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This handbook is offered as a r souiCe. for local,
intermedialte, 'State, ,and&ederal edbcation offi ials to assist in the

- identification, ,organizarion, and definttion of data ara informati
.: about educition propetty. introd6Ction directiOns ,are folio

.by a discuSsion of concepts assoâiated. vith'prOpexty acdonnting and
some generial guidelines tor deyeloping strengthenirg,4 provelity

sTSt-em. Chapter W.-and 5 Contain 4 classifidation anddefinitibn of the ba9ic data. items' reCommendeefor tke establishment
and Alai tenance of pitoperty accouTting ystems,. The remaini.ng

, catpters present` definitions for Some of the iore Common measureS o
seltoOl operty, discusS the reed for distinguishing' betwev,ti .supplie
.and-'-eg went., and recomMend a set of.-ctite4i a for 4:akin.4 tite s-

:supialiFs/equipment distinCtior.. the ppep.dicee
"...instr/uptions'Ior..capitalizat4.on a n d depreciation..,adknowledgments.to

t- the orgiinizaftons- involviet in the .4evOOPMent-
.'handbook, a bihliouaphy 'of rreJetred publIcationsu. and ar,,1.(Authr/Min
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Jihe purpose Of the Center shall be to collect and disseminate statistics and
other data related to education in the United SWAtes and in other nations. The
Lenter 'shall collect; collate, and, from .elme to time, report ;full and coni-
ilete steistics on the condttions education,in th'e United States; conduct and
pubth reports on specialized analyse4oH1ie meaning and significance of such
:natistics; . . . .and rCview and report on. education 'activities in foreign countries"

Section 406(b) of the General EducatiA Provisions Act, as .amended (20 U.S.C.\

eN

The iginuscript for this handbook 'Was developed by Robert
Davis Associates, Inc., under .contract No. OEC-300-75-0250,
with the National Center for Education tutistics.

Robert E. Davis, Frincipal Investigator.,
Kelly C. Sandy 111, Prbject Director
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,1.14n2:1 boo k 111 was originally published in 1959; Its purpoSe was to provide a
standard guide to the terminology used in property accounting for 'local and State

. school systems. . .
. .. ,. .

.

education has tken on
..*
a "TICW look': in the 17 yearssinee Handbook III first $0,as ..$

.

pilblished..5uch traditions as- the self-contained classrooin, 55-minute classes, and .
sumnier vacation are giving v;ay to new alternatives: year-round school, op`en school;

,mini-coursex, modular-class scheduling, differentiated staffing, and team teaching.
New subject matter and unique delivery systems-for teaching thege topicS are beingi
developed each ybar. These developments have brought with them new uses for -
existing space and equipment as.well us 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 .

.. more;caiwkx. Budgeting methods are becoMing!niore soOnsticated-6 traditional
linr-item budgets have given wa)Pto prograni-oriented budgets. Similar trerids toward

,sophistication "have appeared in the area of accounting and.financiaf Management
where decisianmaking tools that long have'aided'the private business Sector, such as
depreciation accounting and capital budgeting; are being employed. These
approaches require new kinds ofinformationin more detaikand at a greater leVel of

,
A.-; :accuracy than ever before:

. :..!.1. he past decade has seen the public' bririg intense pressure to bear on the e ducation- . .0.e.-,:::... ..,.*com munity for more accountability and greater proditctiyitY. In respondintto these
pressures, educators haVe developed new techniques for measuring arittanajAng their

Aproducts and processes, thus generating new kinds- of data that can be report0 to the
public.

.

In recent years, the educationacommunity has recognized the need to updateand
extend Handbook III to accoMModate additional information about the new kinds
and uses of buildings, sites, and equipment that have been. developed in the last 17
years. EducatiOn managers also sasv the opportunity to. develop a revised handbook

Ahat would° be niore compatible with thc neW handbooks and handbOok revisions-..
published since 1959.

. .' This revisid edition 6f. Handboak III provides property terminology, definitions,
cbileeptS, and a classKicatlowstructure for proPerty infopation,tbat are intended to
lissist in planning EXIdecisioninaking and to hOens,urc cOmpatibliand COmparable
tecarding and repining of data on education property. The development of this "..'

handbook was based uponthe premisethat aproject of thiS nature .mut'it irwolve'it
brdad base oCoarticipatioli. The acknowledgnients section, *endix 0, indicatesthe'
nine professional organizations ;and the 'nary' individual* ivho ("fade gignificant,,

.,. .ibutiOns.to the deV4opmenf of the final document. i1 .
',
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Ivan N. bert, Acting Chief .,,
....PederalCstate Coordination BranchMary A. Golladay,Deputy Director

Divan of Statistical Services
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This project wu cOnrived -and most of the work .was done-in the National.Center
for gdocation Statistics' cornier Dvlsion Of Intergoverninentid Stitistics andAts
Edwational bata Standard; Brands, headed by 7 Ablgalom SimA and Allan1.-
Lichienbergor, respecttvely. -. . .I I. ' .
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Chapter .1

1NTROUCilON

THE PURPOSE OF 'HANDBOOK Mill,.
s, .

The urposes of this handbook are ) to pro-
vide a c mprehensive i;ttide to standard terminol-.
ogy. ..rela ng to property .61ites, buil ngs, and
:equiPment)used in edtication, (2) to pr vide Ilist
'of stiggested data items 1.teful ndesribing prop7
erty, and(3),to 'provide general guidelines that can
assist the reader in undentanding and-develoPing
property information .systems.

It must be emphasized that the handbook pro.
vides. only an overview of the procedures ..eor,
creating. anciPoperating a property accountiftg sys
tem, While concentrating primal-4 on ihe issues of
defining.and seleCting items-of Information .for an
LEA's property..files.

.

THE NEED OR PROPERTY
INFORMATiON FOJCPLANNING
-AND DECISIONMA*INc
IN.EDUCATIO'N

Allocating, oferating,....and .aecornting for the
phYsical assets of a sabot syssem are among the.

rleaSt.publkized hut MOM impOrtant responSibilities
..:o.f edUcation managers. Property-related cq,sts
.:(such as thc costs of acquiring Sites; cOnstructing;

renoVaring, and operfiting acilities; .and..purchas-

ing; maintainingif and. replacing equipment). corn-, .
e. prise one of. theiargest segments of the total costs

of providing setVices.. Competition from other pot-
.tians of the education budget, particularly salaries,
is; intense. As a tesult, most school systems seldom ..

have. enoiiish.fundS to satisfY their to.tal Property
needs; and, 'for Many. Schotils, the gap4between*.

. available funds and property needS -is widening. At
the same. time, fo.p.other sChools, a peculiar phew-
menon of the I970's has arisen: undertttilized sites.
and buildings are beconking an increasing.prOblen7'

In response to these and.other pressures,the pub-
- lie, 35 well as State and Federal. fund4tg,sousces,

has begim to place. .increas14 demands uPon
school system panagers,to justify their iequests for
#ditional physical resources and. to. 4pand the

.. utilization of the resoqrces that,.are .-eurrently in
.. use. For school' System Mahagers.t6.0akethe best.'

use:of property resources, there mat be.a donstant.
flow' of intelligent planning and managetnent deci-
sions. The. princiPal ingredient in, malcing good,
informed:. deciiions about .the of prop7y.
arty resOdroes in the local school system is relevard,'
volid ProPerty information. .

Goo nformation about the quantities and uses
of r ous kinds of property ipt needed for manage-

well as. at the local tel. yalid and comparable
urposes .at the Sta4--and Federal level as

information ..at.these levels c4ji support tlidraftfnt
of legiskttion, poliernaking, research,: :.apd
disieminatiOh ot information to . governii* agen-

\cies, fundiug..- soUrces, and the gencial"'publk,
.1 :Clearly, the-same systems, of property informatiOn

needed.; fat the jocal leVel.:ihould be de5ignetE to
p1tkv4 the bas.ic, *formation *e.ilf.ti

tat1otial4rgart1zal1oas.48 .

To improVethe-avInty ni-lbcal school manageri
to obtain the necessaiy data.and to coinnittnicate

*thest data,in usable form to othcmitbas-belcome

'Handbook. 111k is the. third in series, as denoted by the.
Roman numeral III, The,"R" folVowing.iht Iternan numeral
denotes that this is rev* Wirsion-of the orio, handbook...
Full ,bibliographie Aeference:illi altbandbooks art.
presented. in appendix E..

hatAbook -Addresses property :useein efertierstarY,
middle, setorithiry: and comfifunity (adult) education, but.,.
extludes fisAVeducittion. PropeiV.Used higher-ediaiatlim
coiered by ths. 'Higher Edwin km Farnilles Inivntery and

appendix E. fri fun hibliograPhie
informationl.. " . .

,
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'increasingly importantsto coll Can& report this
inforMation ip a uniform. fash n. Thus, educators
have identified the need for "common language" ,

regarding edttion propertya set of standard-
ized property terms and definitions.

THE ROLE OF NCES fki THE
p.

GATHERING AND COMPILING
OF DATA AND INFORMATION
ABOUT EDUCATION

This handbook is one of several in the State
Edueational Records and Reports (SERR) Series,

....sponsored by the National Uenter for Education.
Statistics (NcES) in a coordinated attempt to
produce a comprehensive and compatible set of
standardized terminology for .use ip education.
.ESOlas:a,fesponsihility a. provide aisdinter-

Net comprehensitT statistks- 1,Otit the conditiOn
.of education in ihe United States. In additiOn it
mandates calling for conducting and publishing
specializid analyses and far providing assistance .to
State-and local education agen7ies in iMproving
their-statistial activities.

"To fulfill-its role, NtES.sponsors a number of
progparns,, ranging, from regular dat,a- collection ti
the development of materials and techniques. thaf
'facilitate theco4ilation and comparigon of statis-
tical information. One of these progr 's the
developmentand periodic:revision o als Of
Standardized terminology, One sct o ndbooks,

.

the SERR Series,:-.is Primarily directed toward
elementary and secondary education, and has
sprung from a long-expressed necd by educators to
have.statistical infOrmation available to thenf.jn
ny uniform and cOmPatible- forinats.
handpok in this series dealt with a common core
of ge sal:information related to educatiOn: that
handbook, as.Aid.ft handbooks that:followed it,
stresktil standardized terms and denitions, along

. with a Classification:scheme
ntfor thoie tersi"

In addition t&iiandbook MR, the otber

,

PROPERTy ACCOUNT1K

HB Financial AcCounting: Classifications*
and Standard TerminOl9ky for Local
and State School Systems; 1973.

-

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

V R: 'Student! Pupil Accounting,- Standard
Terminology and Guide for Manag-

... :ingiStu4ent ,Data in Elementary and
Secondao Schools, Community/

Junior Colleges, and Adult Educa-
tion, 1974.

HB VII Standard Terniinology for: Curricu-
lum and Instruction in Local and
State School -Systems,:1970,

HB Thet ,State Education Agency: A
Handbook of-Standard Terminology
and a Guide for Recording and Re-

,porttg Informaiion About,,State
utatiori Agencies, 1971.

.

Ha X: EduCational Technology: A Hand-
.' boOkof Standard TerminologY anda

Guide for Recording and 'Reporting
Information About .Educational
TechnOlogy, 1975.

' .

'Adoption of she ERR SerieS (orihe "hand-
book sePies," as' it', Ys most often called) is. not-

' reqUired by Federal lawiNCES does,not, nor cati.
sit, ,mandate the use of any handbook at either the.
State, -intermskiate, 'or local level:. Rowever,,,mcire
and triore Siarnd 'local sctiool system adntinis-
trators have begun to realize tile value of having

,*e1l-organ4e4, standarfi, itëms of data atAhilii-
disPosal for:management-and reporting.Purposes.,
Ai a reault,.man of the handbooks ;in the,SERR-

Series .have, come nto *.use in. a nu of 'Vie
Sehoof -systans. At ..the-sartle, dine,

bOCO eurrenny oriailable Ittftiai,STR-R Serietfare: ." fedeaal:and Stal orts %With /erniii and
V,

:: 7. '' sr.- ttionsiA- in these. ridhooks. , .t, - .-.
4.... /t..

-. , ..,,
. .. Jncreasing support for. theifruindkook series is ..

I, perhaps best. illustrated .bk- othe. fallwing "Resolu,handbooks in the SERR -Series, both 'in.-and 011t of priht,. . , .

together wIth pertinent handbooks &Mint with hither educa7 i...,...tion on `DataStandards," approved by the.Council
hon. - - cif ,chicf State School. Offteers;

V

.!ApPendix E'containt 111'11 bibtiOgraphie refe,rehces to all

.

"4'-
' 4
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RESOLUTION ON DATA STANDARDS

June 14, 1973

RESOLUTION TO THE coliNcL, oF
CHIEF -STATE. scHooL OFFICERS'
MOM ITS COMM ITTEE. ON EVALUA-:
TION AND INFORMATION SYSTEMS: ;

WINREAS, state education agencies are
legally constituted and have.the responsibil-
.ity for educatlon 'Within its, boundaries, and
"- WHEREAS, state education agencies de-

".sire Jo assist and support local aducation
agencies to establish.an educational manage-.
ment informatiori system, and

WHP(EAS, state education agencies de-
sire to coordinate the cdllection and use of
information between.local, state, and federal
igincies, and :

.4HEREAS, the Council 'of Chief State
School Officers established the Committee
on Evaluation ,and Information Systems to

`1. provide the chief state schodl officers -with a..
single coordinated effort for conirtiljle data
with 'standard terminology' and data defini-
tions,

'?"i

THEREFORE, nE IT RESPECTFULLY
RESOLVED THAT:

The, Council of Chief State School .0f4
cers rec'ommends that each chief state .

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,5 HAndbook:serie as rapidly
s resources permit.

SUMMAR* OF PURPOSE

Handbook MR is offered as a resource fct
local; intermediate, State, and. .Federal- education
officials to assist in the identification, organization,
ad!! definition of data and : information. about
education property. It seekso establish an orderly
array of pertinent and- useful property terms,
defi.nitions, and measures to provide a valid basis .

for reporting and decisionmaking in management
ind.planning. '."

Handbook IIIR offers education officials a
eommon language with which' th communicate-,,,
about property matters.

