)
~each equipment or supply item. In- general, each

item cdh be controlled in one of three ways:

Individual (Unit) Cantrol. This is the most
desirable form of control for equipment since an
_individual record is kept on.each item. The condi-
tion and utilization of such items can be followed
closely, and more descriptive information on each
item can be recorded. On the other hand, individ-
ual control requires staff time and paperwork to .
_generate these benefits. Individual control is advis- -
-able, in general, for all but the lowest-cost equip- -
‘ment items. Equnbmcnt items that might otherwisc

come under group control hut have a high theft or -

casualty potential. should #lso be considered for
individual control.

(;/"'&

H]

ycontrol, Iters fdllmg into this’ cag‘,‘gpry
t. when taken as a
group.-are valul ble enoug® to justify the co8t' of
providing’ qome‘typc of control over their sccurlty
location, and condition. A group. should always
consist of identitad, or reasdhably similar items.
Groups may vary in size and specifiojty of the items




SUPPLLES AND EQUIPMEN |

L PR L4 . B .
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ancluded. For exqmpig..a_n LEA might choose to

group 1ts chairs in_any number of “’/ays: by size,
style, room location, or building location.” The

~ advantage of grop control over individual ¢ontrol

Y

is that fal’ more items c¢an be controlled with

considerably less time and paperwork. On the
/uthcr hand, very httlc specific information is avail- |

able about any given item.in the group.
Group control 1s most applicable to-any equip-

ment item which meets all of the follbwmg condi-

ll\)nb

L. lt is a piece of -equipmeny fbr_which the

rélafionships of individual maintenance Cost
to the'original cost and other factors are not
critical in determining replacement policy.

.-2.-It-1s. a. piece of equipment for which the

observance of individual performance and
othér individual characteristics are not criti-
cal i m dctcrmmmg rcplaccmcnt pohcy

BRRE It is the same as some other pieces’ of LEA
equipment with respect to function, material,
. shape. and size.

4 ft has ‘tio serial number gnven it by thc manu-'

. facturer.

Ihc mventory control of supphes may also be
thought of as a group- ~control process. While the
unit value of most supplies is usually too low to
justify control or-recordkeeping on_an individual
basis, the aggregate inventory valye of some gup-
plies is signrfecant. Such items might include toad,
janitorial supplies, gdsnhnc and other fuels. When
appflcd to these types of supphes group- ~control

methods similar to thlm umd with cquapmcnt can

. N
v

SUMMARY

L o1
. Y S :
" reduce financial-loss rcaultmg from pnlterdge mis-.-{.
handlmg and overbuying or undcrbuymg

4
Little or no control. This category is comprised
primarily of supply items that do not warrant
group control.« Items falling into this category are-
usually of such little value that the cost of imple-
menting procedures to monitor their use, location,

~and condition are not justifiable.. This category

rarely includes equipment items, since most LEA's
are required by law or encouraged by generally -
accepted accounting principles to maintain either
individual or group records on all items of cqulp-
ment.

The level of control applied.to any supply or
equipment item is dependent on the amount of
information the LEA desires about the item and
how closely the LEA wishes to follow the item’s
condition and avanlablhty Conscqucntly,.mc level

-of control directly affects the amount of time and

effort spent in keeping track of the item. Individual
control offers the capabnllty fo cl()sel) track a . -
single item’s condition and availability, while .
group control forfeits the opportunity to focus on .

- an’individual item. However, group control allows
far more items to be tnventoried with considerably

less time and paperwork, The level of control
applied to a given item, which can range from an '
annual mvcntory to the tight security oﬁa lockcd
tool crib, shouldybe based on the rclatnxe mpor-
tance of the | 0 ‘the overall opcratnon of the’

. LEA and is usullly in direct proporflon to its

purchase or replagement cost. -

*

.
A
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This appendix contains definitions of property-

rélated, terms Mot defined elsewhere in this hand-".
- book. Terms located elsewher¢ in the handbook :
may be\located through the use of the Index- or-

. *through he data-item classifications in chapter 4,

The Glossary is. arranged -alphabetically and

/includes a limited amount of cross-rcfcn:ncmg.

Each definition that has been taken' from'
another handbook in the State: Educatlonal Rcc/

ords.and Reports (SERR) Series is followed bya
parenthetical expression containing. the- Roman

. .numeral of the soyrce: bandbook. The letter “R” , ;
'followmg such a Roman nunieral indicates that the E
handbook is the reviseg edition..In some cases, the .,

" definitions have been modified and are identified

" as such. In all cases where a definition was availa- -~

ble in a previously published handbook, the most -
rcccnt source was used e '

ACCOUNTING—Thc procedurc o( mamtalmng

. systematic records of transactions (happenings,

. occurrences, events) relating to persons, objects,

-or, money and summarizing, analyzing, and

interpreting. the results of such records.' (VR,

modified) S¢e also FINANCIAL ACCOUNT-
lNG .

]

ALTERATION OF A BUlLDING——Mmor
changcs made internally that do not involve
malor structural changes. (111),See also RE-

. MODELING, RENOVATION OF A BUILD- -

ING, REHABILITATION OF A BUlLDlNG
REPAIRS, and MAINTENANCE

. AMORTIZATION~(8) Gradual rcductlbn re-
"+ demaption, or liquidation of the balance of an
" account recording to a specified schedule of

times and amounts, (b) Proviiion for the extin:
" ‘?Q guishment o!;p debt by meam ofa Debl Scrvncc
Fund (Sinking Fund) !

.
w

) 'Natroml Commmee on Governmental Accountirig, Gov-

ernmental Acqoumi(m, Auditing, and Financial Reporting.

A

BUDGEf*A plan ‘of financial opcratlon em-

" bodied in an estimate of proposed expenditures _.

. fora given period ‘oé putpose, and the proposed

means’ of financing them. The budget usually:

consists of three‘parts. The first pirt containsa

mcssiﬂ'from the budget-makmg authonty to-
-, gether with a summary of the proposed expendi-

tures and the means. of financing them. The-

.- second part consists of schedules supportmg the

. summary The schedules ‘show in detail the - N

proposed expenditures. and means of financing

» them, together. with mformahon as to-pagt years’

(.!~§_I,
D

-actual revenues and expenditures.and other data .-

Used in making the estimafes. The third part is-

composed of drafts of the appropriation, reve-
nue, and borrowing measures necessary to put

. the, budget into effect. (IIR) See also CAPITAL :

BUDGET

' BUILDING CODE—A ‘systematic collection of

the laws rules, and regulations of a governmen-
. tal entity related ‘to building construction and_

' utlllzatlon

CAPITAL ASSETS——Scc PROPERTY Scc also :

Capltal Asscts, p- 6

CAPITAL BUDGET—A qucnuc and cxpendlture_

- plan for the acquisitibn and disposition of
property Sec also BU DGET v

CAPITAL, OUTLAY—An expenditute resulting

in the acqulsmod of property or addhions to
property that are presumed to have benefits for

* more than | year. It is an expenditure for lan.d“' -
or existing.buildings, improvements of grounds, -

: constrgction of bulldmgs, additions to build-
ml’.

Muaicnpal Fmanoe Ofﬁcen Auocmlon. l3|3 F.ut 60th Street,

odclmg of bulldmgs, or mmal add"{ '

Chmo. 11, 60637, 1968, p. 153. . _\P
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. CASH FLOQW MAN (nILMl&NT Controllmg
~ the timing and ‘dispagition of receipts and ex-

penditure obligations fo maintain the best possi-
~ ble fmanmal posnthn

(HART OF AC (OU TS - A list of all accounts

. generally used in an individual accounting ‘sys- -,
- tem.

In_.addition 10 account tltle the chart

- mcludcs ‘an, account number that has been

-assigned to each account. Accounts in the chart
are¢ arranged with” accounts of a similar nature;
o _'Ior example, assets and. habllItles (IVR)

tlonal and replacmunt qulp;yZnt.(llR.'mde
07 R

G,LASSII'I( ATION --A~ systumatlc a‘rrangerﬂént‘ "
-7 of items in groups with defined, likekharactéris-
-, tics;®r, one such group within a classnﬁcatlon

system.

CODING - A -means of. distinguishing among
items and categories of information by assigning
 numibers or other symbollc designations so that -
the items and categories are readlly identifiable.”
(VR) » -~ : - o

~ COMPARABILITY — The characteristic of com--
monality. among or bétween sclected elements

‘méasured. in terms of identical constanjgadihe
. accuracy of the measurement of the @:)f
comparability is wsually dependent®™®n. th

- pumber of cbnstants applied (IVR)

COS’I’ BENEFIT--Analyses that prov1dc the
mearns for comparing the rcsources to be allo-
cated to.a specific program with the results

* likely 5
provide/ the means for- comparing_the results

'~ likely "to- be obtained from the allocation of
.certain resources toward the achievement of
altcrnatc or. compctmg objectives. (IVRy -

»

COST TFFECTIVWE&S~Analyscs designed to

measure the extent to which resources ajlocated
to a.specific objective under each of several -
“alternatjves actually contribute to accomplish-
"ing - that. objective, so that different - w(fs of
- gaining the objcctlvc may be comparcd (IVR)

DATA PROCESSING— The activities of collect-
ing and organizing data, stormg for future use,
and preparing statistical reports. (IVI&) , ‘

be thamcd‘from it} -or, analyses that - v

 FINANCIAL ACCOUNTING—The

A

.FIXED ASSETS See PROPERTY Sce also

EVALUATION - The process of ascertammg or
© judging the value or amount of an action or an
outcome by careful ‘appraisal of prevnously
specified data‘in light of the‘partlcular situation.
and the goals and objectlves previpusly estab-
lished. (IVR) :

EXP@DITURES ~~Charges incurred, whether

paid or unpaid, which are presumed to benefit .

"~ the gurrent fiscal year. (IIR)
L4

PROPERI Y- AC(OUNTIN(: )

FALILITIEB——See PROPERTY See also Facm- S

tles p. 6. oo \_'

FEDERAL EDUCATION AGENCY— See Fed-
) eral Educatlon Agency, p 7 o o
recording
_and. rcpor‘ung of activities and events affecting
the money- of an administrative unit and its

program. Specifically, it is' concérned (1) with -
- determining what accounting records are to be

_ maintained, how t’hey will be mamtamed and
the procedurcs. methods, and forms to be used;
(2) with recording, classifying, and summarizing

activities . or evénts; (3) with analyzing and

B mterpretmg recorded data; and (4) with prepar-
ing and initialing reports and statements that

reflect conditions as of a given date, the results -

of operations for a $pecific period, and the.
evaluation of status and results of operation in

terms of cstabli'shed\ijectives,"(I\_’R') Realso .