0
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'Clisi:Otip. 2

HOW TO USE. fl NDBOOK

- Handbook 111R can be Useful to people in many
different types of agencies arid positions ofreapon-

.. sibility4Jncluding:

icical.sehool mahagers from the superinten&
ent .to those specifically responsible. for

'chasing, maintaining, orvaccounting for prop-
erty;

s intermediate edUcation-agencies;

State. and Federal ,prograrn. managers irt,ter-
ested in nuinitofing..., funding) prograMs or.
collecting pr,operty infOrmaiion;.

researchers;

4.6

MAJOR *TOPICS covEREp
IN THE HANDBOOK

JUst as the uses Of the handbook will' vary
_among .readeKs, the Scope of reader interest
vary. Some handbook Users; particularly those I.
:unfamiliar with property recordkeeping and 're-
potting, may wash to exPlore most or all of the .

handbook' Content. Others, may seek -information :

on l'opits of special interest. For thote readers,
interested in. rapld access Acp. the- major ;ivies .`4

discussed. in HandbObk.,11111, the foll*ing, )isi, '
_together with the Contents and .hidex, ShoUld be .

helpfla. .

0 State and Federal legislaqve bodieS; ,

s. Federal professional edpeat44 organisations: ',
local boards of education and State educat on
commissions;

(
* independent auditors; and

the rat public.

The ways in WhiCh each reader may wish to rtise
the terminolOO, definiffons, and guidelintts in'this

tx\... handb k wiN va4 wilt' the property,ac,ctlunting
.. needs of is or her organization. penerally;Nho*7;

ever, the three most-likely uses are: .

.f.

Developing ntsii 'Property accounting systenis,
and..strengtheriing existing...prOperty account-
intakaternit. .

l koving commAu ¶iqns airrong
ind WrganiiationsAnteteated in:irOperty

ormktion; and' . .

/.*tanning repprta, .reseaich programs; kind-
ng applicatio4 and progreias 'reports, statisti-, ,

Cat.stimmaries, and similar dociiments,.
.,

"Yr ./4t-
r.

If.

ji

;)

lok
tOPIcA.19 LOcATION

.
.

Capitaliintion: XPpendix. B,. p. 107, contains
brief diseussion of capital'zation.

Classification syitem 'for ropirty information:
Chapter 4, pp.,2I-39, outlines'the recommended

.4classification systern, divided into.foUr sections:
Sites; buildings,...sPaces, and . equipment, 'This
chapter also suggesta uniforM data entries and
-4ft-entry. Codes to.,,hc.used inrecording prop,'
erty information.
.

Collectink_and using property information: A
generar d iscussion ofsseveral; pOncepts related to
keeping property recdrds and . mak?Ig reporia
about property is contained in chapt r 34p. 11-
1,8.

, (3.

Data items, propirt,y: (See t.i..st,of aufgaiogdp/*+.
4; ecty data items, 'Below)/

Definitions: Deffilitions.are provided for two kinds
of terms:,(1) terrns thOdescrOtproperty charac..

. teristiCS, such as "cost of conalhiction" or %tea
.44site;" and (2) terms that relate to tW6 con(cipts
and.: proesses 9f,property accounting, sutkis

"1
. 4:.-.;(. "

w

. .

a
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'TOPIC AND COCATION -Con.
d

PROPVTY.ACCOUN I IN G

area measuremeuts. The inforination prOviiled in
this chapter stipploments the definitions-pro-
vided in-chapter 5."equipment" or "capitalization" Definitions of

the first txpe are found in Chapter 5, pp. 41,85:
addiqOnal information provided and crOss: '

.referenced in chapter 6, PrOperty-related
terms of the secOnd tyr ire interspersed
throughout other section's of the handbook, in-
eluding the appendixes. The Index is' the best
source for locatinefhese terms quiekly.

.Depreciation:.Appendix C,.p. , contains a brief
'discussion of depreciation. ..

---
Developing a property accounting system: The

4/

5.

_. .

Tirana and definitions: (See befinitioni,above).,
i

.

Uses of proPerty Information: Chapter 3, p. 11.,
provides .a0 list of' manakement.'acti,Vitics that ,:;

. Utilize PrOperty infOOiation (Often inconibina- :
tion with other types of infOrmation). \

4, . ,

. KEY TERMS RELATING TO
pucATI,ori PROPERTYhandbook can' assist only inviOrts Of tins task, .1 ,

since it knot; ntended .tq serve is a nietiqlda
procedures .tilahual. Chapter 3,. pp.. 11-19cipso-i

teems.wilenrreleirihit4 the .kinds ,af pri'v'eitY .us41?. vides Soeriegineral iuraineswand 'criteria'fOr es;:,

4

'Educators throughout ti}e Nati a variety.of r

in Their schobls. Some talk about "facilities," others'tablishing and operating- a pi4erty.acc,ounting
refer to "capital assets," and still others us". the.term. .. system. The list of management fuhctiOns.re.

-qUirin.property information an page. 12 4an be
'7. used to*nirate inbre ideas for potential uSes of

proprtyinformation. T.hedefinitionsinchapter :

atict 'tlie.:Meagurei-.*'chaPter 4n. lie Used in
ZommunicMing the exact data reqnirethen4 to

. those respOnsible for collecting, prOcessing, and.

....interpreting:the !

property. To put ail:readers o this,bandbook
'cOrtimah ground.and reduce thef k or 'misinterpire`-
.tation, it.is important tO point ut hoW HandbOok
HIR uses:these terms: ; .

rtq.. this handbook de ertk as '1.;
grtes,=j ingsi. and both built,in and in able
equipnieic. A site 'includes. land .and 41 impro
ment0. to that land, othepthan buildings: Bbildings2
inchide the originalitiucture.and all improve'ments'i. .

or additions to the Oucture. equipment3 la
urally Considered an integral pah of abuilding, hat
theft- is prOvision for keeping separate bullOn
equipment records, if desired. property inelndes
movóble equipment, but not' sappliei. How tO
ifferentiate between .oupplies and; equitnnent -,

discuffied in chapter' 7, ppc-9:149.. .

HandbGok lt, erms propermfacili-
ties. fixed:1140p, and eikosset.§ a; equi!;alents.

,HoweVet, to ayOid the ,distiastion pf usipi four
terms interchangeably. throutbOut the'doument,-
:the tellnProperty t.isei preference to the Others.
..., Heel estate and real.Property .4re terchanieable

f

jerms that refer to sites, mproVeineritS-(6.siteS-,

# . .

Equipment As. Suppiks: Chapter 7, pp. 97-1Q1 ,' P.contains a full discussiOn of how to distfriguish
. .

between supplies and equipment. .Also, chapierl`.
. .

5, pp..; 75-76., briefly addresses iquipment and
.

suggests orne basic data items that may be useful.
. ,in keepIng equiprrhOtccords.

;
.

E i In- I, g'ilti . bi . p g 99 f.;.
.46 chapter ."7.. -provide 'criteria for digtinguishingtif.. between. b ;and incr.** equipfrient,.

,
.

Inventories; P4eS 991,t)ti,, ofAapter 1contalh-'a.
. gperal djs6Ussion orthe.:topic, althdtigh .

. ptheedtiresAre .disclAsed. The indeirOcntilios:
other refetenees to

)L'i 2-
"-

.
.-

. y.
buildings, and:61,14,in ittuipment, MoVable equip-

..

lisylrmostoil ,,p,operly..dst* Sents: 54g:este( .1 ment is lo-enorma41y*Iuded as real estate co. real
.0

19, ithdut defirilt)on andiitehkapter 5,Pp:42, -74'
!

, . data item 1 p. 46, for the defindign.ot "sitrimmoye-

rttlit'y iJatAITOnis are tisted Wehapter 4;pp, , property:2,o, . '
1 -

-Seeinitipns. ..
A .

:11

.c.

Measures Of education properly,: Cii;agter.6, 87..i.. mCT1'."t p.-48 for the definition of ",baikling.°'deals-with titins that prOvjdeineastiresof 90 . for the definitkpt...dit-he equip-tkm. property,. typicallgmolving cost, valuei or. ... inbile and. \ ,yriov..4b1c:ettuip.rnent," * .

.
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Ways- Using. this handbook Oy edliCation

gcncies wilr vary from loch.l to:State and Fedeial
:

ledg, .
To. keep IN: refgrii*.es to the different,I;iels of

edu4tion.agencies VimPle and. &%--6se, the hand,.
book uses the following termincifogy: .

.44 . :

Local Edsicati..n A gencyfks.CPrtE4., as used in
, -this handbook, includes public 'and 'private\ schools, school 'districts, and school syslems;

14.

tiOnal ierWSlia
,7tducition.7§0.

coopela
useful. For example; the pr

InterMediatt Educatitin AgencieS ale,r-eferred-
required for. an LEA* to ate' the fUll cOst 'Of .

: to in HandbOokIll It as LEAN also. this is not4.
, to sUggesttnat.flandbook. IUR definek

programs ay bei.Klittle. yalue.to an
LEA :t t 'does 'not 'ealculate progranT;costs,: LEA's

medi.ate*EdUeatiOn Age;icies and Local with. v ry *sic' Property information s'ystenAmay
ucation Agencies havinilhe sone pur:

use y five or ten data items from any gWen data.-
or olganizational characteristics, but is

item kries-000 Series: Sites, ZQO Series; .Buil4ings,.

: .v N- , ', . ti , .
. ',.... . :''. 4. . t .' . '7

.

- --7

' Tliose FEA'ahat .61perate schooli, tducatiqnal
programs, dr other education institiitions Will

.' find the Statements and.,conceptS directed ,

toward- LkA's iy-651 applicable to theiefirOp-
erty,accdunting nears. . \... .; .'

, .

A, '* tiow this handbook cap seNe agenCiedvea ell Of ',
*these three yvels is diseussichri ehapter S. t - c

PROPERTY ACCI NTING,$)(*14/
SELECTIA Etat. 'A

2

roehial'SchdOlst school districtS, and 'school , . Chapter 4 presenis.altlst of items se iiiformation

s;local. 'basic adunnistrative units; re-. ,,- that can Ile... uleful in var*ius types of property

tion centers, such 'as area voca- leeounting oysteMs. I-towever,' since the,types of
. , .

ult/ cissiimunityt etiritinuing -,. infOritation neededby an LkA vary aceordingtt its.

; and special. :education size and the ways. it wishe0o-control its' property;
..., a'4y Oen LEA will find only a poition'oPthe'list

.

-fly information ..., .-

pose
: meant to tinphasize that they geterally have

the same type of propertyaccdunting needs. In
I respect, the handbookt treats . them a4

ar eritities.
y,

State EducationAgency, :or SEA, as uscid in
this handboolt typically includes State depart-
mentrof education, State boards of education,
State educatiOn corninissions, am1/4State edu-
cation. authorities. .

Those SEA's that operate schools, educationsl
". programs, or other education inititutionS will

find. ihe stateMents and concepts directed
toward.LEAN4aist applicable to their prop-
erty itecounting needs.

icFederalEducationAgehci, or FEA,1,used in
- his handbook; refers to a 'Federal agency or

ubdivision having res for sup-
porting or delivering ucation services It
particularly refers to th U.S. Office of Educa-.
tion SOEb the Natio l Center fot Educa-
tion tatistics (NCES), and the National Insti-
tUte of Cducation (ME).

'the discussions foilowing the terms LEA. SEA, and"FEA
ore nOt lepl definitions. t hey itre, instead, explanationssof how ..
tbe terrns ore used in this handbook.

ctc...) while. LEAN with sophisticated Koperty inforr"
maticin systems use many.more:.It isprobahle.:,_
that fewvif any, LEA's chn effectiYelvge all of.The
data items listed in chapter 4,. ;..

Designers of property. accountihg sySterns should
guard againit indLicriminate adoptjon ofanrdata
iteth merely because it *appears in ,this hanilbook.
Judicious applications of the guidelifies for develop=
ing it property accOunting..systent

-chapter 3, pp. 13:44.Yean,reduce the
tOe and moneyk,011ectingunneededr.

A good rule Of thymb to 'follow ifi ide
kinds of data to collect is to include oryy.. ta-that
meet any one of the following4iteria:

.

The data are needed for observanc
.acCounting principles. 1,

The data are needed for planning, -Manage-
. ment,Or other decisionmakMg activities in the

LEA:`

J.
13

plesented in,
k:of wasting

ingthe

. .,

. .

State law, Federal law, or administrative pol-
icy requires that the data beteported or made
available to others. ' 4,

The,data are needed to secure or rt,tain
wants or other funding grograms. -

v .
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Pi.tOPERii(lAdot:IN't

,.,.,Uher data are' tequested periodieially y the' Kinds Of ,Pioerty lrA .

tpation Files Shnuld An
.

,.Local Hoard of Education.. LEA Have," .begCnning o . L4,should be of.
.

. . . partih4r interest to Opall A's jtr this regard. ,,

No,specitic data should he-collected solely 'On the
strengt kLioneargurnent-tipt "live mayneed it su1e

... 40,4'. or"we have,alWays collecteditl"-.1f the.data ill
questiiiTrfit.hone oi the required CriteriaabOve, the

:. 'cost ottotlecting tlrm may..Yery Well outWeightWeir
..usetuln6ss.- 'too mucb data of this type tun. ayer-,

burden a propertY accountitig,system.ana limit its

,

THE VAI:LiE OF PREPARING STA &
. 4LEVEL PROPEtiTY ACCOUNT!

MAN'UXIS., e

....effectilteness. ,

On the othci -handy LEA's'rnay require ptopeity
data. iteins.ndt listed in this handbook. 't his should ..

not he 'interpreted as a conflict with the hand-
bo4, the handbook 'cannot and dews not claim to
anticipate the completepropoty informatiOgneeds,-
of all LEA's, MA'S, and FEA's. fit ,such cases.;
LEALs- should collect..whatev.er addonaltiata they
require, but;ShOuld...make every effort to. maintain
conipatibility betWeen the added terms and
Lions 'an0 'tn6 ones in the handbook. .

. .

N. statement_or suggested data item .in this
'handbook is intended. to 'take :Precedence in any
siidation where certait-Nata are.,eitber requiredon
prohibite'd by law.

1.

PROPERTY ACCONTING,gYSTEMS
FOR SMALLER LEA'S

.

All LEA's. largeafid sniall, have need for some.

-type of property accodhtingsysikm..However,.some
smaller feel that- the . task of property
accounting, is- too complex or time-consuming for
the" resources thiy haVe available. This attitude
often items fttim Ate misconception that great
amounts of ilata- are. necessary to do. property
accdunting and Thar a, computer is necessarY for
procesiing these data; Ittlact*.usefuldinventorids. of

;, property can bo...maintitioed one,a manual basis and
still prOvide vallble management ifort,tiOn. The
bes,f approach tOdeveloPing an .effcctiivroperty
aceounting system in a. small. LEA is to ( ) clearly.
identify The gurposes for collecting the inf rmation,
and (2) avoid collecting any infor ation that does
hot serve thesepurposes.

Chapter 3 'provides sotne genebl guideljnes ft)" r
developing a property. information i)Ijit Alm. While
reading this materialmanagers (rom small VA's
should keep in mind that a computer may not he.

! necessaly if the amount Of data to be. processedcan
be jtePt at a minimum. The section entitled "What

4

'5

4
LTA's are thr_primary,user group for Whin this

handbook is Wined. HoWever, FEA's and SEA's
&sive direct benefits,a aeccptance and use of.the
material Handbook .111R spreadS' among LEA's.
The reSng increased- uniformity of property
terminolosy in use at. the local level will make
property. data assembled at the State and 'Federal
'levels more comparable and meaningful. One of the
most- efficient methods, for bringing about accep-
tance at the local level is fortich S EA.to develop its 4,0;-,
oWn' property accounting manila), 'based on, Hand-
book HIR. This is the ',Me approach being used
successfully' in the a reaof financial accounting with
.Handbook.'11, Revised.5.The develOpment of ate-
prepared. property a'ccounting ma ndalS,ha evera)
distinct adyantages ovw the direct use of Handbook
I I I R at theloeal level:

.

centralizing the.effort and expense of prepar-
mg such a manual at the State level can mean
considerable'savings fo.r LEA's. This approach
can minimize the Wastefulness or each LEA
ttempting to &Sign its own property account-

System without knowledge of the :expe-
rience and accompliShments of others'.

State-prepared : manuals fend to accOmplish
statewide adoption of uniform' terms and
definitions mOre rapidly .and easily.

The -modification of Handbook 111R by die
State!, can s ensure that the resulting 'State-
prepared manual addresses the State's own
unique,nceds for specialized information.

4
'

.LIMITATIONS. OF
ANDBOOK IIIR.

f
.... . *1.;

WhileAtiNti
offers siiitegenfe:
ertiaccat*in0

'Appendix F cont
HaNtbook IIK.

k focuses on tetminology and
idelines for developing prop-,

gins, there are some i4ortant

sink lull. tiifiliograiMic information fOr
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HOiv.TO OSE THIS HANDBOOK

kinds of assistance that the handbook dtes npt
Offer. Specifically,lany,kook II1R ddes'..not Pro-.

.ik I

/
mttho s ati4 ,Procedures for handling and
cont (Arm property items (such as receiving,
toring,. diibursing equipment; labeling

and/ or taggingtquipmetif; and taking prop-
erty Inventories);

methods and procedures for :4*(104 and
processing property data (such as devetoping-
data-collection forms and procedures orde-
signing and corrling'property reports), and

rnet4ds and procedures for using property-
-

data (such as making rebuild., replaceor mike/
buy decisions or evaluating the utilization of
buildings or the. 5,9st 'effectiveness of equip-. .tnent).

To the extent that the handbook doet coinment
brifly in these areas, t is only to prpvide the reader
wiih enough background informatbn tq seek assis-

c tance from other sources:

SUMMARY: POTENTIAL
BENEFITS OF USIp1G
HANDBOOK IIIR I. "tee

Pr

..0

Thii Section surnmarizes., the possible benefits
that can bederived from ine-orporating the colaceptsi,
and terminology of HandbOok IHR- into property
liccounting systems of education agencies.

,

. 1. Potential benefits that Handbook 11411 offers,
to LEA's include: .

EXposure to the basic Concepts Of priverty
acCOunting can lead to a clearer Overall
utiderttanding o the yalue of good prop,:
'erty inforrnatism in operating the LEA:

.8 .more complete understanding of the
!valtie of , good propertyk information can
lead to a greater conuttinent on the partof

' LEA officialtto developing better property
.A .

accaunting systemrfor their LEK*.

Própir appkation Of the siandardized set'
. of terms, definitions,. and Measures can
lessen Ihetitne andeffort it Might otherwin

take in developing' hew property account--
ing Ystems or Strengthening existing ones.

, .

relevant and .accurate diita can be
ava ble for planning, operating, evaluat-
ih 4nd rePorting.

.

Timesmiings May res lt as LEA's that have'''''
adopted the hatidboo find Thai their'-flies
now containinuChiJi ui property inforMa-
tion required on yario s SEA a0d FEA.
forins and reports. ;

.

,The guidelines on di erentiating betWeen
supplies an u ent should provide a
more ratihabis setting purchasing
stand111016,1defining whieh items are fi-
nanceafrom capital funds, making capitali-
zation decisions, and setting ihvefitory

. guidelines; the methodology for differen-
tiating between .built-in equipment and
movable equipment should provide similar
benefits.

2. Potential benefits that Handbook 1114 offers
to SEA's include:

The handbook's_model for standardizing
, property information may enapie SEA's to

save time and effort in pro&cing State-
r'..orieht prawn-accounting manuals.

State ide sponsorship*such manuals can
,reSul 'n the availability, of a broader range .

of tnt.re meaningful data:to the State and
among LEA'sln, tk State.,-/z . '4:...-

.-.
The common language ..of ..standa'rdize4 .

terminoldgi'can improVa- property infOr-.
. -mation communications betWeen Ilie.State

, .

.--; :4hd its LEA's,..and between the State. ao4
FIN"...

. ,

The handboOk canlYreiiideligoodstarting.
--point for ...itandditihg equipment ahd ,. ..,.:,

supplies definitions.andlists for iti'VariOus
contracts and grantsprogranw

3. The principal benefit that
Offers to FEA's is:

. .

Handbook

tOvpr.thoe, plate meaningffil and qom .
parable. property information will bede-
velopcd on anationwide sealc. As a ieallt,

,



.."- .

.4, 1
S.,

more useful researchmatistical summaries,
and reports will be availableat the national

. Commtiniclitinns among FEA's and. .

with other organizatioq will be enhanced:

1

4.

V

/

"

LP

-0 PKOPERTY Accd1AfING
t t.,

'Better Oda, will be available for.dissemina-
, tion lo.the public, teILEA's and SEA's;.and

to State %legislatures and the Confess as
input to legislation.

. .

4

4

o

t
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Chapter 3

,
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CONSIDERATIONS FORYCOLLECTING
AND USING PROPERTY.INFORMATRA

This Chapter preients a discuision of concepts
asSocilted with property accbunting. and Offers
some general guidelines for develotijog or strength-
ening a prOperty accounting systerir.

WHAT IS "PROPCRTY
AcCOVNTINGr 4*

Property accounting is. the prOcess of identi-
fying, classifying, defining, collecting, recording,
analyzing, reporting, and making use of informa-
tion about education 'propertylts purpose is to
improve accountability by providing aCcurate in-
formation for planning, managing; and evaluating
the uses of property-related education resources.

Property accounting is based on records and
reaordkeeping prOcedures. in large LEA's, rec-
ords often are kept on each item of property in.the
school system (sites, bMings, and e9dipment).
Small 'CPA's may maintain Jess, form, property
records that"' large LEA's, but all LEA's have some

, type of property records. Such records may include,
inventory lists or files, building drawings and
specifications, construction. contracts, land plats
and deeds, 'payment records for property pur-
Chases, records of Sale or disposal, vehicle registra-
tions, service warradties, cost of operation, and
depreciation or uie-allowirice records.

,Praoperty accounting typically includei various.,
methirk and procedures for, analyzing' property
data. These analytical activities' can range from
simple tumM ries' Of inventory information to
more complic caPital.budget analyses or build-
ing utbizatierr tudies.

Property ac qntini also incorporates various
methods fbr reporting or Communicating property
data ahd information to planners end ...decision-
makers. Examples of this are inventory status

* reports and capital twilling requests.
a.

,

.4

..

I*

*k- ." .

The frequency of iisiocessing arid using property
accounting lecords can vary widely With thesizi of
the LEA and the type of information. Some re-
cords are used seVeral times during tile year, su,qh..
as when inventory. inLoration is needed; when
repetitive purchasing'deci i e..made, or when
monthly reports are .compiled. ther records are
accessidless often, such as those needed to support

. insurance clkims or those needed to plan for
building renovations. .1*

All;Of these kinds of property mformatio
..tojither with theactivities supporting their collec-

-- tion and use, are a part of property 'accounting.
- "

WHAT IS ..A PRQPERTY ,
ACCOINTING-44'SYSTEM?" ' ''"

., .

Propeity accounting activities c n range froth
simple iystems to complex Ones. For instance,
some very small -LEN,s might m intain only a
simple inventory list of major eq ',pima items.
Other LEA's- may have Very co plex property
accounting systems that inclqde detailed individual
records ,bn all sites,,,builOings, and equipment.
kegaidless of the siie &complexity of the system,
the process of Oroperty accounting involves some
combination of people, equipment, paperwork,

, And' the methods, and procedures tYing them to-
gether. These elements comprise Are LEM prop-
erty accounting system. .., -

The term "system," as used in Handbook 11IIR.,. .
generatli refers .to this conibination of ppOlet_

' equipment, paperwork, methods, ant): procedhres,
but does nOt necessarily refer to obtnpliters or to
the use of computes technology.-A*"systemilinity
be based entirely onfaper and.pencil records, such -
as typical bookkeeping journals and ledgers. In
fact, paper and peneil , recordkeeping tyitems of ..ione sort or another all. foun In all LEiys. Wherk_
computer-based syste s are irectly addressed in ,3

- 1

..
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. this haiadbo4, the word "coinPuteris speciiicallysi
. . .. ,1 . ..? itate4'... . .

I ...

SPECIFIC .USES OF*
pROfeRTY INFORMATION
.

Ptopertyinformation is valuable to mahaers df
educatiort agencies to help the& achieve the goals
and -obfjectives of iheir -agencies. While property

..inforniation4*.ost typrcally encountered' in tIle
-annual inven o y process or in the development of
property repo?ts for the,boards of education, it cans
be used in many additional management actiVities.
These activities usually involve some combination
of the following types of processes:

'71

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

Operating and controlling, including ticeourit-.'
ing for fiscal responsibility purposes, moni-
Wring utilizatiop, 'and directing the.activities
of theagency.

,E'vettuathig,,,including analysi,S of operations
,and repair Costs, making cost; effectiveness
'judgments. aed making rebuildi.replace deci-
sions. c,.

-0 Repotting, includin.g t,he compiling of data
and information for dissemination to others,
both inside and outsidethe organization.

Property inform ation that 'does no( assist man-
agers in meeting agency responsibilities and _goals
is usually..unnecessa4 and should not be re-.

corded. It is importer to have a complete under-
standing of : the agency's intended uses of the'

groperty information l)efore it. iz included in Ole
Property accounting system.

Several 'types bf property aeCounting systems
are found in LEA's, depending on the size of the
LEA and thc kinds of ptoperty it wished to address,
The most.common types of property accounting
systeriis are:

syste s.dealing only with equipment (some
are Iirited further to specific kinds.of equip-
ment, uchas audiovisual equipment);

systems_.dealing only with buildings... these
rante inlevel of detail from systems that list a
few general characteOstics of,.eacb

.

I3ROPERTY ACCOUNTING

.
-. lAystinis that4ist.deta0kd iiescriptl9ns Of all -----i.

:the soak§ (rooinb tn cad'. bailding;and,: ''''.,'
. ... .

. .
systems accounting. for ,sit, es and buildings
toiether.

.
SI AnLEA may have only one of the above types
of systems, or it may ;take a.comprehensive p-
proach. Each LEA must select the sio andextent
of its tuoperty accounting systems according to its-
owpfeeds. .

I3elow isla list of possibteways in which various
ed tibn agencies might use property inform-
ti . It is separated into parts, uses at the local
1 el (for LEA's) and uses by LEA's, as-well -as

SEA's, FEA's, and other State-or Federal organi-
-zatiOns. This list is not intended to imply. drat each.
education agencv should have a property account-
ing' system serving all of these'functions. InStea ,4
the list is intended to illustrate the wide-rangi
. -

possibilities for using Property information in
plan.ning, mana4ilig, and evaluating the use of
education resOtIrces for the continning 'benefit of
educational programs.

I. Uses of property information at the local
lever(fOr LEA's):

Managing and controlling property
inventory management
location control
equipment selecti
utilizakiQn sched lit*and monitoring
mainte4nce management
purchasing control.

sontracts management
cost analysis

Planning and evaluation activities
facility planning and space needs anal- .'

ysis

equipmen needs forecasting
-equipment llocation
energy.use/ onservation studies

-.4building, ma erials selegtion
v capital budt preparation and man-

agcment
operating budger preparation and,
management
program costing
safety planning and evaluation
site selection

.

Additional proprefated activities thaf,.
cut acrOss all' activities of Ilk LEA are!

.
'1'1 'l.'s."'" 4.61"*"'S*".

'a
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'C.0i4SIDERATIONS FOR:COLLECY1N9441) USININktOPERTY INF-ORMATION.
' .

ins
cosi c

sh-fldw fanager/lEnt
ting.: with ; other LEA's

t property matters ,

2. Uses of PrQperty inforniatkon by LEA's,,as,
weli-as SEA's, FEA's,, and others:

Developing bases for legislation

oik).Making adminiitrative policy

`. . .

nee plannirtg and claims suzpod
-

' r

\

. : - funded Programs . ., . .

. .Conducting research in the areas of im-
prOved educatio al methods and proce-

, ..dures, past prac ces,.and futhretrends.,

Compiling report4s or governing bodies or
, funding sources .

Compiling, comparing, and evaluating in-
% formation for public dissemination.- .. 4, ,

Administering grarits, contracts, and.other

SOME CONSIDERATIONS FOR ,

DEVELDPING OR STRENGTHENING
A PROPERTY ACCOUNTING
SYSTEM

his section presents some general guidelines
that may be helpful to LEA's in developing good
property information. These comments are equally
applicable to developing information systems .for
other areas of. the LEA's operation.

The Hit below is an Aline' of the basic steps
involved in developing Of strengthening a system of
property records and reports other words, a
property accounting system). This approach fo-
cuscs on answering three critical questions:

What information do we heed?