: ACCOUNTING-\-

-/

-‘Fixed Asscts h A

INTERMEDIATIL ADMINISTRATIVE UNIT
INTERMEDIATE EDUCATION
K AGENCY 0T '

~-See

¢ Tt ’
.h,*'ﬁ' 17
y

ANSERMEDIATE, EDUCATION AGENCY .-
LIEAFAn administrative agency, smallér than =~

* 'the State agency, existing primarily to provide
consultative, advisory, adininistrative, or statis-
. tical services to local education ‘agencies, or to
) cxcrcisc_ccrtain‘ regulatory functions over local
- weducation agencies. An intermediate ¢ducation
agengy may operate schools and contract for
s¢hool services, but it does not exist primarily to

- “render such scrvwcs Such agencics may or may

not havc taxmg and bonding authonty Where

(“! ...; . ) ,-. . _'._\
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WAlNJNTORY A detdlled hst or record showing
quantities, descriptions, values, and frequently .

. . .
GLOSSARY

there 1s a %uperi/isory' union board, the union is

included as an intermediate education agency
“(adapted from the «efinition' of Intermediate
" Administrative Unit in VR). See also Local
Education Agency, p 7. \

- units ‘of measure and uni
. hand at a given time. Also

rices of property on
.Jthe cost of supplies

" and .equipment on hand not yet distnbuted to

© ‘requisitioning umts (IIR)

'.LEA;See LOCRI'- EDUCATION AGENCY :

o LIFE CY(‘I K (‘OST ‘The total of all costs asso-

SN

e o

- l,()(‘A_l,

" __boundartes

: crated with owning ‘and operating a bunldmg or
:r fitem of ‘equipment, lncludlng costs of planning,
eonstructmg. hndncmg operatlng maintaining,
* and disppsing of the building or item of equip-
; ment. Life-cycle costs may be either projected
(e,
tact)
BASIC f\'"l')M_IN!STRATlVE UNIT
.-+ See LOCAL EDUCATION AGEN(‘Y.

educitiont ~agency at the local level exi

_primarily to operate schools or to contract Tor
educational services. Normally, taxes may be
levied by such publigly operated agencies .for

LO( AL LDU(ATION A(.EN(Y (LEA) i

- school purposes These agenues nfay or may not
cnty or town
ed synonymo sly )

"be cotéfminous with “coun
This term s -
with the terms “school district,” school system””

ralso IOCdl Educa.uon Agency, pp. 7 and 8.

' _' «% -with keeping the grounds, bunldrr}gs. and e gmp-
"'J!i\"em at their orrgmai condmon’of complet

LOU\L SCHOOL DISTRICT See LOCAL..‘

EDUCATION AGEN(Y ‘
MAINTENANCE Those actwmes concer ed

ness
or efficiency, either through repairs or' Bhy. re-

placement of property (anything less-than re,”

“placement of a total property unity. (This defi-
~ nitipn is identical to definition of MAINTE-

- NANCE OF PLANT‘in lIR) Secalso REPAIRS.

OPERATIONAL UNIT T A separatcly budgeted

subdrvrsnon of an LEA established to garry outa

P ¢ AN ,”

bdore the fact) or actual (| e., after the

and*Jocal basnc administrative unit.” (IVR) See '

Io6

105
— . .

o major.objective or group of objectives, such asa - -

sehool, the transportation unit, or the athletic
depar’tment. (IVR)

P

PERSONAL PROPERTY —~Property of any klnd

except real property. lt may be tangible (having
physical existence) or intangible (having no
- physical existence, such - as patents, inventions,
~and copyrights).? See also REAL PROPERTY;

' and Movable Equipmem. p. 997

PLANNING—l”he selectlon or identification of
the overall long-fange "goals, priorities,  and-

objectlves of the organization, and the formula= »

tion of various courses of actior to be followed
'in working toward achieving those goals, prro‘r
ties, and objectWes (IVR)
- F ﬂ . N R’ i
NOGRAM«A plan of activities and procedures
desrgned to acdomphsh » predetermined -objec-

uve or set of alhed objectlves (lVR) E

PROPERTY ~Sites, burldmgs; and equrpmen.t'
both built-in and movable. See ‘Site, p. 42;
Burldm,g. p. 48, and Equnpment p. 75 4nd p.

.97. :
7

PROPERTY DATA— Specnfi?: items of informa- -

tion about land, Buildings, and equipment,
usually organized in a file as part of.a property
: dCcoumlng system. ~

PROPERTY RECORD—A collectlon ofproperty _

data where mformatlon about a particular prop-
erty item of group of items may be found. A
property record may take thé form of a file card,
~a looseleaf page, one or more key-punch cards,

or data entries on: 4 magnetic tape or- dlsk for

|(- . , . ¢
PN ,

lmprovemems to stte, o

-computer usage.

REAL, ESTATE—Land,*
and burldmgs real property (IIR)

. REAL PROPERTY-—Scc REAL ESTATE.

REHABJLITATION OF AQ“’BUILDIN__(?’-..—The
__ general overh‘aulmg of a _qomplete‘buxldlng or,

——— ¢

"Federal Management Circular 74-7, Attachment N.” Gen-
eral Services Administration, Office of Federal Managbment
Policy, September 13, 1974; also codified in thé Code of Federal
Regulations as 34 CFR 256. FMC 74.7 is. essenually the same as
OMB Clrcular ‘A-102. .

N
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'REMODELING

’n

. "SEA-See STATE EDUCATION ‘AGENCY o

‘major section . thereof te better. adapt it for

- continued use-{or the ‘schogl program or a
different type.of occupancy. {111) See also AL-
TERATION OF A BUIL DINC?, REMODE]-
ING, RENOVATION OF A BUILDING, RE-
'PAIRS, and MAINTENANCE.

Any major permanent Struc- .
-tural improvement to a building. It mcludes

¢ changes of -partitions, roof structure, or walls.

- Repairs are not includdd bere but ure included -
under -maintenance. (HR) See also ALTERA-

- TION.OF A BUILDING.,. REHABIHIA'HON
OoF A BUll,.l)l\(:. R[:NOV.AIION OF A
BUILDING, REPAIRS, 4nd MAINTE-
NANCE. _ e |

RENOVATION OF A BLIIDIN(. The refew-
"ing of a building or part thereof without &ang—

ing structure, function, or design. ¢111) Sce also ..

ALTERATION OF A BUILDING, REHA-
BILITATION OF A BUILDING. REMODEL.
INg?, REPAIRS; and MAINTENANCE, |

. _REPA'IRS ‘The restoration of a given piéce- of

equipment, of a given building. or of grounds to
~original condition of completeness or efficiency

from’a worn, damaged. or deteriorated condi~

tiory/(11R) See also MA(NI ENAN(E.

SCHOOL P ~ The site, bulldmgs and equip-
. ment constntutﬁ the physical facilities used by a .

single school or by two or more schools sharing .

the use of common tacdltles./(llR) - .

’s(‘HOOL %&TLM SAll thc schools and sup-
- porting ser¥ices controlled by a board of educa-
tion or by any other organization that operates,
onec or more scheols. (VR) See also Local
. [;4uumon Agem‘) pp 7 and 8. ' '

-

ET‘STATE ~A ‘°fm that’ hpplles to the SO_States, _

outlymg areas, the Trust Terntorytof,thc Pacnﬁc‘& >
_ Islm and thc Dlsmct of Columﬁla (Wl)

‘STAIE BOA;RD OF r-ffw( ATION +The lcga’lly- k
comtltutad body having the major responsibil-
.ty for the general supervision of ¢lementary and
sccondar‘y education inthe State. This beard

L. 0 e -
* . . . . -
’ . . :

‘o .

PROPERTY ACCOUNTING 5 L

4

may “also have total or pdmdl responsibility for

" the supcrv;ston of hxgher dducation. (IVR) :
3 - 'T 1 :

STATF DEPARTMENT OF ED_UCATIONir-An

‘organization, composed of the chief-executive

ofticer (chief State school officer) and staff, that **

" exists to conduct the work delcgdted to it by

taw: (IVR) . L —

STATE EDUC ATION AGENCY (SEA)~~The
organization established by law for the primary -
purpose of carrymg out at least a part of the -
education -responsibilities of the State. It is
characterized by having statewide jurisdiction
‘and ‘may be composed of a State-board, chief
executive officer, and_ staff. Some State educa-
tion agenefes may lack one or two of these three
Lclements, bug i any gase therermust be either a.
‘board ‘or 4 chief executive. afficér. ‘The term

“commission” is bomylmcs used synonymously.
- with “bqgrd.” (1IVR)’See also State. Educatlon ~

_Agency‘ 7

STATL EDUCATION AUTHORITY«~—An or- -
gagwed and officially constituted group of indi-
viduals or an individual responsible for policy
decisions related to constitutignal and legisla-
tive . provisions pertment to zinucmion in the

. State. (VII) - ..

av

SYSTEMS ANALYSIS Activities involving the, °

search for and evaluation ofalternatlves that are.
relevant to defined objectives, based on judg-

. ‘ment, and, wherever possible, on quantitative
methods; the development of ‘data-processing
procedures or application to electronic data-

. processing cqulpmcnt (lVR) , '

TEACHING STATION or- TEACHER STA-
TION—The space allocation required €0 ac-
commodate a teach/ej (or-teachers) and a group
of students durmy mstructlonal actlvfues The
amount and characteristics of e space in- any&»'
-teaching statlon will vary accprding to subjcc} i
_matter,area and local'pr Staté’ poligies or saﬁn-

" dards on student/tcﬁt?m ratgofs or studenfy’ Qc; ,
square foot. (b).The: spcc1ﬁ¢ locatlon and iétlf"i
equipment (ie., desk, lgctern, dcmonstrauon«
table). required: by & tea;#r to ‘carry’

signed mstructlonal ‘activities with. Fgroup of

studchts ) e

* "‘ ;_;v.. : .‘?:5} %v‘- &
SN

?
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" “otherwise.provides benefits for more than | year. A
list of many of the items categorlzcd as improve-

. can and should be capitalized if it is:

graphic mfonhatlon ot this handboak.

- Auditing, Indumy Aydit Guide: Audits o

_ Capitalization is the act of recording the value

_ of an item of propérty in the General Fixed Assets

Group of Accounts or in ]
the LEA’s Balance Sheet.!

approprlate fund on-
¢ value recorded for

the item should be its “{original]cost, or estimated -

{original] cost if the original cost is not available,
or, in_.the case of gifts or contributions, at.fair-

' markct valuc at thc time rccclvcd S .