Where is this information available?
,

How do we get this information quickly told
at the least cost?, -

, - 1s

,. ..
The eleven steps. utlined below can.apply to

'property accounting ystems of all sizes, from a
basic manual mei) eepitig nstem to a large
computed-4rd informa ion system.

I. Identify the, general needs of the agency for
property information:

0.

(

'These needs sho fin'ed interms
of the:informati

= .

* but in ternis..of. e a ey AVid_use-t

information.: en. potential-users -of
information m 1st describe sPecific .use far
it. the tendency tdtollect Unneee.ssaryinfor- ;
mation just' becauk .fit is "nice:to 6ave". is

2. Define the typeiof -pipoperty .aceounthig
system(4) needed. - ' °

At
dev
Sad
inf

point, 'the LEA may to.
op a -"system that, for...the present,

lies only a part of its total, property
rmation.needs. This approach may save

e and money in. the short ,run, while
Offering the LEA ,staff a more practic I gçal
to aceomplish. Many LA's &gin b
ing exclusively 'with .equipment, or Perh
only buildings. Each system wilI--have
own speCial reports and data requirements,
depending on -the type of property with
plieh it deals.. lf planned. prolitr1y, such a .

:sYstem can be expanded in the future..with
little redesign of. the original records and
reports. .

On the other. hand, LEA's withmore eXpe.;
rience 'in uSing 'property information sys-
tems May wish to develop mbre compreheri-
sive systems that deal With sites, buildings,
,spacts (roomS),. and equipment together.

3. Identify specific data meeds,

Based on -liteps 1 and 2, determine the
. specific' items of data that should be- col-

lected, Define each data item so that all
users .will have a comtaon understanding of
each, data item. .Handbook IIIR shOuld
provide most of the- pertinent definitions
required. . ;

4. Revkw all existing. and planned doinments
containing property data.

Identify all property data ihat arc currently
, being collected or arse on file. Determine

where the dataxeme from, 'how often they
' 4116"'"InT-- collected, aat how they are defined.

Examine any documents in'..the planning ...
stage, .determining thc same information.
COmParison of these findings withlhe gen-.

' --- )
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eral data needs determined in steps.
3 will guidelhe LEA in deei'ding c011eetiOn

.'.. .

5. IdenHfy the sources of the required data and ,

confirm that the. data are..available in the
forni !Ind quantity, needed.

If- certain types. ofdata ate infai(ailable 'Or
im-practical to collect or'.maintain din the
form reqUirs0, steps I thrOugh 3 should be
recYcled to consider these data-availability
problems and to develop alternatives..

J..
6. Dwcdata-collection forms and proce-

dures., <

The% forms should-be easy to understand:
easy to fill sin, and easy to. procesi. If these
fOrms Will.also be used to store the data:

.theyoshOuld be easy 'to maintain and:update.
Thek forms'should be tested in severtl trial
runs before thcy are approved.

e.
7. Develop the yrocedures for handling,

processing, and distributing the data,.

This activity may be minimal for those
L.EA's having a mannal property account-
ing s'ystem (no computers' or 'accounting
machines involved). In this case, the data
formi deveroped in step 5 may also be the
forms on which the data are stored and.
distribtited.

Computer-based property accounting sys-
tems will typically go. through a much more
lengthy procesi,!including developing tta .

handling procedures, data-processing ptb-
grams, and output programs:

. .
(1.11

8. I' rain all individuals responsible for supply-
ing data, analyzing 'data, br compiling rt.`
ports.'

The purpose of this step is to insure that all.
personnel who,acquire new responsibilities
related to the propegy 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 definitiOnt adopted from the
handbook'.

PROPERTY 4CCOUN/ING
,.

. .9. Tesithemew.. operty.rounting system.,

Conduct a trial run involvintall methods,
procedures, materials, and people in: the:
pew systeinfrom 'collecting the data

. (dumMy data-can be used) to.conviling and
: , interpreting reports. This is anopportunity

-so identify .and 'Correct problems, -remove
. ,..

-Unnecessary data: iterris,....and add iiiissing
data items. .

.1

Ipplement the property accounthig sistem.

Once the trial run has been compOted and
necessary improvements, .in the system
made, the system is pow ready for full
operation.' Make the transfer, from the old
system (if any, to the new in a deliberate

-and careful mariner. If appropriate., utilize
the old and new systems conctirrentrys.until
the new system is effectiyely installed.

.

I I. Look continuously for.way0i'improve the
system.

It

Keep records up to date at all, times. Be
prompt in forwarding requested informa-

.-tion to others. Encourage aU who operate or
are served by the information system to
evaluate its performance continuously. in ,
this way, it can be improved from time to
time.

In most LEA's, the effective development of a
-property a4ountirti; system requires a certain
amclunt or advance planning and coordination
among those who will particiiite in the recording
and use- of the property data. The steps outlined
above.should serve to help LEA officials orgapize
Itieir ideas ate begin the planning process.

WHATAINDS OF PROPERTY
INFORMATION-FILp SHOIULD
AN LEA -HAVE?-

.As an LEA begins to develop or improve a
pirty accounting system:one of the. principal
considetationSis deciding how to organize the
information fi s that support the system.,As stated
earlier in this chapter, property aceounting systems
usually focus on specific* kinds of property. Some
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...CONSIDERA'CIONS"POICCOLLEcTI NG 'AND. USING i-p!O
I'

deal. stith just, bMIdingi, oherswi b.kiildings_and
sites togetheriSome focui On ail bovable equip-
ment, whilehers deal-only with special groups of

..equipmenc siich as atidliwisual 'equipment. Each
'type. of property accounting system usually re-k,
quires its own information file. An' LEA having
several property accounting systems maytherefore
have :property information' files,..each ad-
dressing a different type of property: Few LEA's

:- !lay.ç a single property accounting system' deapg
simultaneously with Sites, buildingS,-spaces,

''(roorns), and equipment.
Property files can be lugher divided into two

.typei according to the source of their data. For the
purposes;.6f this handbook: they are. reOrted to as
"deriiied" files and'original dociiinent" files. Origi-.
nal db ent files Consist of papers and docu-

' ments t wally olitained -by the LEA in connection
.ytiith the acquisition of,a property item. Examples
of these are deeds, building plans ad specifica-
tions, :and equipment warranties. Most 'derived

'. files consist of data copied from original document
(Nei or data taken from inventory efforts. Derived

. Iles are usually more effiCient and mote flexible
since they can ke designed by the LEA to capture
the precise informarkin required by users of the
file.. Original doCuinent files are sometimes more

.cumbersome to store and use, but Usually cOntain a
great deal of necessary inforAtion.

The list below gives examples of original docu-
mentS usually available' in the L. E6, although they
may. be filed in several different locations.. .

,

PERTy iNitlitt4WIQN

studies or surveys
operation

Sites:

deeds, covenants

Surleys, plats, maps

: blueprints and specifications for improve-
ments '

photographs, aerial or surface

titles and abstracts

' appraisals

insurance policies on improvements
1

Buildings and spaces (Rooms):

blueprints and specifications (plans)

photographs, drawings, renderings

contracts for construction,*renovation

15

of lliel;uilding while in

N

documents rclatecitto built-in equipment

prints, plans, specificationS, warranties
(seeltems under Equipment below)

. ilisUrancellicies

Equipment:

$4* bid specifications

bids

contracts for purchase (if not ,in financial
files) '

plans & specificitions (large eqUipment).
drawings ,

photographs

operator manuals

service (repair).manuals

parts manuals

warranties

vehicle titles and registrations

insu'rance policies

ih

LEA's- may find it useful to gather into one
location as many of these doctlinents as possible. A
Centrally locate0 original document file makes the
information on these documents more readily
available to potential users within the,agency.

The most common derived file isglit based on
an inventory listing. In fact, the simple inventory
list is'the nst common form of property file found
in any LE The typical inventory list contains at
minimuM tl followingynds of information:

**ill, identification number assigned to each
item,

a brief description' oteach item,

the original cost (actual cost,.estimated cost:
or appraiSed valuewhiAever is appropri-
ate), and

.
the location of each item.

This tyPe of 'file may be expanded bytollecting
additional information when inventory is taken.



/ ..
Such. files-Mwbe.makiitained :Manually (hanawrit-...

. .

ten or typed, doetiThents that are Cad manually in a
dell( Tr eahinet) or .irt.,an autome-teil _mode' (96'.'

-,punched cards, cOmptlter tape;or.rnagnetic.disk):
:The num%er of property items in the file,.and the
arnount of data, collected ,for each iterusu3lly
determines whether an aUtOmated system is:cost
effective,

A'n inventory list Containing' only a few -basie---.

itertis.of data can he useful in selving the. rinOpal
stewardship respohSibilities of. th LEA, Le. know-
ing. What the 1,EA oWns...and' Wher.,c it.is lo
However, suCh a "list iisuat contains too little
inforniation to...effectivelysapport other planning
and control needs of che LEA. For this reason,

- many t:EA's gather additional, information on
certain .types ..of property. This additional slate is
Ustially (1) garhered -during the inventory p.rocesS,
(2) copied from the original proilertY-related docu:
ments.iiiready on.file .( see the-examples above), 'or.
(3) collected' 'duritik special 'studies and' o? data--
collection efforts.-- When gathering more informa-

... tiOn for a derivedfile, the LEA Must usuallY.decide
how much information to duplicate from existing
files onto the new'file: While it is inefficientto have
the same information exist in more than one tile
within the- LEA, it may be cquallY inefficient to
have to h among several files to find all the
require rntation for a gisfen item or group of
prOperty tems. [his is an extremely-important
decisioli, and 'no simple guideline for making the
decision exists each situation must be analyzed
on its own merits.

.For example, duplicati9n of information from
original documents to derived files may be juitified
when the storage- plce or method of access to the
original document 'is not convenient to frequent
users of itit information. COnversely, when such
documents are used infrequently, as are most deeds

and plats,. forexample, it:may be more efficient to
work directly with the original :document alid
avAid duplication.

GUIDELINES FOR DESILING
AND MAINTAINING PROPERTY
INFORMATION-FILES

Each LEA should have properly organized
-property information flies, since they are the heart
rif the property accounting systern, .Although the
size and content 9f these files will vary from" LEA

*to .r.,EA. all property files (whether manual or

:"

PROPERTY. ACCOUlsiTING

automated) Shoulii be designed and maintained to
confor70. !gag' *irnel?! criteria listed.be
LEA's: (and 'S'EA'i,ind -FEK:s. Where applica le)
sho'utd empt, whetter pOssible, to further refine'
or to'stloiplernent the fat(owing criteria, in. acoor- .

dance...with their own -particular needs and
constraints..-.

osigning prooly Mes,
should. be- *given to ' alvelophig. information.
for:

-.-

as rnany.,of the daily aCtlyities:.01"property
management as _are prieticat-iiid'useful..--

b

Such activities can . include purchasing
equipnient, allocating equipment, satedul-
ing maintenance activitieS, plArining 'and
thanaging capital budgets, and evaluating
operaiting costs.,

;

the 'less, frequent activities .of property
management, such as renovating build-

,

ings, purchasing 'sios, and reorganizing
school districts.

the other uses of property data, such as
4111k summarizing and repOrting data to the

board of education, the *SEA, various
funding 'agencies, and other publie bodies.

2. Property 'files lhould be aesigned to .store
only enough' information for anticipated
oiieraling and reporting needs.'

A common tendency is to design'the files to
store an excessive amount of detailed data,
regardless of potential value and frequency
of usc. Files of this nature can require more
than a rtasonable amount of pff rt _and
expense.to maintain. Op the other ha d, the
files should have a sufficiently broas data
base to avoid unnecessary and costly 'last-
minute" data-collection efforts.

1
,

Some LEA's may wish, to etttablish sp ial
historical filei for important data that are no 4
longer needed in turent activities. This fr et
the current files from the clutter of Old dat
while retaining these data for future ,refe
ence.

3. Property Mel should be designed for easy
maintenance and updating, regardless of
their content or the Media on which, they art
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recorded (e.g., paper forms, computer cards, .

computer tapes).

.Forms and record's that permit easy de)etion.
of outdated -data and easy addition of new
data ate preferable to foims and reeords_that
.mtlit be replaced or-reorganized;each -time a
change in data is necessary.

. .

specific responsibility sliOuklAie, assigned,.fOr
'maintenance .of 'the property. -files, 'and '..a .

fairly, rigid schedule Of, file maintenanci
§bould be.established.

.

The best incentive. for 'an organization.: to
maintain its pr:onerty files adequately is when, ..:

*the data contained therein are e.ssentialfor
ssiccessfulEcO.mpletitinvf the L.M'S respobsi-.

(as ,described ah.ove),. ':.FrOper
desIgn regarding the ease of updates (as
described in 3 above) alp contributes ,to
IOW file. Maintenance: HI%ver, the key that:

.

ties these. incentives together is to -have
cific'ople. identified' as... responsible
keeprg 4.he fi les: :'eurcent.--and:.- accurate. A
predetermined file maintenance..schedule (pe:
riodic deadlines for .adding new data and
deleting old data) is helpful in many Situa- .

tions.

41'

OTHER. FILES"
.

. The act Of relating. infoimation from different ,
files or accounting s'ystepis ig lifeffed 'tO in the
handbook:geries as 'clinkine The following para-
grahS' describe'. Some baSic .considerations fOr
/designing linkages inw a property accounting sys-

rn ;te.
InforMation about education Can be divided

into a number of distinc) categories, such as finan-
cial, property, staff, and sfuclint.. The handboOks,
in the NCES handbobk series. (Slate Eth\Catiopal
keeords and Reports Series) havebeen designed to
address such categories. For example,,Handbook
WItt addre§ses yaffitiformation, Handbook V R
covOrs student informatkm, Handbook VII per-
tains. to curriculum ankrinstruction, and Hahd-

vOyers edUcational technology. Figure 1
-illustrates: how these handbooks relate to one

.

another. All LEA1s have reeords' that dealwith
infortnatidn- fi'om one -or, more.of 4hese categories.

, ,

iftice appendix Elor full-bibliographic information on each .

handbook.: .

Figure 1.--Interrelationshiwamong SERRS handbooks' :

Handbook IIR
Financial dint

Sublet-A Property 1

.. Fund Flinctfon Obleci matter ' information
e area Ko topbonalr. .

* - . I

Handbook Illa
PrIkssorty data

r Handbook IVX
_Staff data

.
i area

:

..

Per onal Function Sub ject Location 'of
.nfor atton and program assialltellatmatter

-k.

. I
. 1
PrtiPerAy ' Locatioti .

\
.danta.catigr, Isite bidg - Type of Other property

i

iltrerne and Nn I and or room) MIAMI clwacteristics
I

-, ..
4

Pereprret
.deribbcation

School
.ntortnetto'n

Function
and

WOW AM

borne
degmbing

an LFA

nams
describing
a school

it ISubiect
matter
area

t.

.

Learner
characteristics

Learning
Hisourcos

.,Handbook VP Handbook VI Handbook X

T Student data Curtirkom data Education toohnoeogre
1 . ?

Pne.of the best ways to link financial.and property files is through the property identification number: This dImensionldata
nem) is.not shown in MIR: but may be added when desirable.

s 111andbook X does not relate directly .to an education information file as do the other handbooks shown -here. It. offers
.)...terminology that is very useful in classifying data

,
within property files.

K..)
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The -largest LEA's.. usually ,include -thost, of these
categari6in" theit information systemi

It has been suggested earlier in this. chapter that
aeh I..Ek.should minimize the duplication of

inforinition aMang files. However, talink Niafiles
toge.ther,..a certain ambunt of duplication of infor-
Mation is..necessary. USually, one ar two. key-data
.items are inv(4ed. Such data .t.enis arvuStially
identified during the file design Irocess, and- the
choice depends entirely on the catculationi 1 and

..data,comparisons in which the t44-0 files ate to be
used: .For.,examplc, 'ih a. property 'file .coritaining
information .an LEA's buildings,. one of .the
ptobable Ziata iterris would be floor area; in.square
feet- (square meters): To calculiti the- current
square7feet-per-student' ratio ..foir an'y
sorhemeasUre okcurrent enrollment ar-attendarwe

-in that building is needed.- Ckood practice would
suggest that enrollment; aAndance information
shoUld, not be collected 'a's part' .6f the PtoPertY'
accounting..system; since it is Probably availablein
other. .portions of thc LEA's infortriatiJn .

files-usually in the studentfile or attendancefile.
'The' enrollment, attendance information can be
'tetlieved,from its file and related to the, building
area infatmation.if-hoth files contain a building
identification num6er..This buildigidentification
riumber is thelink"/between the files..

, Building numbers,.site nuMbers,cquipment tar
. numbers, and 'space (room).numbersare excellent
linking 'data -Iteins from tht property files. Other
useful-links, though not: as conimon in Property.
files, are function codes., prograrn Codes', and's.ub-
ject-matter codes..

Thc task of linkinkexisting files is ofteri,diffictilr
Since tiles and information systems 'are. usually
developed in different departmentsof the LEA.and
.at different times: .The needs for.,liriking filer
together are often not specified. in advance, and the
proper data item "links". are Consequently not
included. A cojnmon result can be either excessive
duplication of information among files, or the
inability to relate the infomation indifferent files
without a/teat deal of extra effort. PrOper plan-
ning in designing new information files or modify-
ing eXistiniones may: provide significant benefits:

(I) gicater avajlability of usable information,'
and

KOpERTy AccOuNTINe

PRO'PERTY ACCOUNTINGRECORDS
AS.SUPPOIIT FOR FINA-NCIAt
ACCOUNTING RECORDS-

, . .

(2) a reduction in tiMe and money spent on
collecting and storing .duplicate data.

-3.

.Certain' property information
4.

can be used to
create subscdiary records that support and ekplain-
the. dollar amounts sqmmarized in the fixed-asset
portion of an LEA'Y financial aecounting recordsi
Information about each item Of property liiteS,
buildings and/ or equipMent) is tinked back to the

.fixed-asSet finanCial accoUnts, usually through a ,
SiMple: code, such- as a -eroperty .iden0fication:
number. These subsidiary records:can then be used ", ..: 7
to proVide 'a .ctetad breali:down of.the LEA's
assets.. ......, . . .

...1.1*.emple,. assuMe that the Wheeler ..,§cliooi
Districthas'a finanCial accounting system that Lim
th (.e generaifixed=asset accounts of Land, Buil& .'.1rit
ings,, Improvements Other Than Buildings, and - . .1.
Equipment. 'Assume that Wheeler ShOws t,
$300,000 bairte;in the land account on June 30
and that the 'financial aceounting' systeni :contains....
no .information on the individual pieces of land
comprising- this ,total value; If,' in the. ftiture, .it
became necessary , to "asctibe 'the- kiiids of land
represented by the $300,0t0,, sometne. in the:. ,.
Wheeler administration would,/aftet some search-.
ing,. probably locate the necessary information.

However, as such requesti:become more cOm-,.
mon;. not only for Land aceount, but also for
Buildings, Jrnprovernents,-and Equipment, it might

. be justifiable to rework tbe promty Tiles so that..
theY would serve as..Subsidiary records & the
general fixed-assets aCeounti.. In its simplest form,
stich-a: subsidiary record-..for the Land .account
might contain the following jnformation:'

9

4
4

Atea of, Site . Site site
num ber name Location (acres) . Value

101. Jones SchoM Fourth & Main Sts. 1.5 , $30,000'102 Smith School 5066 Maple Drive .7.0 14000
103 Old Taylor U.S. Highway 89 20.0 16,000

Farm
. .

TOTALS ottar
his ithportant that the total value shown on the

subsidiary property record equals the value shown
in- the Land account in the financial accounting
system. This tells the user that all parcels of land
are listed and accurately accounted.for. Of cou,rse,
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much more -information rtt be stored i 'the
property files-than is shOwnpe're, pendinion'the
needs arid the reioUrees of the LEA.,

. TO develop 4- usefdl setiof subsidiary properly
records, the LgA,must h amethod of maintain-

-

, !;/';'

.

4

/

:t

;

19.11, 4.;

ing agreeMent between its finaneial amounts and
their teweetiv .pro4perty rOords. This suggests
Ithat the 7pRiperty tecords shoul'd be either main-
tained or reviewed periodically .by the accOUnting

'deParericent..,

,

4

,

4,

*
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A
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.
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CLASSIFICATION OF PROPERTY DATA

This chapter . ontainS a classification... one ,

haiic data items- reiommended for' the...4tabli0,7
and' Maintenance KO,COperty 'accounting--.

syste s This elassificatkon' can -bift.Oed -.by .any
LEA;. publicor private,- regardless of s1ze and

rdless .'Whether its . accoutift'Systems..are.
cdinpiater-based or 'manual; in*.addifinn, SSW,
Federal:and other ethic "ti agencies can Uge thit'

. .-
41asSification tO enhance their 'data.: Coliestipn,..
reppeting,and analysis functicips relating to iduca-

Agcn,cie.s;lhould.-use'fhis classitica'f
tiorias a.shopping.list, seleeting those items esktn-
tial for . their property,. aceouriting_.plirposW'Oee
"Selecting. Data Items for a -Property.Ap.entiOng
systm,r p, 'and .,"What Kinds 'of Pioperty'
InformatiOn hies hipsld ant' LEA -1-1ave?,'! p. 14)..

FOik:OglieTING OATA
ITEMS fOlt:flIE HANDBOOK

,

Selectiondptaitems for t h andbook eook
place in twbItages. The firsf 'stage, involved identi-
4ication- of potentially useful-Oita items through ,

OonSidertition'of:
.

, .

.,a.=

The . property4lata,,items in -this chapter are
Sified by the type.s .of prbpertY toi which theyr,..

SiJes, buildThgs. spaces4within,:bui1dings),'
.and equipment: Within each type orprixperty. datar-

' iterris. are .grouped with otheedata of.
:generäl ,natutc.,,Eiartiples of such groupgareden;
eral Descriptive Information, P.A.C4U.isition

r Information: and Repair and Nri:Sinteifance-Infor7....;
mation.

. .

.1 ..who the potential. Users of p perty inforina7
Linn are (see chapter 2, p. .

whati.ffie. Potential.uses of property informa-
tion WO( be,(see.ohapter 3 p: .12),. and

,
orrnation,-should .be for

.
.

-.- how detailed. the
". each category .o %%Pe .

gr. .

r- The datka itemtlgenerated by, is activity Wire -'..
t he trscreelied byAtplic at i o n e following crite,

. . .

.

. ..need priiyrity (the.. oxera)J imPOrtance of any:. '

data item in eriabling-dnagenty to carry. o*. =

is most Tinip'ortant.toinote that Chapter 4 &Yes
not 'list alt the property: ternii'ebOtained-in this

''.handbook; instead. it lists onyy- the terms that':
. represent ,suggested data items. (that isitems iof

informitiim) that might be uSed in the Manage-
ment'of edutation- rieopemi: gther propertiterms:
which do vOt represent. sliggested dataltems but
'assist ik understanding the prOcess of :property. 4.

cCe:ty.nting,':'are either definetin the' GlosSarY or =

-are:discussed in other,;chapters. In:addition; 6'0; ;...
ter (I. repiktwthoie data items relating to prOperty,..
nieastires (e.g. area: cott) and; Avhdrer
appropriate: offers further guidanee for standard-.
izing sueh measjes..

:,1"

responsibilities);

fre9uency of u,se;
- ......

, * ability. to ..be secured,' stored, updated, And ._.:?,c.

;:,;,, nterpretes!withoht unreasonable expenie."Or
)ffprt; alid , ...,....

. ,
incidence of actual uie in a sample of cur-

' rently .operating property accounting sysiem:,.

c.1 '''''
'.Tbe resuping detiliernlist.should provide some

assistance In developing or impioving property
accounting systemi. However-, feadiKs are cau-

.

. honed against -indiscriminate adOptibo-nf any data
iteniin the hit. ECW:LEA's Will,beablein use all or
eyei Most of .the data 'given belov!And some
LEA's will find that certain itenis they 4qUireiriity..

hot be liked. the 'of the data-itetn clatsificitiOn list___
should be 'supplemantedin All cases by careful ..

I h

21



sit

consideration of the euidelines set forth in' chapters
2 itai 3..

EXPLANATION OF THE
DATA-ITEM CLASSIFICATION
liORMAT

si

The following section explains the format of the
.4ita-item clissification, list prevented in this chap-
tir. Figures 2 and 3 provide a ugh:attic summary of

''thirdiscussion.

beta Item
'

Within this handbook, "data items refers to a
v.single,unit 61 information that provides part of the

. description of..a piece of property. For. exampin,
Piot, location, andirea of sit 're' three data items
that, in part,'; describe e (see data items. 104
Site location, 105 Area of Site, and 121 Cost., of

.Slte). The data items in this handbook , have
a four components: a data-item reference number,

.k a data-item name, data-item definition) and a
Vats entry."

o

DIsta-itent Reference Member. The left-most
column in the data-item, list contains each data
item's reference number. For example, in data item

'104. Site Location, "104' is ihe data-item
reference number, This number is for reference
purposes only, particularly for cross-referencing

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

AREA OF ilTE

ir

, bATA-ITEM NAME-
DATkIT
DEFINITIO

PAGE.
'NUMBERDATA-ITEM

PIESERENCE. .

NUMIER
,

:;14)

PROPERTY ACCOUNTING
1.

between*the list in chapter 4 and the definitions in
chapter 5.

Data-hem Name. This is tfie title given to each
data item. For example, "Site. J,ocation" is the
dalitem name for data item 104.

Dkra-liem liefinition.'-:A, definition explaining
the terml comprising the Triune pf eabh data item
and the kind .of informatio'n inught by each data
item is given in chapter 5. The right-most column
in the dataeitem list below indicates the' page
number on Which each definition cah be found.

Qat* Esifil

"Data entry,' as used in this handbimk, refers' to
the .actual information, either in- nurneriCal or
Alphabetic.' form, which may be collected and
recorded.for a given data item. Using data item 144
SR Location an example, a site located' at
the' corner .o.f l2t11 and Main Streets would have
"12th Street and Main," or some similar variation
("12th and Main"), as the data entry for data item
104: For 10411'h of Site, a site of 2.5 acres wOuld
have "2.5"\as the data entry!

In both of the examples above, the type of data
.entry is either specified or implied itt the data-item. .

definition. However, for many data items; a liseof
seVeral alternative data entries are Offered (see, for
example, data items 106 Ownetihip of Site
and - 108 . Principal Use of Site). The difference
between these twd.:types of data Items is that
104 and 105 haye an Unlimited range of data entry
possibilities that cannot be speCified in, a iiimple
list, while dana iteMS 106 and 108 have Wmited
number ofi data-entry alternatives that' can be
specifled add., given standardized rignu;1, codes, and
definifons.ltace the latter Situation reyily lends
itielf to tife handbook's objectivs of compiling a
standardized reference work for property term
data items for, which all or most of the data entries
can be Specified are. treated in this manner. Pigures
Z and 3 illustrate .differenceS between these two
kinds Of data items and their respective data eflr
tries.

.

LEA's shou ld nsc the specified ata:enti, name's
. and/or codes, whetitthey, apply,. but may add
additioot data entries Where spetial circumstances,
tender. tle specified alternatives inapplicable. Most
data ehtries in the-. claasification hat thir follow

three Compopents:; a data-Otry Ode, a data-.
v

A

C

,

.A;

1,

;

s.
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CLASSIMICA LION' OF PROPER. FY. OAF A ,.

Vigurc-3.4Data-ilem. clissifieition format
. Specified datientAei

PRINCIPAL USE OF SITE.

:

. It

I.
23-

a

Education

Community .Services

InVestment

-41-DATA-ITEM NAME

DATA-ITEM REFERENCE NUMBER

DATA-ENTRY
.CODE

OATA-ITEMIDENTIFICKtION
PAGE NUMBER .

DATA-ENTRY NAME

: w

XXX

DATA-ENTRY DEFINITION
PAGE NUMBER

entry name; are a data.entry denition. Some data
entries With obvious meanings are not defined.

..,

Data-Entry Code. The column . of numbers
appearing under many data-item names represent
data-entry codes, Each code can be uSedjAir, two
purposes: (a) for cross-referencing between thc list
in chapter 4 and the definitions in Chapter 5, and
(b) for the actual coOing of data on a data-
collection form. Consistent use of these suggested
data-entry codes by L.EA's can help achieve athigh
degree of uniformity in their (and in the States' and
tht Natices)'propertyaccounting intbrmation. As
stated'a6ye. additioaal codes may be added to a
given data itern, but existing codes should not be
altered in'any way that would prevent the new code
horn relating-backto the oiliginal code as given in
this hanctboolt. .