CRITERIA FOR® - ”
- CAPITALIZING PROPERTY

Capltahl.atnon appllcs ow to items w1th a
useful life greater than'l year, This includes all

. sites,. hulldxngs..artdxqulpment, but.excludes. sup- .

plies (§ee chapter 7, p. 97 for thé-distinction
between equlpment and supplles) Also improve-.
ments to sites, buildings, and. equipment can be

_ capltahzed Improvements are generally thought of.

"as any alteration,.renovation, or rehabthtatlon ofa
fixed asset that- extends the life of the asset or .

ments tosites is grcscntcd in the definition of data
item 129 Natre of Site Improvement, on

page46.  # - -

Sumn(anzmg the foregoing statements, an item
I. a_site, :
2. a bulldmg, AN

3. an cquxpment ltem (as dcfmcd in chaptcr?
pagc.98)' or

4. an 1mprovcmcnt to a site, bulldmg, ochuxp*

* . 'Financia)
Handbook 11

ountmg forfixed assets is ducusscd in detail in -
pp. 220-228. See appendix E for full biblio-

IAICPA 'Comrmtw on Govcmmentamountmg and
te and Local

Governmenjai Units New York: American Instituté of Certi-
ﬁed PubhciAccoun(nnt:. 1975 P l?‘ '

..\

I ;‘-'“'Al')pehd'i(ﬁ)-_ - L R
o "'_CAPI—TALIZ',ATlON_ A

“CAPITAL OUTLAY

- . prove

. example, in a-financial account .
"Handbook " 1R, - Capital Dutlay’ i§ one, “of the {9

- Qutlay,category in the Obje
_"as&ets Qnd all fixed assets shou

opening. In thig.and
. normally capxtahze gnty he fixed' assét items.

AN

CAPlTALlZATlON AND

*Since the use of the tcrm “capltal outlay" Vdrlcs N
from State to State, there is fio uniform relation-. .

- ship.between the terms “capital‘outlay” and “capit"
. talization.” In.a funding, sénse, capital outlay may .

refer-to a portion of the: budget specnﬁed for .
restricted use. For example, many States rc:stnct2

part of their minimum foundation. aid to capi

oytlay expenditures,” such .as cqunpmcnt and 'im- ;‘ ,
ents to buxldmgs ln an accdunting sense, - ©
capital _utlay may refer to the way-a particular -
expenditure transaction show classified, For , =
“stcm basgd on .

principal categories under. the’ Objcct dimersion. " * .-
When the term capital outlay is -used’ in- the
accounting sense as outlined Handbook llR, its

.relationship tq the term dlplt lization' is straxght-

forward: all items classified under the ‘Capital
.dimension‘are fixed -
pitalized.:
-Wh capital outlay is used-to den funds
wrth féstricted use, ifs relatlonshlp to the :
capntahzatlon is not always as simple. Some States '.-
restnct the use of capital outlay funds (also re-

ferred to as capital funds, capital grant funds, and -

~ bond “funds) to fixed asgets only. Some fufther
restrict use to equipment only, or equipment and

building improvements.. Other States extend the.

. use of capltal owtlay funds to include more than
fixed assets, such as .

lies and materlals re-
nstructed building for -
r cases, the LEA would

quired- to prepare a pcﬁ '

—In summary, all fixed-gsset items shoulll be
capitalized, and should alst be. classxﬁc(i under the

¢ Capital Outlay objéct in accordance with Hand-

. book llR 3 Hchvcr such 1tcms Jmay or may, not

See appendlx E for full blbhographnc mformatnon on _
Handbook 1IR. . _ e
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Thp ‘Nationat Commntcc on Goyernmental

"V both of federal to state andJocal, and of state to
local, which allow depreciati a rejmrbursa- -

!Accountmg defines depreciation as the expiration

. in, service life of fixed Hssets; other than wasting -
assets, aunbutable to weir and.tear through. use.
and lapse of time, obsolescence, inadequacy, or
other physical or functional cause.

.+, - NCES encourages all State and local education -

agencies-to investigate ways of using dcprccnatlon

, ‘-mtqrmauo:yﬂ?mﬁan(:e the important procéss.of
-calculatmg the total costs of education programs
and services. The follqwing. excerpts -from- the

~ AICPA's (American Institute of -Certified Public
'A%untants) Industry Audit Guide: Audits of
_State and Local Governmental Unils' may be of

" interest to those States and LEA's wishing to-

_.investigate the topic further. The reader aboulg\

bear in mind“that this document was published'tn -+

1975, and that.revisions -of the concepts or state-
.ments quoted below that may have occurred since

. 1975 have. not been-raflected:.

-~ Pages [7-18 in chaptc,r 2, “Accountmg Prmcn-
’ ples and Concepts.” state: -

With respect to. dcprccnatmn of gcncral fixed
assets, there are two fgasons for a renewed
“-interest in the.subject. One is:the increasing
treidd “in the number of governhmental grants,

ble cost. Another is the'neéd to marshal all costs

 including depreciation for the purposes of meas-
urmg cost of 30vcmmcntal scrvnccs and evaluat-
ing the efﬁclency of programs

- There dre four reasons for computing dcprccna-
tion for. gd\'emmemal units: (1) proﬁt measufe~, -
- ment for enterprise and mtragovc(nmcntat ser-

vice: funds (2) cost acc?un& services and
. lAIH’/\ (ommnllct on (idvernmental Accounting ung -

Audmng Industry Audit Guide: Audits of State and Locpl
Governmental Units.. New Ymk -Aifierican Jpstitute of Cert:
ﬁed Public hccountamn 1975.

r . ' ( '\""5:

{ Sk

programs (3) as a cost to be mcluded in thc

_bhsis for reimbursements pr grants, and (4).

systematl ynomzauon of cost to recognize use

~\
computmg depreciation, ‘howgver, maintaining

suchnformation and including it in financial

statements involve.separate questions,

Depreciation should be‘recorded on fixed assets
" financed 'priinarily by charges to users, sugh as:
. those - mcludcd -im, cn!crpnse and intragovern-
mental service funds. With respect to gcnerg{
. fixed assets in a general fixed assets group o

accounts; some finaricial statement users may -

prefer that dcpreciation be computed and re-
' ported cven though such amounts fare not a
‘charge against any fund. Accordingly{ as long as
. original cost or gther approprlate amounts are

intained and reported, there is no objection .

- to reflecting an allowance for depreciation in the
. general fixed gssets group of accounts with a
corresponding reduction in the amount shown
as the investment in.such assets. Whete the
amount shown as ‘the investment’in such assets

fls categorized by source of investment, the
uetion may be shown. as a rcductlon of the -

total of such categories.. -

in addition to the Industry Audit Guide, Audis -
. of State and Local-Governmental Units, refergniced - -
* abave, AICPA has published o&

address various aspects of depreciation, including
.. Accoummg Principles Board Opinion No. 12'and
' Accounting ‘Research  Bulletins 33, 43, and 44
(revised). Other sources of writtén matcnals en’

deprcclatwn policy and peactice may “be located

oo

tion in Chicago. -
. The mﬂgmon of depfecnauonorclated data items
m d tet}s ﬂ S of this handbook should not be

l‘ I

-

“or absolescence, Granted these reasons for

er documents that -

‘through State and local CPA organizatiohy and..”
through the Municipal Finance Ofﬁccrs Assocla-l

irement that dcpreclauog_'

AT109
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information should @a ulated or recorded in
the property files (or in thé school finance files).
The presence of these data items suggests that they

Aare potentially useful to LEA's, and provides
‘uniform terminology and definitions for .those
.LEA’s that wish t# maintain such information.

For those agencies interested i in using deprecia-

tion techniqugs, the followmg.,gcneral gundelmcs ’
" may ‘be of assistance. '

® Depreciation . apphcs only to buildings, site '
improvements, angd equipment; land is never .
- depreciated bccausc' 1$ not consumed in use.

® The most,common depreciation method used
is the st/mght line method. In this method,
“the annual amount of depreciation is calcu-
lated by first subtractmg the salvdge value of
the item ffom,its acquisition cost and dividing
the difference by the anticipated. years of
-useful life. The salvage value of an item is its
expected market value 4t the end of its antici-
pated useful life.

® An addition to a buifding can best besdepre-

(.

is attached. It is easier to+do this if the

\'"

ciated separately from the building to which it ..

v <«

PROPERTY. ACCOU'NTIN(}

‘o buﬂdmg addition has also. been capitalized ‘

(M.c appendix>B) separately,

® A renovatipn o rehabilitation can be depre-

ciatéd by Adding the costs of such renovation
or rehabilitation to thé book value‘of the asset
(that is, the value remaining after accumu-

"lated depreciation has been dedcted from

original cost), deducting the anticipated sal-

vage value of the renovated or rehabilitated

asset, and dividing by the balance of the
extended useful life.

No item 'should ever be depreciated below its

" salvage value. However, adjustments to de-

preciation may be made if the anticipated
salvage value’ changes during the life of the
asset.

“Am\additional -discussion of depreciation is
presented in Handbook HR,? pp. 66-68, in the
sections on Opcratmg Cost, Bunldmg Use Cost
and Equipment Use Cost .

—
!Sec appendix E fora full bibliographic rcfcrcncc to Handv
book lIR

/
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A large number of individuals were involved in
the development of this handBook. Over 100 per-
sons attended national and regionalconferences as
represeptatives of the nine national professional
%rganizations and variQus State and Federal agen-
Sies. Others served as c&multantl to the contractor

* or on special review commlttc::rM’ay_Qhwr indi-
viduals who reviewed handb terials chan-

(nclcd their contributions through thede organiza-
tidnal rcprcscntativcs,or committee mcmbérs

It would be lmposslble to list here the name ow nar
every individual who, tnade an impartant contribu- title of the project delegate. Individuals are listed-

~ according to'title and location at. the tlmcoof their

tion to the handbook. The organizations and people
listed bclow howcvcr deservc special recognition,

. (A
L - .

Nine national professional organizations, repre- '

senting a-cange of interest areas in education from
finance, to architecture, agreed to serve on the
National Planning Group. Each organization was
asked to appoint a special project delegate to attend
three 3-day advisory meetings, spaced throughout
the project schedule. Inaddition, eachorganization,
through the eftorts of the delegate aj the organiza-
tion's leadership, recommended representatives for
the 10 regional review meetings. The following list
identifies each of the nine organizations, along with

of the executive offices and the name and

partncnpatlon in the projcct

' AMI,RICAN ASSOCIATION OF COMMUNITY AND JUNIOR COLLEGES

President;

. Edmund J. Gleazer, Jr.
-.Project Delegate:

Peter Krupczak

o ~ " Assistant Vice Prcsndcm Buslncss Managcmcnt : e

- Triton Collcgc
. _.::.Rchr\f:wvc. 1.