, ..

4 4tDataeEn1ry Name. Following each data-entry
code is the dra-entry name. 4A's operattng
manual accounting systems may, in Many casqs_A
prefer t enter the data-entry.name in their recorta de*
rather t n the cOrresponding code. Some may use%
both, .

Data-Entry Definition. A definition explaining
the kind of information repregented -by each data
entry is given in ckapter 5. The right-hand column
in the list below indicates the pap number on
which each definition can be found.

CLASSIFICATION OF
DATA ITEMS

4

-Data' items listed and, ctassified ''below are
grouped according to the type of propeity to which
they apply:

a

100 Series: SITES
200 Series: BUILDINGS
300 Series:. SPACES (within BuilditISS)
400 Series: EQUIPMENT

IL

All data items and data entries given below are
, defined in chapter 5, except for those data entries

requiring no definition. Such data entries are
indicated with "ND" (Not Defined) in the right-
'ham! coluMn. '71

.5

I . .

(''1r
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.:.

PROPERTY ACCOUN1I10
,

Clas*.ificatidn .of Data Items and Entries, neluding Index.to Definition/

IP!Reference Data-ftent .- Definition,tvumber, Data-Entry

,

s

Code and ,Narne 'page number

a 1 OD:Series:

t101 SITE NUMBER -

102 sifEADDITION NUMBER
0 ORIGINAL

1 . FIRST ADDITION
2 SECOND ADDITION. . (ET('.)

103 SITE NAM.E
104 SITE LOCATION.

1b5 AREA OF SITE
,106 OWNERSHIP Of SITE

. LEA-OWNED
2 MUNICIPALLY OWNED
3 AUTHORITY-OWNED
4 OTHER PUBLIC OWNERSHIP

ONPUBLICLY OWNED.
, , SkI.ARED.OWNtfiRSHIP

9 OTHER
107. SPECIALDEED RESTRICTIONS

-108 PRINCIPAL USE OF SITE.
1 EDU(tATION
2 COMMUNITY SERVICES
3 INVESTMENT
4 NOT IN USE
9 OTHER

.109 CAPACITY OF PAVED PARKINGAREAS OBI SITE
110 C PACITY OF UNPAVED PARKING 'AREAS ON SITE
111 C TY OF AVAILABLE PARKING AREAS OFF SITE

12 EAU NTS

4

SITE1DENTIFICATION

GEKERAL DESCRIPTIVE ININORMATION

' ,6

41

41

ND
ND
ND
NO

41

41

42
42
42
42
42
42
42
42

Nb
42
42
42
42
.42

42

ND
42
42
43
43

ES AND SPECIAL AREAS ONSITE
0

113 TYP TRUCTURE (EXCLUDING BUILDINGS) OR SPECIAL

:
. ''

41 EA ON 43
01 FOOTBALL FIELD
02 .BASIKBALL" FIELD 43
03. SOCCER FIELD 43
04! MULTIPURPOSE MID 43
11 BAkKETUALI, COURT 43
12. VOLLEYBALL COW 43

Ar*I 9

.



I ,'
v.

' 4 .

A.Asf.:;.trit-4160N:
ii.01.

A 4s..41.- -

Reference
number

. -

.

Data-Item Name;
Data-EntrY Code 440 Me * .

. .. '''' !..,,. -.,'!!:,,.

13 TENNIS COURT ,

14 , HANDBALL COURT , t
15 MULTIP4POS COU T '. .

21 POP PLAYA; i

22 UNPAVED PLAYGROUND
' 23 .PRESCHOOL fLAYGROUND

..,

31 TRACK AND.FIELD AREA
32 R11;NNINC TWAGKs.
3 1. OBSIACLE COi..JRSE .
34 AIRCHERY RANGE
35 .RIFLE/SHOOTING RANGE
36 SWIMNILING POOL

, 37 WADIN.,( POOL
N 38 'DRIVER TRAINING RANGE

39 ICE RINK
41 OUTDOOR CLASSROOM
42 -CAMPSITE
.43 . AGRICULThW. AREA .

44 ANIMAL HUSBANDRY AREA
45, .HORTICULTURE/ARBORIALTURE AREA
99 OTHER STRUCT IRE OR SPECIAL AREA

25
.

Definition .

*Oage number

43
43 '-
43
43

44,.
44 '4
44
.44.
44
44

--44
, 44

44;
44
44 ,.

. 44 -
44
44
44

.44

44
114 NUMBER OF STRUCTURE OR SPECIAL AREAS OF A GIVEN TYPE 44
115 PARTICIPANT CAPACITY F STRUCTURE(S) OR SPeCIAL AREA(S) - 45

116. SPECIrR CAPACITY F STRUCTURE(S) OR SPECIAL AREA(S)
.

45

STRUCTURES AN SPECIAG AREAS-OPT kITE .
14

I

' ** 4

e
tw 117 TYPE OF STRUCTURE (6CLUDING BUILDING) OR-SPECIAL

. AREA OFF SITE c
, '45

118 NUMBER OF STRUCTURES OILSPECIAL AREAS QF A dIVEN TYPE -45
119 PARTICIPANT CAPACITY OF STRUCTURE(S) OR SPECIAL AREA(S) 45
120 SPECTATOR CAPAC7_QF STRUCTURE(S) OR SPWIAL AREA(S). .

45

9

SITE ACQUISITION AND COST INFORMATION
.

124 METHOD OF SITE ACQUISITION
1 PURCHASIN
2 LEASE

LOAN
4 Girt
5 PROPERTY EXCHANGE
6 BOUNDARY CHANGE
9 ()THIN

122 DATE OF SITE. ACOUISITION
t. 123 pbsT OF SITE ACQUISITION

124 ANNUAL COST.OF SATE LEASE
125 TERM OF SITE LEASE
126 SOURCE OF FUNDS FOR SITE ACQUISITION
127 MARKET VALUE OF SITE

i

45
45
45
45
45
46
46

ND
46
46
46

II



26 PROPEWIA ACCOU TING

Reference Data-ltem Name; Definit on
number Data-Entry code.and. Name page nu ber

4

100,,Series: SITESC'Qntinued

12$ METHOD OF ESTIMATING MARKET VALUE
I APPRAISAt
2 SALE PRICE
3 OFFER TaPURCHASE
9 OTHER

SITE IMPROVLMENT INFORMAIJON

129 NATURE OF SITE IMPROVEMENT '" 46
130 DATE OF SITE IMPROVEMENT 47
131 COST OF SITE IMPROVEMENT 47

SITE MAINTENANd INFORMATION

14111°37; EXPLANATIbN S E MAINONANCE OR OTHER WORK PERFORMED 47
133 DATE SITE MAINTE E OR OTHER WORK COMPLETED 47
134 COST OF SITE MAINT ANCE.OR OTHER WORK .

47i

DISPOSITION OF SITE0 - r

135 'AREA OF SITE DISPOSED 47
136 REASON FOR SITE DISPOSITION 47

. 1 NO.LONGER USEFUL A ND
2 END Of LEASE 47- ,
3 LOAN RECALLED. 48
9 - OTHER ND

.137 DATE OF tITE DISPOSITION 48

ii2 GIFT ti

138 METHOD OF SITE DISPOSITIO ,

t I SALE

,

3 TU*N TO LENDER OR LESSOR 48
9 OT ER

. ND
139 NET PROcfrthSIROM SITE DISPOSITION 48
140 ..RECEIVI G FUND FOR SITE-DISPOSITION PROCEEDS 48

200 Series: BUILDINGS

BUILDING IDENTIFICATION

,
201 BUILDING fiUMBER 49
202 d BUILDING Al3DITION CODE 49

a 9 ORIGINAL BUILDING ' ND
1 FIRST ADDITION ND

th2 SECOND ADDItION . I ND4
. . . (ETC.) NLY

203 BUILDING NAME 49
204 SCHOOL OR OTHER OPERATIONAL UNIT NAME 4 49.



4

CLASSIFICA*TION OF PROPERTY DATA

Reference
number

203
206

207

208..

21

bata-Item Name;
lioa,ta-Entry Codynd Name

gCHOOL. OR OtHER OPERATIONAL-:UNIT NUMBER
BUILDING LOCATION

GENERAL DESC$IPTIVE INFORMATION

TYPEOFBUILDING DESIGN

Definition
:page numbei.

49
49

49
01 GENERAL EDUCATION BUILDING 49
02 INSTRUCTION BUILDING 50
03 ADMINISTRATIONBUILDiNG" 50
04
05

LEMRNiNG RESOUIICES BUILDING
ATHLETIC BUILDING

50 a
50

06 AUDITORIUM BUILDING 50
07 FOOD SERVICE BUILDING 50
11 MECHANICAL SERVICES BUILDING 50

.12 VEHICLE GARAGE 50
13 MAINTENANCE BUILDING 50
14 WAREHOUSE BUILDING 50
15. MULITPURPOSE SUPPORT. BUILDING 50

.16 DORMITORIES A&D,OTHER GROUP LIVING QUARTERS 50
17 SINGLE-FAMILY-DETAcHED LIVING QUARTERS 50
18 SINGCE APARTMENTS AND CONDOMINIUMS, .

50
98 SHELL BUILDING 51

99 OTHER, ND

PRINCIPAL USE OF BU LONG
. 1 .EDUCATION

2 COMMUNITY 1ERVICES
3 INVESTMENT e,

4 NOT IN USE h

9 'OTHER.

209 AVAILABAI F BUILDING
WUL CCUPIED

2 PA AIAN-OCCUPIED
r OCC PIEDSCHEDULED FOR DISPOSAL OR RETIREMENT,
4 VACANT, AVAILABLE FOR USE
5 VACANT, NOT AVAILABLE FOR USE
6 NOT AVAILABLE,J.EASED OR RENTED

OTHER 4\

210

.9

51,
51
5),

51

51
ND

51

51

51

51

52
52
52

ND

GRADES IN BUILDING 52
00 KINDERGARTEN
01 VIRST GRADE

ND
ND

. .

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

(13TH YEAR) ND
14 SOPHOMORE IN COMMUNITY/JUNiOR COLLEGE

(I4TH YEAR) ND
20 EARLY CHILDHOOD/PRESCHOOL .ND
30 ADULT/COMMUNITVCONTINUING EDUCATION ND

.



28.

Reference 1:30ata-1tem Name; -
number Data-Entry Code and Name

200 Series: BUILDINGS Continued

98, UNGRADED
. 99 NOT APPLICABLE

211 STUDENT CAPACITY OF BUILDING
212 OWNERSHIP OF BUILDING

.1 LEA-OWNED
2 MUNICIPALLY OWNED
3 AUTHORITY-OWNED
4 OTHER PUBLI(OWNERSHIP
'5 NONPUBLICLY OWNED
6 SHARED OWNERSHIP
9 OTHER

213

,

PROPERTY.AC6DliNi1NG,

Definition
page number

V

52
52

52

52

O 52
52

52

52

52

V14D

Ale^-'--BUILDING ACQUISITION AND COST INFORMATION

METHOD OF BUILDING ACQUISITION 53
I CONSTRUCTION (BY CONTRACTOR) 53
2 CONSTRUCTION (BY LEA PERSONNEL) 53
4 LEASE(RENT) 53
5 WAN

53
6. GIFT

53
7 PROPERTY EXCHANGE 53
8 BOUNDARY CHANGE 53
9 OTHER ND ,214 NAME OF GENERAL CONTRACTOR

215 DATE,CONSTRUCTION STARTED
216 DATE.' CONSTRUCTION COMPLETED
217 COST OF BUILDING ACQUISITION
218 . ANNUAL COST OF BUILDING LgASE
219 TERM OF BUILDING LEASE ir
220 DATE. OF BUILDING ACQUISITION
221 SOURCE OF FUNDS FOR BUILDING ACQUISITION
222 EXPECTED USEFUL LIFE'OF BUILDING
223 'DEPRECIATION METHOD
224 BOOK VALUE OF BUILDING
225 MARKET VALUE OF BUILDING
226 METHQD OF ESTIMATING MARKET VALUE-

I APPRAISAL
2 SALE PRICE
3 OFFER TO IttiRtHASE
^ -OTHER

227 REPLACtkitivi F BUILDING
228 iMETHOD OF ESTIMATING REPLACEMENT-COST

1 BID
2 APPRAISAL
3 ESTIMATE
9 OTHER .4

6

53.

.553

3

53

53

53

"54
54

54

54

)4
01154

54

54
54

. 54

ND
1 54

54
54
54

ND



CLASSIF ICA [KA 'clF P.Ii.OPEFtTY DA I A.

Reference Data-Item Name;

: 39

Definition
number . Data-Entry Code and Name page ntImber ,

229
230

.231

i

232 FLOOR FRAMING.' 5$
1 7 WOOD FRAMING , :55
2 CONCRETE ON GRADE 55:.
3 .WOOD ON STEEL

. - . 5.5'
4 CONCRETE SLAB ON sTEEL FRAMING 55-'-
5 s. ('ONCRETE SLAB oN CONCRETE: .FRAMING 55
6 STEEL of%4 sTEEL. -55

, 9 . OTHER46, ND
233 FIXED INTERIOFTWALLS. 55,.

1 , . wool) FRAME
.._ .'-ND .

7 MASONRY 55,
, 3 METAL Ni)

. . 9- oTHER ND
.234 ROOF FRAMING ...

56,
1 WOOD ND

INSURED VALUE OF BUILDING .

INSURED VALLIOOF BUILDING CONTENTS

PHYSICAL CHARACTERISTICS OP BUILDING

EXTERIOR WALLS ..

54
54

55
..,,

1 WOOD 55
2 BRIcICVENEER 55 .0 ),

3 OTHER MASONRY ,55
4
5t

METAL
PANEL WALL

. .55.

55.,
6 sONCRETE 55
8 NONE ,

9 . oTHER. 4 - ND

2 STEEL -
It ND

' '3 CONCRETE , ,
., .. ND

..9 OTHER ., A ND et'
235 ROOF DEdK . 56 .: 4^ el

R.

I WOOD ' - ND W..'
Or 2 OTHER COMBiisTIBLE MNTERIAI§ 56 _ :- .

,..

3 METAL . 0 ND :*.
4 OTHER NONCOMBUSTIBLE MATERIALS. 56 . ..

,..r.236 ROOF MEMBRAAIE 56 :... !

4I TAR OR PITCH ..