ISR TR -

AMERICAN AS&OCIATION OF SCHOOIx ADMINIS‘I'RATORS

. Bxcutive Secfctary
Pro;cct Dclcgatc :

. Paul B. Salmon-
Frank E. Delavan

Sacramcnto Cale

»

AMERICAN INg TITUTE OF ARCH"‘ECTS

President: . Samucl A. Dericux .
'Commtttee Chanrm

Pro)ect Dﬂeghtc

o

Aljernate Del,cilte

" Oklahoma City, Okla.
[ James Lynch ',

Des Momcs, lowa

;‘f .
.

I.<. .

AR “"5) "

“ NATIONAL comm_nn;s ON ARCHITECTURE FOR EDUCATION s

endell Vo Lockes:. | . _ | A e '. . -
wende V. Locke - / T P
~<Bocke right Foster , o -

Lynch, Payne, Champion, Bnrnaby. Inc.

[- { 2 S :

d . . . Ve

ey, o '.I - . - Lo
"

.

e

Manager, Bulldmg Program Managcmcm Team .
" Sacramento City Unified School District e ‘

»®

-----
A S

5 4 | .
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_ Eiecutnve Director: . Harold V.”Webb
7. . "Project Delegate: "~ Omar Blair

v " . - Sch‘(')olDistrj_ct No. One . . ’ .
' : Denver, Colo. .

-
L)

The following people served as ‘consuftants to the contractor and prowded special asmtaﬁce

. throughout the development of the handbook

L 4 N
" C. William Brubaker : _ Charles E. Trotteg
Vice President’ - - Director, School Plapsing Laboratary
~ Perkins and Will - . . University of Tennessee

Chicago, . = < ' . Knoxville, Tenn.

. - Schaol Board Member S . « }/ ;'. "

‘ L]
VIR o ; . PROPERTY AC(OUNTING
' ASSOCIATION FOR LUU( ATIONAL (OMMUNICATIONS AND TECHNOLO(-Y Y [
Executiye Dlrcctor Howagd B. Hitchens ¢
< Projed Delegate: € "C. James Wal’mgton _ -
: gf ' Director of RCSCdl‘Ch and Communications- )
' Association fOI"EdUCdtlondl (Communications and. 1cchnology L
Washmgton n.c. :
AbSOClATlON FOR EDU(ATIONA[ DATA SYSTEMS ‘ :
~ President; , Thomag J. McConnc_ll.Jr. : L
‘Project Delegate: ThomasJ. McConnell, Ir. T
B . Director, Computer Center ,
Atlanta Public Schools | S P
Atlanta, Ga. - _N
N . ASSOCIATION OF SCHOOL BUSINESS OFFICIALS ' ~
‘s OF THE UNITED STATES AND CANADA '~ oL R Cove
Executive Director: Charles W. Foster N -
_ Project Delegate; . Creta Sabine h . se S
; “ Associate. Professor of Edticational A(jmnmstratlon T
e . Ninois State Umverﬂty R I - -
Normal lll e
\ﬂ'_ ' o . : R :
COUNCIL OF CHIEF STATE S(‘HOOL Ol'l-'l(‘ERb 0 T -
COMMITTEE FOR EVALUATION AND INFORMATION SYSILMS '
Executive Secretary: - Byron W. Hansford . R
Committec Chairman>  James E. Mitchell S A
Projcc&gclcghtc: . . James E. Mitchell = . - T
' " - Associate Superintehdent, Planning and Managcmcm lnformatlon 3
_ _ Department of P’blu. Instruction : - s
‘ L. T e Des Moines, lowa T
(DUN(‘II OF EDUCATIONAL I'AClllTY PLANNERS INTEMATIONAL
- Executive Director; Dwayne E. Gardner P . £
Project Delegate: Donald O. Bush * . - B )
T Professor of Educational Admmlstratlon i
' L ,Central Michigan Umverslty )
LN Mount Plcasant ‘Mich..- T
. s 'y R v
. "}MTION (HO()I BOARDS ASSOCMTION i) ’ :
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g . E. Ray Holt _ ) David Whitehead . _{ oL
Assistant Supcnntendcnt Dcpartment _ Superinténdent AR :“:_," e
‘af Busipess Affairs : E Paducah School Dlstnct C
Memphis City Schools e Paducah Ky )

- Summer 0

: ~ Memphis, Fenn.

A‘llanta, Ga.

V- -
. . e
Q ) .

. d

Boston, Mass, -~ .. . .c

. Chicago, lll. .- L

Indmduals are listed accordmg to utlc 'and locatlon at the hme of thclr parﬁc:patmn m the prOJect L v

e

Ad 0 Au:rs :

DaMas, Fex., - - - - L
.Denver, (olo : g '

.

4 oeey® AT L
LR
.y

gy

» . . -.‘ ..

M.magcr, lnlormatlon Syslcms -

Oklahoma State Departmcnt of Educanon
Okhhoma (t’l;y Okla o SR .

_\Vﬂllam S. Adamis . -

Assistant Stiperintendent
l)cl(alb County Public Schoolks

.Decatur, Ga.

- John A. Barker, Jr.

Managemeny: Analyst.IH -
Georgi State Dcpartmcnt of- Edhcatlon
Atlanta, : 5 : -

-

Guy'Vv.. Barncq

- " Shawnee Mission U. S D, #512
Shawnee Mission, Kans. *

Superintendent JAccounting Servnces

Dr. J; Milton Beck ,

Specialist in Facilities Planning .
and Utilization -

California Community Colleges

‘Sacra‘mcnto. Calif. .

*

J. Jerry Benson
Assistant Superintendent for Busmess Affairs ¢

76. These.individuals were nominated by one or moreol the ni
. snonhl orgamzatlons Thc meetings were - held ‘in July and Augusy‘in the following cities:

SN
. ;?[r\nsbul‘g. Pa. - N
ansas City, Mo. : - :

.o

e Jcﬁemﬁ@}erL

Mobile Gounty Board of School Commlmoners

Mobilke, Ala,

Richard H. Bergman
Director of Data Pr
Milwaukee Public S
Milwaukee, Wis. .

essing
00ls

New York, N.Y. * S
San: Francisco, Calif. A
Seattle, Wash.

-

A

i e B Bt

[ A
.

Asslslant Professor, Dept. of Educattonal
Media and Technology :
" University of Toledo

-
3 -
=

Henry J. Bmzcr
Assoclatc in School Busmcss Managcmcnt
New York State Education Deparfmcpt
Albany, N.Y. l) :

~ Supervisor of School Finance
_Missouri Department of Elementary -
* and Secondary Education . °,

6 ..

participating profés-

. Toledo Ohio o : g | =- "

LN .h\mclO Bhss e T e

Ty tollowtng ndividulls. p'qruupatcd in thc series of ten regnonmmgs conductcd in thc _

Lo

Samuel V. Brock

Coordinator Physncal Plants

Dallas County Commumty Collcgc Dlstnct :
Dallas, Tex.

e
“

()hvcr S. Brown

Assistant Superintendent, Business
Management Services

Cambridge. School Department

Cambridge, Mass." .

C. William Brubaker
Senior Vice President

~ Perkins.& Will Architects ) K
Chicago, 1il. e ' '




Wade Carlson .
Board of Education

"St. Vrain, Vallcy School District RE-IJ

Erlc, Colo. _
Manlyn L: Carson -

. Director of Data Proccssmg, RECAP

'Office of the Santa Clara’ County
Supcnntcndcx\t of Schools -~ |
San Josc, Cahf

+ James E. Champagne
Asslstant Chief Accountant .

_East Baton Rouge Parish School Board

Baton Rouge, La.

‘Judge B. M. Miller Childers
Chairman, Selma
S‘lma' Ala .

"Carl R. Clark

Manager of Systems and Pt'ogl_'ammingl

»

y Board.of Education |

3

Yy
Austmn, Tex,

" Eugene W. Clear. )
. Property Céntrol Officer ",
State Departmerit of ﬁducatlon
Atlanta, Ga.

‘Thomas Gooper N
\, -Director, Facilities Planning e
Northshore Schools
~Bothell, Wash. -

A )

Homer R: Crow?

Assistant Director Business Services

-‘Aurora Public Schools
_ Aurpr_n. Colo.

 \

. ) » S e -)’l .- N
TN [T SR PROPERTY ACCOUNTING * \
. . Q . b ‘)
o ’ e L . . . ~4 ara ! :
e 28V B Bruce : S ‘Thnm.as.E._Delb:idge_..-mn-— A
*" - . Schoot District Number 11 ' Educational Director, Vocationdih _ " )
. Colorado Springs, Co_l_q._ -, Education _— [
Dr. Lyle R, Bruss . . ‘;ix;:::]sl? ?:ﬁ:nmcnt of Educmlon‘ . M
Chairman, Education Commlttcc -_ ’ , v) .
Green Bay Board of Educatnon . Joseph A. DePalma - T
Grccn Bay, Wis, : . (Retired) Assistant Sup;nmendent o
South Huntington PR
,lamcs L. Cabe Jr , _ “ e
Fo Program Spcclahst .- Huntmgton N.Y. ‘ e
-USDA - FNS' Harold Dcaclms - ce
Atlantg, Ga. Director, Field Seffices =

" Nebraska Dcpartmcnt of Educatxon
Lincoln, Neb. -

Ryland Dishner
* "Assistant State Superintendent

-

Richmond, Va,

Harold Doane K

. Director, Division of §taust1cal Services
-Kentucky Departmcnt ‘of .Educatien
Frankfort, K% .

Diane Dondero :
Schogl Board Dnstnct #203 Napervnllc SR
N ille, 111, E

Ivan Downsy ' :
Chief, Division of School Accountmg Systéms

Pa. Department of Education, Comptroller’s Office -
‘Harrisburg, Pa, : .

Donald- A. Fantini
r Comnittee Member P
- Cambridge School Comm,

Cambridge, Mass.

Norman H. Finkelstein
——Coordimator of Audiovisua ications, ,
' Brookline'Public Schools . ' Lot
Brookline, Mass. < ) N

. Michael A. Finkelston
Accounting Supervisar,
Dallas Independent Schbol Dutnct
.»Dallas, Tex.

James Fitzgerald - -
Member,  Cambridge School Commmce
Cambnd.e, Mass. -

Dr: Charles W "Chuck” Foster

. Executive Secretary -

. Association of School BusmewOfﬁculs _
Ghicuo, m . : '

‘w

State. Department of Education i . : /‘ ‘
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. ‘MarkM Fox ,

)

*

Ross Hodcl

Assistant Supernntc?facnr

Department of £ducation - - . i]
Cheyenne, Wyo.  « * '

Dr. Minaruth Galey ~ ~

Professor
Temple University

‘.

Phrladclphra Pa S

Dr. Leonard D. Garlick . . s

) Consultant in Systems and Development -

Maryland State Department of Educauon
Cocleeysvrllc, Md.

. Margafet S. Genn :
- Assistant to Superintendent for Bosmbss R

“William .Penn School District

La’ns_«_iwvne,ul’a.

_Carlo Giacone; Jr. -

Systeiris Analyst _
East Baton Rouge Patish School Board

: Baton Rouge, La. . . J

| Tom Glass
Assistant Professor, Educanon Admnnrstratlon_

. College of Education

Pullman, Wash

Paul thk '
Comptroller

. District:205 T
* Elmhurst, L.

Danny Grammer
Accounting lnvcntory Clerk

- Dallas Ind.’ School District..

Dalas, Tex.

w’-'

us oo

lllnnons Office of Education
Spmngﬁeld lll

Dr.- William J. Honc
Superintendent R
Eau Claire Public Sohools
" Eau Clanre, Mrch

D_r. Hllda L. Jay
Media Specialist
Ridgefield High School

' Ridgeﬁeld Conn' . R 'v._,

John B Johnson

- Director, lnsrrucuonal Communncarnons Centcr‘

Governor's-State University
Park Forest South, L. '

beonard T Jordan

Phlllp T Kclly )
Supervisor—Firdance Office <.

-.'

. South Carolina State Dcpartment of Educauon

Columbxa, S.C.

Konald Kclton

" Consultant, $ghool Frnanoe and Data Scmoer

Colorado Department of Educanon
Denvcr, Golo

© Gtorge A Knight
' Associate Superintendent l

.

'*i.l"

Do » - _. . Houston Independent School Durnot
g‘“E G;_‘""_’ o \ .= . Houston, Tex. :
~Consulgant e SIS S

" John M. Greenly - ‘Supervisor of Media and Research Servnces
Education Statistics A ' Mountain View College -~

-

Pennsylvania Department of Eduo\non

- Harrisburg, Px:

Charles R. Gustafson
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Appendlx E
NCE_S PUBLICATIONS RLLATED TO HANDBOOK lllR

N
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The following blblxography is- dwtded into two -

parts. The first part is a listing of handbooks in the

- State Educatronal Records and Reports Series,
-excluding Handbook I1IR: The second part of the
.+ bibliography is a listing of other NCES publica-

- tions that may prov;de mformatron reldted to'

propeity accounting,

“that supersedes: the orlgmal ition.

" NCES .HA‘NDBOOK§

 State Educational Records and" Reports Series

(Iisted in numerical’ order): , _
Reason, ‘Paul L’Emery M. Foster and

L

S Robert. F. WHT) The Common . Coré of
R State Educational Infogmation. Washing-
\ -+ _ton, D.C.: US. Government Printing Of-
v fice, 1953. U. S. Department- of Health,-

. Education, and Welfare, Office of Educa- -

tion, State Educational Récords and Re-
~ ports Series: Handbook 1, Bulletin . 1953,
- 'No. 8, (No longcr in print.) '

" 1IB.  Adams, Bert. K., Quentin M. Hill,Joseph

‘A. Perkins, Jr., and Philip S: Shaw. Prin-

“ciples of Piblic Schogl Accounting. Wash-

ington, D.C.: U.S. Government Printing .-~

'. Office, 1967. U.S. Depart nt of Health,
. Education, and Welfare; 813
- A tion, State Educational Records and Re-
o " ports Series, Handbook 11-B, Bulletin OE
. ¥ : 22025. (No longer in print.)

~ - -—HR —Rebeﬂ&.-@&uﬂe& ‘L., andAllanJ&._Lmh
-tenberger.. Financial Accounting: Classifi-

Local and State School Systems. Wash-

.Office, 1973. U.S. Department of Health,
Education,rand Welfare; Office of Educa-

Note ~The letter (R). md‘tes a revised edmon. '

ffice of Educa-

cations and Standard Terminology for

ington, D.C:: U.S. Government Printing

' tion, State Educational Records and Re-

'~ . ports Series, Handbook 11, Re\used Bu]-, -

"~ letin-73-11800.

HI Reason, Paul L., and George (1 Tankard
Jr. Properiy Accounting for Local and
State School Systems. Washington, D.C.:
- Government Rrinting Offge, 1959. U.S..
Department of Health, -Bdncation, and
- "Welfare; State Educational’ Records and
- -mReports Series, . Handbook 111, Bulletin -
* 1959, No. 22. (No longer in print.) -

IVR  Roberts, Charles T. Staff Accoummg |

Classiffcations and Standard Termmology
; Jor Lo<alandS ate SChool Systems. Wash-
ington, D.C.: U.S.; Govern ent Printing
Office, 1974.7U.S. Departmgnt of Health,
Education, and Welfare; Office of Educa-
‘ tion, State Educatronal Records and Re-

s oports Serles, Handbook IV, Revised, Bul-

*letin 74-314.

VR - Putnam, John F. Student/ Pupil Account-

g: Standard Terminology and Guide for
Managing Student ‘Daia in -Elementary
 and Secondary Schools, Community|Jun-
. ior Colleges, and Adult Education. Wash-
. ington, - D.C.: US, Government Printing
Office, %4974. U.S. Department of Health,
Education, and Welfare Education vai

sion, National Center for Education Statis-

. tics, Handbook V, Revised, Bulletin 75-315,

]

VI . Putnam, Johi F., and W. Dale Chismore. ’

Standard Terminology for Curriculum .
and Instruction in Local and State School

© Systems. Washington, D.C7 U‘S‘Gﬁvem— T

o ment Printing Office, 1970.. U.S. Depart- -

ment of Health, Education, and Welfare; =~

‘Office of Education, State Educational
~ Records and Reports Series, Handbook -
VI, Bulletin QE 23052. .

' 121




. Harris, Yeuell Y. and lvap ’\I'Sexbert

They State Education Agency: A Hand-
book of Standurd Terminology. and a

~. Guide for Recording and Reporting Igfor-- OTHER NCES PUBl,wATIONb e

mation about State Eduumon Agencies.
Washington, D.C.:" U.S;, Governmeént

- Printing Office, 1971. U.S. Department of
" Haaith, Education, and Welfare: Office of

Edlcation, State Educational Records

and Reports Serics, Handbook V11, Bul-

&:‘05-23054. ‘ .
.

Seibert, lvan: N: Education Technology: A

Handbook,of Standard Terminology and

a. Guide for Recording and Reporting
Information about Educational Technol-

-ogy. Washington, D.C.: U.S. Governmenty -

Printing Office, 1975. U.S. Department of
Health, Educau

.
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and Reports Series, Handbook X Bulletin v
NCES 76-321. ol

Roberts, Charles T. Gyide for Implemennfng :
Hahdbook 111, Propert y .Atcoummg Yor Local
and State School Systems) Washington, D.C:  *
U.S. Government Prmlmg O‘Tﬁce, 1966, U.S.
Department of Health, Education, and Welfarc,
Office of Eﬁucaaon Bulletin OE 23029 (No

- longer in print)) .

~

Romney. Leonard C, Htgher Education Facili-
ties Invemory and Classification Mapual, 1973. -
Wasﬁ’ngton D.C: US. Governm&@Printing  »
Office, 1974. U.S. Department of Health, Edu-
cation, and Welfare; Office of Education: Na-
tiongl Center for Educational Statistics,Bulletin .
Ol 74- 11424 . \ _ .
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- Accounts, chart ‘of, 104

- A \, .
. - A} *
Acccssnbnllty of instruction locat?ons to handlcapped 30,
58 - S “

Accountmg, 103
¥ financial, 104 )
- property - see property accounting

Acknowledgments, 111-120
Acquisition -
and cost information, building, 28-29, 53-54, 91
- and cost Information, equipment, 37-38, 82-83, 92
‘and cost information, site, 25-26, 45-46, 93
Adjunct, 66
floor area of .36, 74, 87 o
.type of, 36,74 - . A
Adult/ community/ continuing educauon agencnes, 7
_Agencies, types of education, 7 :

- of building, gross floor, 30, 57, 87-88
of bunldmg. total assignable floor, 30, 57, 88
of disaster shelter, 30, 58, 88
of learning resources space, total floor, 30, 58, 88
qof, multiple-putpose space, support space, and other
assignable space, total floor, 30, 38 -
< of regular jnstructional space, total floor, 30, 57, 88
~ of site, 24, 42,88 -
of site disposed, 26, 47 -
of a space, floor, 33, 67,89 .
of specul imtruchonnl space, total floor, 30, 58, 89

© INDEX

- Auditorium, 34,70
‘Availability

per stud'cnm'| l 0ss, 95 N

standard n ignabie, 89
* vocational center, 7 o o
Art equipment! 36, 78 ’ '
Asgets - -t ' )
- capital, 6, 103 : ' ., -
- fixed, 6, 104 "
Assignable K

- area, standard net, 89 . )
floor area of building, total, 57, 88 o -
space, 33, 67-71 - o '

Athletic/ physical education spite. 3?58

Agdlo device, 36, 77

Audigrecording materials, 36, 78-79 .

of building, 27, 51-52
of building entrances for the handicapped, 30, 58.-
of 32-inch doors, 30, 59

of building, 28, 54

of equipment, 38, 83
Budget, 103

capital, 103
Building, 26-33, 49-66 )
acquisition

&nd cost information 28-29, $3-54

cost of, 28, 53,91

date of, 28, 34

method of, 28,53 )
* per square foot cost of, 95 -

Agricultural area, 25, 44 ' of simultdneous visual and audlble warmng signals for i
:::g:;?: oot i fusclm ;:ascl o ﬁfre. 3: ?13 di d, 30, 58 ' f
. National Standards Insmute. Inc. (ANSl) 5? 67 of toilet facilities for the han ncappe N

Standards Association, Inc.. §7, 67 Aver:ge unit cost, cqunpmemundcr'group control, 38,83,

Standard Methods of Dctermmmg Arcas in School - . .