ND 1Willk *
'.. TILE , . ND -- lit,

.3 SLATE
'4 MF.TAL
s PLASfiC
6 WOOD SHINGLES
7 ASPHALT SHINGLES .

8 ASBESTOS
9 (MIER

237 TYPE OF STV1UCTVRAL SYSTEM
I .1,0AD BEARING WALLS

ON IP
. ND

ND
NO

56
56



1

\

30 PROPERTY ACCOUNTI

,.,.Reference Data-Item Name; , Definitinn :

. number , Data-Entry Code'and Naine . ., -.
.4

, ,, -page number-,
-

200 Series:- BaDINGSContinued

,2 INFLATABLE 56
9 OTHER

ie.
'ND.

238 MATERIALS IN STRU,CTURAL SYSTEM
. 56

1 STEEL
.. 2 .. CONCRETE / .. 56

4S 3 LIGHT WOOD 57.
4 HEAVY WOOD 57.
9 'OTHER .ND

239'. MOBILITY OF BUILDING 57 L
1 PERMANENT (IMMOBILE).BUILDING 57 4"
2 "RELOCATABLE BOWING. .57

240 . GROSS NOOR AREA OF 'BUILDING 57 .241 TOTALASSIGNABLE FLOOR AREA'OF BUILDING- 57'
242' - TOTALFLOOR AREA, OF REGULAR INSTRUCTIONAL SPACE 57
243'. .TOTAL FLOOR AREA OF SPECIAL INSTRUCTIONAL. SPACE .

58
244 TOTAL FLOOR AREA OF LEARNING RESOURCES SPACE 58

.245 : TOTAL FLOOR AREA OF MULTIPLEPURPOSE SPACE, SUPPORT
SPACE, AND OTHER. ASSIGNABLE SPACE .58

246 NUMBER. OF STORIES (FLOORS) 0. 4i 58.
247 AREA OF DISASTER SHELTER 58

-248 AVAILABILITY OFSUILDING ENTRANCES FOR THLHANDICAPPED 58
249 ACCESSIBILITY OF INSTRUCTION LOCkTfONS TO THE,

HANDICAPPED 58.0

250 AVAILABILITY OF TOILET FACILITIES FOR THE-HANDICAPPED 58 .'
251 AVAILABILITY OF 32-INCH DOORS 100 59

MECHANICAL,4ECTIUCAL, ENVIRONMEN71L, AND
LIFE SAFETY SYSTEMS IN BUILDING

252. OF HEATING SOURCE
1 CENTRAL
2 LOCAL ZONg .

3 INDIVIDUAL (ROOM-
4 COMBINATION
9 OTHER

.253 TYPE OFHEATING SYSTEM
I, RADIATORS AND CON-VECTORS
2. UNIT VENTILATORS
3 GRAVITY WARM AIR FURNACE
4 ' FAN BLAST O.R FORCED AIR
5 RADIANT PANEL
6 SPLIT SYSTEM
7 ROOM HEATERS
8 ' INTEGRAVD HEATING, VENTILATION AND AIR.

CONDITIORtING (HVAC) DELIVERY SYSTEM 59

i;

. 9 OTHER, ND

TERS

59

59

59

59

59

ND

59

59

59

59

59

59

59



t
t:LAss EION of- PROPERTY DATA

,

Refere e Dfata4tem Namt; .

number. Data-Entry Code anlig Name

254 . PRIMARY ENERGY SOURCE FOR HEAT
I -WOOD

'2 CQAL
.s

3 NATURAL GAS
4 LP gAS ,

5 OIL
6 , .ECECTRICITY

SOLAR
9 OTHER

255,. TING MEDIUM
WATER

'2 AIR
3 ALCOHOL-BASE.t
4 NOT APPLICABM
9 -OTHER k

256 CAPACITY OF HE ING SYSTEM
257 TYP6 OF STANDBY HEATINS SYSTEM
258 LOCATION OF COOLING SOUR6E

I CENTRAL di

.2' LOCAL ZONE
3 INDIVIDUAL (ROOM) UNITS
4 COMBINATION
*9 OTHER

259 PRIMARY ENERGY SOURCE FOR COOLING
I NATURAL GAS
2 LP LAS
3 OIL
4 ELECTRICITY

190LAR
9 OTHER

260 'CAPACITY .OF COOLINQ SYSTEM :

2.61 TYPE OF VENTILATION.
b.

I WINDOW VCNTILATION
2 GRAVITY VENTILATION
3 MECHANICAL EXHAUST.
4 'MECHANICAL SUPPEY
5 BOTH MECHANICAL EXHAUST AND SUPPLY

. 9 OTHER x.
e262 COMBINED HVAC SYSTEM. *

263 SOURCVF WATER.FOR BUILDING
TEA-OWNED

3 It. PUBLIC.
264 SOURCE OF SEWAGE TREATMENT/DISPOSAL SERVICE

FOR BUILDING -**0 61
. I LEA-OWNED 61

2 OTHER PUBLIC 61
3 PRIVATE 61
9 OTOR- ' ND

WT.

31

" Definition
.page number.

60
ND
ND
ND
ND
ND
ND'
NI)
ND

60
60

.60
60

.

ND
60
60
60
60
60
60
60

ND
60

ND
ND
ND
ND
ND

61

61

61

61

61

61

61.

ND
61

61
61

61

ND

...,



.32

Refer Data-Item Name;
number Data-Intry Code and Name

200 Series: BUILDINGS continuo.

265 SOURCE OF ELECTRICA1. SUPPLY FOR BUILDING

<

't

I LEA-OWNED
2 OTHER' pueLic
3 PRIVATE
9 .0THER

266 TYPE OF. EMERGENCY ELECTRICAL SUPPLY
I N.ONE
2 GENERAT011 .

3 BATTERY
'9 OTHER

267' TYPE -of COMMUNICATION SYSTEMS
1 _TELEPHONE-
2 OTHER AUDIO SYST MS
3 TELEVISION
4 COMPUTER TERM1N L
-9 OTHER

268 tOVERAGi- OF COMMUNICATION SYSTEMS
I SIMULTANEOUS CALL; CO1VIPLETE COVERAGE
2 SIMULTANEOUS CALL, PARTIAL COVERAGE
3 INDIVIDUAL CALL, COMPLETE COVERAGE
4 INDIVIDUAL CALL, PICRTIAL COVERAGC .

3 TWO-WAY COMMUNICATIONrCOMPLETE C.OVERAGE-
& TWO-WAY COMMUNICATION, PARTIAL COVERAGE
7 ROOM-TO-ROOM COMMUNICATION-, COMPLETE

COVfERAGE . . ,.

8 '.ROOM-TOAGOM COMMUNICATION, PART1ALCOVERAGE
9 OTHER . .

269.. SAF TY AND SECURITY SYSTEMS
FIRE ALARMS
HEAT/SMOKE DETECTORS

3 'AUTQMATIC SPRINKLERS
4 FIRE HOSE CABINETS
5 FIRE PROTECTION-WATER SUPPLY
6 FIRf :EXTINGUISHERS
7 POLICE OR FIRE CALL BOX(ES)
8 BURGLAR (INTRUSION) ALAIIM(S)
9 OTHER ,

.270 AVAILABILITY OF SIMULTtNEOUS VISUAL AND AUDIBLE

PROPEliTY ACCOVNTIN

Definition
page nuMber.

WARNING SIGNALS FOR SE IN CASE OF FIRE ,

I BUILDING REPAIR AND MAINTENANCE INFORMA ION -

2eEXPLANATION OF BUILDING REPAIR OR MAINTENANC
WORK P/ERFOR ME .

**,272 DATE *WILDING RE AIR Oft MAINTENANCE WORK C PLEfED
273 cost OF. BUILDIV REPAIR ORIMAINTENANCE WOR

61

61

61

61

ND
62

ND
ND
ND
.Nf.

62
62
62
62
62

ND
62
62
62

4°60:
,

63
ND
63
63

63
63

63

63

63
63

ND

63

64
64 :

64

.1



CLASSIFICATION OF flOaPERTY DAM

Reference Data-IteM Name;
.number. Datir-Entry Code and-Name

ALTERATION,. RENO TION: AND.REMODELING

.274 EXPLANATION OF BUILDING MODIFICATION..
275 .DATE OF BUILDING MODIFICATION
276 COST OF BUILDING MODIFICATION
277 SOURCE OF FUNDS FOR .BUILDING MODIFICATION

.' I , 1 f k 1-41
II "1. DISPOSITION OF BUILDING

278 REASON FOR BUILDING DI$1;bSITION
1 TECHNICAL OBSOLESCENCE
2 NO LONGER SERVICEABLE

.

3 NOT COST EFFECTIVE
4 ENDt/F LEASE
5 LOAN RECALLED
6 CASUALTY LOSS
7 No LONGER ,NEEDED BY LEA
9 OTHER '-':' '. . .-279 ATE OF BUILDING.DISPOSITION

280 METHOD OF BUILDING DISPOSITION
I. SALE
2 GIFT

.

3 RETURN TO LENDER OR LESSOR
4 DEMOLITION9 OTHER

281 NET PROCEEDS FROM BUILDING DIS'POSITI N
282, RECEIVING FUND FOR BUILDING DISPOSITI N PROCEEDS

4

300 Series; SPACES (within buildings)

SPACE IDENTIFICATION

,30r SPACE NUMBER

DESIGN CHARACTERISTICS

I L.

302 FLOOR AREA OF A SPACE
303 SPAbE. DIMENSIONS
304 TYPE OF SPACE

1000 ASSIGNABLE SPACE
1100 Regular Insfructional Space
1200 Special Instructional Space

1201 Athletic/Physical Education
Space

. 1202 Business Edtication Space
1203 Family and Co lir Education

(Home EconomIcce
1204 Industrial Arts Space ,

. #

Definition :
. page number

" .

64 .

64

64
64

64
64
64
65

ND
ND
65
65

65
65

65

, 65

Np
65

65

67

67
67

67
67
'67

67

. 68
68

68
68

.



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

300 Series: SPACES (within buildings)Continued

I.

g. 1205 Kindirgarten Space
1206 Mathematics LOOratory 68.
1207 Media-Based Instructional Laboratory 68
1208 Music Space 68
1209 Planetarium 68
1210 Science Laboratory s 69
1211 Special Inalkictional Space for

Exceptional Children 69
1242 Computer/ Data-Procesaing Space

(instructional) 69
1213 Darkroom (Instructional) 69
-1214 Motion Picture Studio (Instructional) 69
1215 Radio Station (Instructional) 69
1216 Sound Studio (Instructional) 69
1217 Television Studio (Instructional), 69
1299 Other Special Instructional Space 69

1300 , Learning Resdurces Space 69
1400 Multiple-Purpose Space 69-

1410 Auditorium 69
1420 Cafeteria 70
1430. Cafetoriuth 70,
1440 GymnatOrium 70
1490 , Other Multiple-Purpose Space 70

1500 Support Space 70."
1501 Computer,/ Data-Processing Space 70

;.11502 Conference Room 70
1503 . Darkroom . 70
1504 Equipment Roan , 70
1505 Health-Care Space 70
1506 Maintenancetnd Repair Shop 70
1507 Motion Picture Studio. 70
1508 Office 70
1509 Projectio -71
1510 Radio Studio 71.-
1511 \Residential Space 71
1512 Sound Studio II

-, 1513 Storage Space 71
1514 Tekvision Studio 71
1515 Yehicle-Storage Space 71
1580 General Support Space 71
1590 . Other Support Space 71

,j900 Other Assignable Space. 71
2000 'NON ASSIGNABLE SPACE 71

2100 Circulation Space " 71
2200 Custodlil Space 71
2300 Methanicil Spice 71
2400 Structure' 9pace 71
2900 Other Nonaesignable Siiace 9 72

PROPERTY
(
AccouNTING.

Definition
. page number

4'7



. '
CIASSIFICATION OI pRO

. 4

:1 .4 -7*

,

35.1 .

ktekretige .Data-Item Name;
1M15er Data-Entiy Cocie.and Nime

DerMition
page number

i05 STUDENT CAPACItY OF A SPACE
.th 72

306 NUMBER OF FIXED STUDENT'STATI 72
307 WALL FLEXIBILITY 72

1 PERMANENT, LOAD,SEARING. 72
2 PERMANENT, NONBEARING '72
3 DEMOUNTABLE WALL 72
4 OPERABLE WALL 12
5 _ CURTAIN OR DRAPE 72
6 OTHER PHYSICAL BOUNDARY 44Ift. 72
7 IMAGINARY BOUNDARY'. : 72>

308- TYPE OF WALL FINISH
44 73

. PLASTER ND
02 .CONCRETE

A. 03 BRIO(
'ND
ND

04 CERAMIC TILE ND,4

r 05 WOOD ND
06 METAL 4 ND
07 FIBER BOARD ND
08° PLASTIC . ND
09 CHALK BOARD ND
10 . GYP BOARD;'PAINTED ND
11 'GYP BOARD, VINYL COATED ND
42 GLASS ND
13 CORK ND
99 OTHER ND

309. FLOOR FINISH
I "ONCRETE
2 . Wokop

.-,1

RFAILIENT TILE
4 CERAMIC TILE
5. TERRAZZO
6 CARPET
7 LINOLEUM
K MARBLE
9, :OTHER

310 .CE1LINtVINISH
I PLASTER .

2 ACOUSTICAL PLASTER .

3 ACOUSTICAL TILE OR PANELS
4 MASONRY
5 WOOD

r .

6 METAL
7 .FIBER BOARD
8 PLASTIC

'4 9 OTHER
311 i, TYPE OF LIGHTING .

1 INCANDESCENT
2 FLUORESCENT
3 MERCURY.'
9. OTHER

4

ND
ND.
73

ND
ND -

ND
ND
ND
ND

73

, ND
ND
ND
ND
ND
ND
ND
ND
ND
73 ,

ND
ND
ND

si ND



"Refereace Data,item Name;
ntimbep- 'Data-Entry. Code and ..Nitme

I

300 *Series: S PAC ES1within buildings) Continued

INORMATIONION ADJUNCiS
. .

"',-.)

4,

-PkOPERTY ACCOUNTING

Definition, .
page number

31'2

.313

TYiE OF ADJUNdT
STORAGE ROOM

2 PRIVATE TOILET/BATHROOM
3 SUPPORT ROOM '

4 GENERAL PURPOSE' ADJUNCT
9. OTHER ADJUNCT

*FLOOR AREA OF ADjUNCT

5
o

74

74

74

74

74

ND Li,
74

400 Seri6S: EtUIPMENT

EQUIPMEN.T IDENTIkItAiION

401, EQUIPMENT'Alt NUMBER .