Buildings, 57,67, - o . R .

. Amortization, 103 ’ B ,
Animal husbandry area, 25, 44 : _ . =
Annual - Rk Baseball ficld, 24, 43 ‘.

cost of building lease, 28, 53 ' Basketball court, 24, 43 _

cost of equipment lease, 38, 82¢ * Bench ’

cost of lease, 92 . . - desk, or floor machmery (nonofﬁce), 37,80

cost of site- lease, 25, 46 .o . desk, or floor machinery-(office), 37,80 .
Apparatus, machmery and, 37, 79 Bencefits of using Handbook 111R : v
Archery range, 23, 44 for FEA ~9 _ : ‘
Archntectural and engineering servnccs. cost of, 90-91 fof LE 9~ o ":- -t
Area < for SEA’ ' ‘

of adjunct, floor, 36, 74, 87 Bnbhosnphy of related NCES pubhcatnom. 121- l22 ’

of building, architectural, 87 Book value, 89 . o8
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T 124 ¢ o " e rnonnrv'acco'ummc
L per ltudent cost of 95 of water for, 31, 61
> .. source of fuhds for 28, 54 . Student capacity of, 28, 52. 89 /
- - addition code, 26, 49 _ . , total assignable floor area of, 30, 57, 88
.7 alteration of a, 103 . - ‘gulldmg-related data xtem‘ 66
.+ architectural area of, 87 - uildings, 6, 26-33 : . -
. . architectural volume of, 95 . - ‘ spaces within, 33-36, 66-75 '
availability of, 27, 51-52. B “Built-in equipment, 6, 48, 76, 99
« - book value of, 28, 54 . Business education space, 33, 68 _
code, 103 - ‘Busirtess equipment,-36, 78 Lo °
; construction cost of a, 90 (-
© v I contract cost of a, 90.
" contents, insured valuc of, 29, $4 , .
cost . . C '
 annual lease, 28,53 0 B . '
information, 28-29, 53.54 Cafeteria, 34, 70
. miscellameous, 91 " - .- 'Cafetorium, 34, 70 . _ .
) ‘of acquisition, 28, 53, 91 ' , " Campsite, 25, 44° . *
oo of construction, 91 ‘ .Capacity . :
' of modlﬁcatlon. 33,64, 92 of a space, student, 35 72, 89-90 5
of repair -and maintenance work, 64, 32, 92 of available parking atcas off site, 24 43,90 ) Lo
of replacement, 28, 34, 92-93 R . of building, student, 28, 52, 89
. per square foot, 95 of cooling system, 31,61,90 - T
- per student, 95 of heating system, 31, 60, 90
desigh, type of, 27, 49-5] ‘ of pavef parking areas on site, 24, 42, 90 !
- disposition : . of structure(s) or special area(a) _ .
- date 33 65 participant, 25, 45 - )
method of, 33, 65 ) spectator, 25, 45 ' Y
. net proceeds from, 33, 65 of unpaved parking areas on site, 24, 42-43, 90 '
proceeds, recelvmg fund for, 33, 65 Capital assets, 6, 103
entrances for the handicapped, avallabllny of, 30,58 Capital budget, 12, 103 g ! v
T expected useful life of, 28,54,94 Capital outlay, 103-104 .
- grades in, 27, 52 * Capitalization,”107 * :
. " gross floor area of, 30, 57, 87-88 Cash flgw management, 13-104
‘insured value of, 29, 54 '’ Ceiling finish, 33, 72,
lease . Chart ofgccounts, 104 :
annual cost of, 28 Circulation space, 34, 74 ' : - "
term of, 28, 53 , Classification, 104
location.'27. 49 ' . Classification, format of data item, 22- 23
market value of, 28, 54; 94 Classification of data jtems, 21-39 ,
materialscselection, 12 J Code, building, 103 _ - .
miscellaneous, cost of, 91 e . Coding, 104 :
mobility of, 30, 57 : Collecting property information, | I - _
" modification Combined HVAC system, 31, 61 ' <
cost of, 33, 64, 92 ’ Common language, 2, 3,9
date of, 33, 64 . K Comparability, 104 = = . N
source of funds for 33,64 . : « Compiling #eports, 13
name, 26, 49 - ' Computer/data-processmg spacg, 34, 70
number, 26, 49 \ _ (instructional), 34,69 |
ownership of, 28, 52 .- ' - Computer ’ . o
physical cmructem’hcl of, 29-30, 55- 59 . .- device; 36, 77 - . v . , v
* principal use of, 27, 51 materials, 76, 79
- . rehabilitation of, 105-106° . Computers in property accountmg. 12, 14
- . tenovation of, 106 . K Condition of equipment, 3
. repair ’ Conducting research, 13 .o
and mainténance mfotma 2,64 ‘Conference room, 3, 70 )
or maintenance work _ -, Consiruction cost of a building; 90 .
. completed, date, 32, 64 . Contract cost of a bulldmg.‘)o , .
cont, 32,64,92 - ¢ o ‘ Control S ' )
- performed, explanation of; 32,64 g * group,100-101 - ’ Ll
replacement cot of 29, 54, 92-93 ¢ -0 individual, 100
source ;2 > little or no, 101 .
. . of electrical supply for, 32, 61 ' * unit, 100
of swage lre-lmenl/dhpoul urvlce for.3I 6f Controlling, 12 i ;
" -ad *,
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/INDEX - L . '
T S . e i
Cooling = - o *é:}
primary energy source for.3l 60-61 b, W
system, capucity of; 31, 61,90 - -
system, locauono{ 31 60 . ‘
Cost _ .
analysis, 12~ ... .
- benefit, 104 e B A4
control, 13 . A

effectiveness, 104 ‘\.\:' :
“equipment under groupcomrol avérage unit, 3 83 89
method of estimating réplacement o .
(building), 28,54 .- . e
(equipment), 38, 83 ‘-
of architectural and engmeer‘inwsorvnccs. 90~9|
of building L
acquisition, 28, 53, 9l Y
per square foot, 95 .
per student, 95 "
construction, 91
- contract, 91
lease, annual, 28, 53 -
- misceHaneous, 91
modification, 13, 64 -
repair or maintenance work, 32, 64
replacement, 28, 54 - i
of educational consultative services, 92
of equipment _
acquisition, 38, 82,92 .
lcase annual, 38, 82
repair or maintenance work, 39, 84

T
~ )

-

N

replacement, 38, 83 ' -

of lease, annual, 92
_of legal services, 92 /—\ -
of modification to building, 92
of repair and mamtenancg‘vork bujlding, 92
. of repair or maintenance work, equipment, 9
wof replacement, building, 92-93 .
of replaccment, equipment, 93
of site o
acquisition, 25, 46, 93 ,
improvement, 26, 47, 93:94
lease, annual, 25, 46 =
mamtenance 94 (\
maintenance or,other work, 26, 47 -~ s
property-related, 1 .
Council of Chief State School Officers: “Resolutloh on -
“Dgta Standards”, 2-3
Coverage of communication systems, 32, 62-63
Crltcrw for identifying equnpment 94-99
Crigeri for identifying supplies, 99 .
- Criteria for »electing data items for the handboak 21-22
C ustodlal‘ spacc .M

%

s . - D

Dprkroom, 3,70 .*
._(imstructional), 34, 69

v Data
‘s entry.’fl . s
" code,2) - o .
. . definition, 23~ - ' .
. ‘narne, 23 o ‘ ’

o0

\.

\\

t ' IL -~ . Jh
\l. i - = v
~. - ‘ 125
vt ’ .
|tcm(s) 22 o o
~ building-related,#65-66
" classification format, 22-23
‘classification of, 21-39 -~ =
definition of, 22, 41-85 - - .

equipment-related; 85 is b ~

for a property accounting system. selecting, 7
name, 22
not listed in this handbook 89
reference number, 22 ’
site-related, 48
‘space-related, 74-75
processing, 104 -
property — see property mformauon
ate ’
building repair or mamtenancc work completcd 32 64
construction :
_ completed, 28, 53
started, 28, 53

‘

equipment repair or maintenance wogk completed, 38, .

of bulding
~ acquisition, 28, 54
. disposition, 33, 65
- " modification, 33,564 ,
of equipment .
" acquisition, 38,82 T
disposition, 39, 85. e :
of site
..acquisition; 25, 46
disposition, 26, 48 v
improvement, 26,47
site maintenance or other work completed, 26, 47
Decisionmaking in cducahon. the .need for propcrty
information for planning and, |
Decisions, property allocation, |
Definitions of data items, 41-85 o :
Depreciation, 109-110 _ _ .
method, 28, 38, 54,83 O

" Derived files, 15

Description of equipment, 37, 80

" Designing documents, 5

Developing
a property accounting system, 13-14
new property accountmg systems, §
Device Q,
audio, 36, 77.
computer, 36, 77
clectronies display, 36, 77
grlphncu and graphics reproduction dewcc. 36,77
tructional, 36, 77 .
photographic, 36, 77
physical display, 36, 77 P
projected and magnified display, 36, 77
subject-matter-related, 36, 78
Disaster shelter, area of, 30, 58, 88
Disposition
of building, 33, 64-65
of equipment, 39, 84-85
of site, 26, 4748 '
Driver !
education. equipmenl 36,78,
training range, 25, 44’

4
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B o

. U

Easements, 24, 43

. Educational consultative services, cot of, 92

Electronijc display -
device, 36, 77
haterials, 36, 79 .

Energy o
conservation, 65-66 ’ :
.use/conservation studies, 12 L

Engineering services, cost of architectural services)#nd,

90-91 T
Equipment, 36-39, 75‘85 94, 97-101 :
accounting systems, 76
acquisition
and cost information, 37-38, 82, 83 o
cost of, 38, 82, 92 : s

- date of, 38, 82
source of funds for,.38, 83

, allocation, 12
art, 36, 78
book value of, 38, 83
buili-in, 6, 48, 76, 99 .
2s ‘business, 36, 78 : ' P

condition-of, 38, 84 :
cost
average unit, eqmpmerﬁ undcr group control, 38, 83
method of estimating ‘replacement, 38, 83
of acquisition, 38, 82 . e
of lease, annual, 38/ 82 :
of repair maintenance work,.39, 84 -
of replacerhent, 38, 83 :
criteria for identifying, 98-99
description of, 37, 80
+ disposition
method of, 39, 85 o
net proceeds froim, 39, 85 .f-’
proceeds, receiving fund for, 39, 85
reason for, 39, 84-85 |
distinguishing between
i . built-in and movable, 99
supplies and, 98-99
driver education, 36, 78 i
“expected useful life of, 38, 83, 94
homemaking, 36, 78 .
industrial arts, 36, 78
insttuctionat, 36, 77-78
v insured value of, 38, 83
' inventory humber, 36, 76
in‘ventory of supplies and, 99-101
~ lease, annual cost of, 38, 82
lease, term of, 38, 82 -
list of supplies, 97-98
kéi value of, 38, 83, 94 ~
mobiijty, 37, 81 .

L]

‘music, 36, 78
needs forecasting, 12 .J
N organizstional responsibility for, 37, 81-82

' " ownership of,’ 37 81 :

'PROPERTY ACCOUNTING

physlcal tducation, 36, 78 , :
" physicai locatjon of, 37 8| Yo , o
related data itéms, 85
repair

and maintenarce information, 38-39, 84

or maintenance work completed, date. 38, 84

or maintenance work, cost of, 39, 84,92

or maintenance work performed, explanation of, 38, 84
replacement, cost of, 38, 83,93 .
room, 34, 70 . )
scientific laboratory. 36, 78
selection, 12~

tag number, 36, 76 . ] L o
type. 36, 76-77 '
under group control . . s

. average unit cost, 38, 83, 89
number of units, 38, 83
units of measures, 38, 83 .
warranty exptratton data, 39, 84 :
Evaluating, 12 ' . ) : .
Evaluation, 104 e . '
Expected useful life o '
oMbuilding, 28, 54,94 : .
of equipment; 38, 83, 94

. Expenditures, 104

Explanation :
of building modification, 33, 64
of butldlng repair or maintenance work, performed 32,64
of equnpment repair or maintenance work|performed, 38, 84
of site maintenance or other work performed, 26, 47
Exterior walls, 29, §5 : :

. ' 4

A ' F .

Facilities, 6, 104 .
Facility planning, 12 *

Family and consumer education (homc economtcs)
space, 33, 68
FE} — see Fedgrat Education Agency
Federal Education Agency (FEA) 7
Files
derived, 1§
original document 1§
‘property information, 14-]6
Financial accounting, 104 .
records, property accounting records as support for,
18-19
Fixed .-
assets, 6, 104 _
interior walls, 29, S5 .
FIOOI' o : : B
area " SR
of a space, 33, 67 o ‘- N
of adjunct, 36, 74, 87 ' T
of building" ' '
gross, 87-88 -
total assignable, 88 '
. . of learning resources space, total, 30, 58, 88

-+, -of regular instructional space, total, 30, 57,88 .

of special instructional space, total, 30, 58 89

<
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* finish, 35,73 . .
framing, 29, S$ b ‘
* Football ﬁ.ld 24, 43
. Furniture, 37, 79

G.
= Gilossary, 103-106 <
- Grades in building, 27, 52 '
Graphics and graphics reproduction device, 36, 77
Gross ‘area per student, 95 .
Gross floor arca of building, 30, 57, 87 88 - .
Group control, 101 "+ . .
average unit cost of cquipment undcr 38 83 89

=»

WmOM for, 101 : .
_ measure of equipment’ undcr 38, 83 -
/\Q{nmtorlum 4,70 "

" ¥ H .

Hand tools, 37, 80 — S ‘

Handball court, 235, 43 ' | _

Handbooks in the SERR Series, 2, o v

Handicapped

. accessibility of instruction locations to, 30, 58
avatlablhty of building entrances for, 30, 58
availability of toijet facilities for the, 30 S8 N

Health-carg space, 34, 70 ’

L

Heating . ~
mediuth, 31, 60 "
primary ‘energy source for, 31,60 .
source, location of,-30, 59 \

system, capacity of, 31, 60, 90
system, type of, 30, 59
system, lype of standby, 31, 60
Heavy construction machinery, 37, 80
Higher education, propert{wiped i
‘Higher Education Facilities Invent
Manual, |
Home ccqnomlcq (fam(ly and 1

-~ ~ .
- . ’

nd Classiﬁcatibq

nsumer cducation)‘
Homemaking cqunpmcm 36, 68 a o
. Horticulture; aboriculture area, 25. 44
How to use Handbook 11IR; §
‘. - .

Ice rink, 285, 44 .
~ Improvements 10 sites - see Site Improtement
Improving commumcauons. 5
Individual control, 100
Industrial arty
o cquipment, 36, 78

. space, 33, 68
~ Information

fof planning and decisionmaking in education, the’

, for property, |
ms property, | R

Instructional . .
device, 36, 77 . R ‘
.equipment, 36, 77 e T

Insurance planning and claims support 13 -

Insured value . ) '
of building, 29, 54 ' . -
of building contents, 29, 54
* of equipment, 3§, 83 -

’

‘ nterfediate. admmlstratwe unit. — see Intermedlate

Educatipn Agency ' e
Iittermediate Educatlon Agency. 7, 104-105
Inventory, 105 _ -

as the basis for a property information syste
deciding what items to, 100 k ‘\/B'

information, 11

list, 11,18 - - . - _ +

management, 12 -
process, annual, 12
records on supplies and equipment, 99-101

K
Kindergarten space, 34, 68
Kits, multi-media, 37, 79

»

L
LLEA -- see Local Education Agency
Learnifig resources space, 34, 69
. Learning resources space, total. floor area of 3o, 58 88
_Lease, annual cost of, 92 ‘ .
" Legal services, cost of, 92
Legislation, developing bases for, 13
- Limitations of Handbook IR, 8-9
Linkages, 17-18
List of supplics and equipment, 97- 98
Little or no control, 101
Local basic administrative unit, 7, 105
Local Education Agency (LEA), 7, 10§
4.ocal school district & sec Local “Educatipn Agemcy
Location ' ¢
“ building, 27,49
control, 12 _
of cooling source, 31, 60
‘of equipment, physical, 37, 81
of heating source, 30, 59
site, 24, 41

-

M
Machinery -
and apparatus, 37, 79
heavy construction, 37, 80 .

~ Maintenance, 103

' and replluhop. 54 70 S

PR ONN 4 4 .

101 .
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“information '
building repair and, 32, 64
cquipment repair and, 38-39, 84
.site, 26, 47 :

management, |2

“schedule, 38, 84 ' . .
scheduling system, 7§ s !
" .Major equipment items, . -~

Make or brand, 37, 8|

~ Manufacturer name or number 37 8|

Market value
method of ¢stimating, 26, 28, 38, 46 54, 83
of building, 28, 54, 94
of equipment, 38, 83, 94 .
of site, 25, 46, 94

Materials ) Q
audiorecording, 36, 78 . - _
computer, 36, 79 e
electronics display, 36, 79 *
in structural system, 30, 56-57 -

printed, pictorial, 36, 79
projected and magnitied, 36, 79
recotded lmtrutuona{ 36,.78-719
threc-dimensional, 37, 79
Mathematics laboratory, 34, 68
Measuresarelating to school propcrty. 87-95
Mechanical space, 34, 71
Media-based instructional Iaboratory. 34, 68
Method
of building
acquisition, 28, 53
disposition, 33, 65

+ of equipment

acquisition, 37-38, 82
disposition, 19, 85
of estimating market value
(building), 2§, 54
" (equipment), 38, 83
(site), 26, 46
of estimating replacement cost
(building), 28, 54
- -(equipment), 38, 83
of site T
acquisition, 25, 45, 46
disponition, 26, 48
Minor equipment items,
Miscellancous, cost of” building, 91
Mobility of building, 30, 57
Model numbct 37, 81
Mation picture
-studio, 34,70 ‘.
-studio (instructional), 34, 69
Movable¢ equipment, 6, 76, 99 '

" Multi-media kits, 37, 79

Multiple- purpou’dpacc 34, 69
Multiple-purpese space, sugport space, and other as-
signable space, total floor area of, 30, 58 .

Multipurpo

" eourt, 25, 4 _ ,
field, 24, a3 '

Music - . g
cquipment, 36, 74 ’
apace, M, 68

" .Net progeeds from .

. ' PROPERTY ACCOUNTING

N

" Name of general contractor, 28, 53 '@

National Center for Education Statistics, 7 -
Nature of site improvemeht, 26, 46-47

building disposition, 33, 65
equipment disposition, 39, 85
site disposition, 26, 48
New or used at time of acquisition, 37, 8
Nonassignable space, 34, 71
Nonexpendable, 98
Number
building. 26, 49
cquipment tag, 36, 76
‘of fixed-student stations, 35, 72, :
of stories (floors), 30, 58 v .
of structures or special areas of given type, 25, 4s
of units, equipment under group control, 38\}3
site, 24, 41 - '
site addition, 24, 4| : _ !
space, 33; 67 : Rt

3

o

Obstacle course, 25, 44
O%:, 34, 70-71.
Ograting, 12 .
Operating budget, 12 ¢
Operational unit, 105
name, school or other, 26, 49
number, school ‘or other, 27, 49
Organizational responsibility for equipment, 75 37 81
Original document files, 15 _
Outdoor classroom, 25, 44 ‘ )
Outlay, capital, I03 ’
Ownership
of building, 28, 52
of equipment, 37, 81
of site, 24, 42

L] ) P
Parking ’ '
areas off site, capacity of available, 24, 43, 90
areas on site, capacity of paved, 24, 42,.90
areas on site, capacnty of unpaved 24, 2-4
Parochial schools, 7 -, .wo

Participant capacity of structure(s) or spcclal arca(s)

(off site), 25, 45 -
(on site), 25, 45 . T

‘Paved playground, 25, 43
“Per square fdot cost of building acquisition, 95

Per student cost of huilding acquisition, 95

‘Personal property, 105 ‘

Photographic device, 36, 77

Physical
characteristics of bulldmg, 29-30 55-59
display device, 36, 77 v
education equipment, 36, 78
location of equipment, 37, 81

. | ?f( .
S
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~ INDEX .

Planctarium, 34, 68-69

N

 Planning, 12, 108 »° ~ .+

Planning and decisionmaking in cducatnon, the nccd for -

- property-information for, |

" Policy, making administrative, 13

.

¥ Y

Preschool playground, 25, 44

" Primary énergy source

for cooling, 31, 60-61
for heat, 31, 60

. Principal _ ’ .

. useof site, 24; 42 . AN
use of building, 27, 51 ¢ )

Printed/pictorial materials, 36, 79

Private schools, 7 -

Pgogram, 10S '

Program costing, l2 ' _

Projected ¢

and magnified dmplay device, 36, 77 -
and magnified fmaterials, 36, 79
Projection. reaom, 34, 71
Property, 6, 105 _
" accounting, 11’ ' L
computers in, 11 /14 . '
~# manuals, State-lével, 8
methods and procedures, 9

purpose of, |1 J
records as support for. ﬁnanclal accountmg rccords )
. 18-19 .

" system; 30, 11-12] 14
developing a, S, 13-14
selecting data items.for a, 7

~.for smaller LEA’s, 8 '

. . types of, 12

- data, 10$
files, 15 -
information (data), 105
collecting, 11
* files, 14-18

for planning and decisionmaking in educauon thc.

need for, |
systems,”l
basic, 7
_inventory is the basns for, 100
sophisticated uses of, 12-13

using, 11 : T, S
personal, 105 i : .
real, 6, 105 . -0
récords, 11,105 "'
terms relating tq, 6 -

~_used in higher education, 1
Purchasing control,*12 E

* Purpose of property accounting, 11 :
.Purposes of Hapdbook 411, Revised, 1,3

Ly

'R S
- Radio
1tnuon(mstructlonal), 34, 69 o _
studio, 34,71 - ,
Ratios, 95 gt i .
Real estate, 6, 105 e T
Real prolpmya 105 SN e

‘ Rehabilitation of a building, 105-106

* Repairs, 106

» Significant value, 98, 99

"

Reason

for building dlsposmon 33, 64-65 ) :

" for equipment disposition, 39,'84-85 e

for site disposition, 26, 47-48 —
Receiving fund -

for building dlsposmon procecds 33 65 "

for equipment disposition proceeds, 39, 85 -

“for site disposition procteds, 26, 48 '
Record, property, 105 -
Recorded instructional matcnals,
Reference number, data item, 22
Regional education centers, 7
Regular instructional space, 33, 67

total floor area of, 30, 57, 88

36/78-79

Remodeling, 33, 64, 106 .
Renovation, 33 64, 106
Repair and maintenance mformauon '
bu:ldmg. 32,64
equipment, 38-39, 84 -

Replacement cost
of building, 28, 54, 92-93
of équipment; 38, 83; 93

Reporting, 12~ - . '-

_ Residential space, 34, 71

”Rcsoluuon on Data Standards" ‘Council of Chw( State
- School Officers, 2-3 _ _

Rcsponslblc individual, 37, 82 U
Rifle/shooting rangc, 25 44 '
Roof '

deck, 29, 56 :

framing, 29, 56

membrane, 29, 56 . _
Room, 66, 94 y e
Running track; 25, 44 -

v —‘ S | ' L :7
Safety ot
and security systéms, 32, 63
planning and ¢valuation, 12

School, 4849

district.’ local — see Local Education Agcncy
or ‘other operational unit name, 26; 49

. or otHer. Opcratlonal unit number, 27, 49
system, 106 _ ¥ . )
plant, 106 ® o

Science laboratoty, 34, 69

Scientific laboratory equipment, 36, 78
SEA — sce State Education Agency -
Secutity systems, safety and, 32, 63

‘Selecting data items for a property accounting sy*n 7‘
Serial number, 37, 81 *

Site, 24-26, 4148

M"‘ -}

acquisition . ’ ' '
cost of, 25, 46, 93 ~ 5 :
date of, 25, 46 S G

" method of, 25, 45-46 : ) oo

< source of funds for, 25,46 . = - IR

~ addition number, 24, 41
addmom, 4, 4]

l\
N o

. AY )
L} N ~




o

area of, 24 4, 88 T
‘capacity © ’
of availabig parkmg areas off 24 43 90 -
. of paved plaking arcga on, 24,42, 90 :
of quavcd parkmas on, 24, 42-43, 90
_cost :
, - of acquisition, 23, 46, 93
'« . of improvement, 26, 47, 93-94
- of lease, annual, 25, 46
~ .of maintenance, 94
"~ of maintenance or other work, 26, 47
" dispoged, area of, 26, 47 '
" disp&tion, '
" date of, 26, 48
" method, of, 26,48 .
net proceeds from, 26, 48
* proceeds, receiving fund for, 26, 48
reason for, 26, 47-48

.

mprovemcnt 6,93-94. . . \
~“cost of, 26, 47, 93-94 \_ . o
-date of, 26, 47 _ .

nature of, 26, 4647 - -

lease, " q
annual cost of 25 4\J. :
- term of, 25, 46 ~ e

" location, 24, 41
maintenance
cost of, 26, 47, 94 : :
" or other'work completed; date, 26, 47
or other work, cost of, 26, 47 -
~or other work done, explanation of, 26, 47
markct value, 25, 46, 94
name, 24, 4] - T
‘number, 24, 41 .
ownership of, 24,42 .
-prihcipal use of, 24, 42 ¢
selection, -2 ° - :
type © ' _
" of s 1;ruct re (cxcludmg bunldmg) or specnalarca off.
' 25,49 -
_of strufture (cxcludmg bunldlng) or spccnal area on,’
"24-25, W1-44
" Site-related .data jtems, 48
Sites, 6 \
lmprovcmcntn 6, 93-94 _ :
Soccer field, 24 43 ' .

Sound
-« stlidio,. 34, 71 .
studio (mstructlonal). 34,69 -
Source '
of electrical supply for bulldmg. 32,61
-of funds
- for building acqulmlon 28, 54
for building modification, 33, 64
for equlpment acquisition, 38 83
for ite acquisition, 25, 46
~ of watet for building, 31, 61
Space, 33:36, 67-75
: uui'mble 33, 67-68, 7
athietic/ physical educut:on. 33, 68
‘business education, 33, 68
| oapacity of & student, 8990
circulation, M, 71 :

PROPERTY ACCOUNTINP\

- 'computer'data~processmg,~34 70

‘computer’ data-p{octmng,(ms;rucuonab, 34 69
custodial, 34,-71 . . .
dimensions, 33, 67, 94 -
family ahd consumer cduumon (home &momlcs). 33,
68 )
“floor area . :
of a,33,67,89 " . '
of learning rcsourccs 30, 58,88 T
of regular instructional, 30, 57, 88
of special instructional, 30, S8, 89 :
for exceptional children, special ln‘strucuon 34, 69
" health-care, 34; 70 : .

-

- industrial arts, 33, 68

Kkindergarten, 34, 68
_ learning resources, 31, 34, 58, 69, 88
mechanical, 34,71 .
multiple-purpose, 34,.69 . L
" music, 34,68 o .
needs analysis, 12 ' o
" nonassignable, 34, 71
number, 33,67 -
_regular instructional, 30, 33 57,67, 88
residential, 34, 71
special instructional, 30, 33, 58 67-68 89 '
storage, 34, 71
structural, 34, 71 -
student éapacity of a, 35, 72, 89-90
support, 34, 70 - .
type of; 33, 67 .
vehicle storage, 34, 71-7]
Space-rélated data items, 74-75 -
Special
deed restrictions, 24, 42
~ education cooperatjves, 7
instructional space, 33, 67-68 R
—tmstructional space for exceptional chlldrcn 34, 69
instructional space, total floor area, 30, 58, 89"
Spectator capacity of structure(s) or spccnal arca(a)
(off site), 25, 45
(on site), 25,45
‘Standayd net assignable, arca, 89
Standgrdization, 87
Standgrdized terminology, 2
State, 106 - _ _
board of education, 7, 106

-department of education, 7, 106 *

" Education Agency (SEA), 7; 106 '

education authority, 7, 106

- education commlsslon 7

" Educationa) Records and Repoft- Senes. 2
State-levél property accounting manuals, 8
Statistics, education, 2
Storage space, 34, 71 ' e T e
Stories (floors), number of, 30, 58
Story, 9495 ..
* Structural space, 34 71
-Student capacity - .

of a space, 35, 72 89-90

of a building; 28, 52 89
Student, gross area per, 95 _
Student stations, number of fixed, 35, g

RN

Subject-matter-related device, 36, 78

1y
oy




- INDE
L -, R .
Supplies,

and equlpmcnt distinguishing between, 98-99

and equipment, inventory records on, ®-101
and equipment, list of, 9798 -
“criteria for identifying, 98-99

. Suppo

space, 70-7l

space, and other assignable space, total floor area

" of multiple-purpose space, 30, 8.

- 4 System
property accountmg,

property infogmation, 1, 7, 11,

Systems analysi}, 106
--Swimming pool {25, 44

.

Téachini'station,.l%
Television -
. studio, 34, 71

‘ studlo(mstrucuonal), 34,69

" Tennis court, 25, 43
Term’ .
" of building fease, 28,

7,8 l’ 12, 13-14

7
’ :

T

S

53

of equipment\lease, 38, 82

' of site lease, 28, 46

Terms relating to property, 6 -
.Three-dimensional materials, 37, 79

. Tools, hand, 37, 80

Topics covered in the handbook, major 5-6

- [Total

asslgnabl&ﬂoor area of buildjng, 30, 57 88

floor area.

of lcarnlnx resources space, 30, 58, 88
" of “multiple-purpose space, support space, and other ‘chnclc~storagc; pace, 34, 71:

assignable space, 30, 58

* of regular instructional space, 30, 57, 88

12-13, 100

X

131

_

oflighﬁng, 35,73

of space, 33:34, 67-71

“of standby heating system, 31, 60
" -of structural system, 29-30, 56 :
* of structure (excluding hunldmg) or specul area off

site, 25, 45 g
of structure (excluding buxld;ng) or specul area on .
site, 24-23,

4344 3 v

of ventilation, 31, 61 : :

- of wall finish, 35, 73 o S
Types of education agencies, 7 . L : IR
. Types of property accounting systems, 12

U
' Umform information, 2 ",
Unit control, 100 ‘
~ Unit of measure, equipment under group control 38, 83
Unpaved playground 25, 44
Use .
-of buﬂdmg, prineipal, 27, SI
of property information, 12-13
of site, principal, 24,42
of the handbook, §
Users of the handbook, §
- Using property information, 11 . -
Utilization scheduling and monitoring, 12

v

Value, significant, 98, 99 ,
Vehicles, 37, 80, 85 -

Vendor name or number, 37, 81
Volleybal! court, 24, 43

. of'special instructional space, 30, 58 Volume of bunldmg, architectural, 95 v
Track and F;ld aréa, 25, 44 . ' . - .
“Type _

of adjunct, 36, 74 _ . '

of building design, 27,'49-51 w

of communication systems, 32, 62 : ' B -
of emergency electrical supply, 32, 62 . Wading pool, 25, 44 - o
of heating system, 30, 59 Wall flexibility, 35, 72