402 EQUIPMENT INVENTORY NUMBER
tr

GENERAL 1)ESCRIPTIVE INFORMATION.

403 EQUIPMENT TYPE
,1000 INSTRUCTION AL EQUIRM EN.T

1100 In*tructionaQyice.
1110 Audio
I 120 Cqmputer Dev ce
1130 ,Graphics and (raphics Reproduction Device
114 ,...Elqtronia Display Div-ice
1150 Photographic Device .

1160 Projected and M'ainified-Display Device
I 170. Physical Display Device "

J., .
1180 Subject-Mattet-Relited Device ir

181 0 Art Equipment
o 1182 ausiness EqUipnlent

1183 firiver Education Equipment )

1184 Homemaking Equipment
1185 Industrial-Arts'Equipment
I I tip. Mt* Equipment
1181 w Physical Educatidn Equipment'
1188' Scientific Laboratory Equipthent
1189 Other Subjegt-Matier-Relatect.Deviee

1190 ii-Other Instructionat Devici.a"
1200 Recorded Instructional MaterialOP

5

12 ....Audkoteordins_:MaterigIl .

.1220 .,;11Sompoter Matariali
1230 Electronie Display Materials
1340 Picljected and.Magnified'Materiak

1250 Pr1iited/Picior4i Materilds

,

76

76

76

, 77

77

77

.77

Nb
77

77

77
77

7g.

78

78

78

. 78

78

78

78

78

78

78

79

79

79

79

0



$ '

CLASSIFICATION OF PRUW.RTY DAtA.

Reference
number

.4

Data-Item Name;
Data-Enti:y Code and Name

1260 Three-Dimensional Materids
1270 Multimedia Kits
1290 Other Reteraded Instructional Materials

l(X) Other Instrlictionai Equipment
OTHER EQUIPMENT
2RX) -F'urniture

2210 Hand Tools /
2200 Machinery and Apparatus

2220 Bench, Desk, or Tloor Machinery (Office)
2230 Bench, Desk, or Floor Michinery (Nonoffice)
2240. Heavy .Construction 'Machinery

37

Definition

2.3(X) Vehicles .e-
2900 Other

DESCRIPTIOfrOF EQUIPMENT404

405 EQUIPMENT MOBILITY
_V BUILT-IN EqUIPMENT (BUILDING)

. `2 BUILT-IN EQUIPMENT (SITE)
:). MOVABLE EQUIPMENT

SERIAL NUMBER
VENDOR NAME OR NUMEIER
MANUFACTURER NAME OR NUMBER
MAKE DR BRAND
MODESJUMBER

*41)6

407

408* 409 .

410.
411'

\,

15

OWNER- HIPOF EQUIPMFNIT
1 LEA-OWNED
2 MUNICIPALLY OWNED
3 A UTHOkITY-OWVED

OTHER'PUBL1C OWNERSHIP
5 NONPUBLIC1X OWN-ED
6- SHARED4m ERSHIP
9 GTHleiR

412 PHYSICAL .LOCATIO OF EQUIPMENT
413 ORGANIZATIO AL ESPCONSIBIUTY FOR EQUIPMENT-) 114 RESPOrtSIBL DIVIDUAL

415

4.4ihe. 416

1 .

EQUIPMENT ACQUISItION4AND COST INFORMATION

4-

NEW OR USED AT TIME a ACOUISITION
I EW ,

'2 USED, SURPIA
3 USED, NONSURPI.US

METHOD OF/EQUIPMENT ACQUISITION
. 1 PUIWHASE

2 LIAISE (RENT)
LOAN

4 GIFT
'5 EXCHANGE

, 6 BOUNDARY CHAN%
I.

't" ".0
41. 41ag

page number

79

79

79.

79

e"79
79

79

80
80
80
£R30(1

81

81

81 .

/W
81

81

81.

81

81

81 :

81

.81
81

81

81

.81

ND

81

82

82
ND

.7 82
's 82

82
82

82

82-
.02

4 \
/
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38

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

400 Se

q.

417
418
41.9

420
421

422' ,

423

424
425
426
427
428
439

430 REPLACEMENT COST OF EQUIPMENT . 83,
431 METHOD OF ESTIMATING REPLACEMENT cosr 83 v

1 BID OR QUOTE . 83.

9 OTHER , ND
432 INSURED.VALUE OF EQUIIMENT 83

N

PROPERTY ACCOUNTING

Definition
page number.

UIPMENT Continued 4,

7 . CONSTRUCTION BY LEA PERSONNEL
9 OTHER t

. r ,.
DATE OF EQUIPMENT ACQUISITION
COST OF EQUIPMENT ACQUISITIQN .
ANNUAL COST OF EQUIPMENT LEASE', 1
TERM OF EQUIPMENT LEASE . : .

SOURCE OF FUNDS FOR EQUIPMkNT ACQUISITION 6

NUMBER OF UNITS (EQUIPMENT UNDER GROUP CONTROL)
UNIT Of MEASURE-(EQUIPMENT UNDER GROUP CONTROL)

1 SINGLE ITEM -

2 PAIRS 0 er-----
a4 3 SETS

4 KITS .

AVERAGE UNIT COST (EQUIPMENT UNDER GROUP CONTROL)
EXPECTED USEFUL LIFE OF EQUIPMENT
DEPRECIATION METHOD
BOOK VALUE OF EQUIPMENT :
MARKET. VALUE.OF EQUIPMENT
METHOD OF,ESTIMATING MARKET VALUE

I , APPRAISAL
SALE PRICE .

3 QEFER-210PURCHASE 4's. 9 OTHER

82

ND
82

82
82
82
8 3

83

83

ND
ND
ND
Is.1D

83
83
83
83

83
83
83
83

ND

4

EQUIPMENT 'REPAIR INFORMATION

CONDITION OF EQUIPMENT 84
. 434 MAINTENANCE SCHEDLkE 84

.1 ANNUALLY ' ND
2 QUARTERLY ND
3 MONTHLY ND

I 4 WEEKLY ND
5 ,AFTER EACH USE NDt.
9 OTHER

`
ND

435 EXPLANATION OF EQUIPMENT REPAIR OR NIAINTENANCE . .4. "

WORK PERFORMED 84
I *REPAIR 84
2 "REBUILD 84
3 .MODIFICATION 84

. 4 MAINTENANCE til. 84
. 9 OTHER . .ND

-,436.k DATE EQUIPMENT REPAIR OR OAINTENANCE WORICCOMPLETED 84

k_



CLASSIFICATION OF II" re DMA
39

lieference Data-Item Name;
number' Data-Entry Code and Name

438 EQUIPMENT WARRANTY EXPIRATION DATE .

437 COST OF EQUIPMENT;REPAIR OR MAINTENANCE WORK 84
84

DISPOSITION. OP. EQUIPMENT

Dtfinition
page number

439 REASON FOR EQUIPMENtDISPOSIITION

440
441..

442
443

I TECHNICAL OBSOLESCENCE
2 NO LONGiii SERVICEABLE .84
3 NOT COST EFFECTIVE 84
4 . THEFT Oil VANDALISM
5 CASUALTY LOSS
6 END DF LEASE 84
7 LOAN RECALLED 85
8 NO LONGER NEEDED BY LEA ND

-9 'OTHER ND
DATE OF EQUIPMENT DISPOSITION
METHOD OF EQUIPMENT DISPOSITION

85
85

SALE ° 85
.1

2 LOSS BY THEFi
85

3 GIFT
4 85

4 RETURNED TO LENDER OR LESSOR 85
5 ..KRXPPED 85
6 TRADE-1N 85
9 OTHER ND.

NET PROCEEDS -FROM EQUIPMENT DISPOSITION 85.
RECEIVING FUND FOR EQUIP NT DISPOSITION PROCEEDS 85

.t

'V
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Chapter 5

DkFINITIONS OF PROPERTY DATA

This chapter contains the definitions of the prop-
erty-data items -presented in-Chapter'4. A descrip-
tion of the classificition and numbering systent for
these terms is pre'sented in the introductory section
of chapter 4, p. 2 L

Some of the data items and definitions in this
chapter are also dealt' with in chapter 6, MEA-
SURES RELATING TO SCHOOL PROPERTY.
Such data itemvdate to units of measure, such as

.cost, capacity, and floor arca. The definitions.ip
chapter 5 should provide a basic understanding.of
these terms, and the additional information in
chaptor 6 should aid in more precisely defining
these terrns for data-eollection purposes. All defini-
tions in this . chapter that are supplemented in
chapter &are noted by the parenthetical eZpression

'(See p. 000 in chapter 6).."

RefereT

v

100 SERIES: *WES-
A site is a Piece of land and all improvements' to

it other than buildings.2 , .
The following set of data items are desigal so

that' data on each site addition can be recorded
separately from data on the original site and ot4er

-site additions, if so desired. AlSo, the following data
items gill accommodate information on sites
owned, leased; controlled, or otherwise used by -
LEA's.

When recording data thAt may Change from time
to time, inclusion of the data-collectiondate Mity be
useful. Users can. then deterMine the timeliness of
the data. (See items 108 and 127 for examples of
such data.)

Data item 129 on p.46proyiAes a definition ,of :'sito.)pitrove- .
ments."

2Definitiob of a .Thuilding" is.on p.48,..

Name and Definition of Data Items and Entry Codes

.
-..bauT-Tte61-Tirrime nd Definition; Data- try Codes. Naine, and Definition

100 Series: SITES

SITE IDENTIFICATION*4

101 SITE NUMBER A numerical designation ofa site.
102 SITE ApDITION NUMBER A numerical designation identifying a site as either an origi-nal site or an addition to a site. Site additions are numbered in the order tile)/ are acquired.The following codes art Suggesied:

0 ORIGINAL
.1 FIRST ADDITION
2 : SECOND ADDITION

. ,. , .(ETC.)
s

W3 SITE NAME - Name of site, if any.,
104 SITE LOCATION -- The street address of a site or the est available description of its loca-tion.

{,

41
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42 PROPERTY ACCOUNTING

Reference
number Data-item Nameelind liefinition; Data Entry Code, Name, and Definition

100 Series: SITES Continued

CENERA.1 DESCRIPTIVE INfORM4TION

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 ode piece of nd, The arta
may be the sum of the acres in the several pieces, or a separate record ma be created for
each piece.

,

, 106 OWNERSHIP OF SITE A designation of the agency oir other entity ,owning the site. The
following codes are suggested:

I LEA-OWNED owned by the LEA or under its cont ct to
purchase.

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

3 'AUTHORITY-OWNED owned by a public school hosing authority, used for
....-E-EA purposes.

*,.. .-

4 OTHER PUBLIC OWNERSHIP owned-by a county, State, Federal, or other
governmet'ital agency aitcl uged for LEA pUrposes.

'5 INONPUBLICLY OWNED othei than publicly owned., and Used by an'LEA or
under its jurisdiction for LEA paposes.

76 .SHARED OWNERSHIP owned by two or more a les, public or private.

9 OTHER

107 SPECIAL DEED RESTRICTIONS A 'brief summarjr of any reve io*clause conitions
given in thwdeed, or of anypther special restrictions od.use (Ape site.

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

11

1 EDUCATION used primarily for instructional purposes, .or purposes which
:support the instruction function. 0

L.,

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

3 'INVESTMENTs held primarily in antaipation of gain from a future sale; or
rented or lease). 1

. .

....

4 NOT IN USE used neither by the LEA nor any other education agency or com-
.munity organization and not held for investment purposes (see.data entry ) above). 41.

9 OTHER

109 CAPACITY OF PAVEb PARKING AREAS ON SITE The total number of vehicles
that can be parked on all riaved parking areas on the site under .no mal conditions (without
crowding and allowing for norMal access and egress). 'Capacity sho Id be detecrified based
on the type of vehicle normally parked in each paved area(auto, bus, tc.). Padang areas on
Streets should not be coOnted.

110 CAPACITY OF UNPAVED PARKING AR EAS.ON SITE The total number of vehicles
that can be parked on all unpaved parkingareas on the site under normal.conditions

lOwntrohip of land fOr the purpose of investment is legal in some states and not legal in others.



DEFINIT!ONS OF PROPERTy QATA

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

43%

out crowding and allowing normal access and egress). Capacity should be determined based
On the type of vehicle normally parked-in each unpaved area (auto, bus, etc.). Parking areas

. . .

on streets or roads should not becounted.

Ill CAPACITY OF AVAILABLE PARKING AREAS, OFF SITE The estimated total nun;
. ber of vehicles (typically automokiles) that can be parked lit areas not owned, leased, rented,

for otherwise controlled by the LEA, but are perked near this site and are available to LEA
students or employees. Parking areas on streets should not be counted.

112' j EASEMENTS A description *of the type of easements the affect a site, including agree-
mtnts allowing other parties to use LEA sites and agreements allowing the LEA to use the
sites of others.

STRUCTURES AMYSPECIAL AREAS ON SITE

rr-

-NOTE 711 Data items 113 through'115 apply to each separate type of structure or special area. For exam-11
ple, should a site contain two baseball fields, it. is ossible to account for both with one set of entries: data

would be I (for two fields), data item 115 would show
item 116 would shoW the conibined seating capacity

each baseball field keparately by completing data
11 ould be unnecesiary in this ease, since

item 113 woUld be 02 Baseball Field, data item
the participant capacity of.the w/o fields, an
of the two fields, if any. It is' also possibletO
items 113, 115, and 11.6 twice, once for each fi
it would always be "one.")

d. (Data

113 TYPE OF STRUCTURE (EXCLUDIN ILDINGS) OR SPECIAL AREA ON SITE
:Atiy structure other than a building or part f a building (buildings are accounted for in the
200 oSeries); any area requirin cial des n, arrangements, or construction for the pur-
pose for which-it is used; or; a a a whoile use is limited by unique features or characteris-

. tics that can be used for education 1, reCreational, or Community purposes and is located on
a site owned, leased, rented, or otherwise controlled by the LEA. The purpose of this data

8 item is to classify 'structures and areas according t-o design or physical characteristics, 'not'
according to current use. Thus, an open fieleused for occasional football games would not
be recorded as 01 Football Field, but either as 04 Multipurpose field or 22 Unpaved Play-
ground. Or, it might not be recorded as a special area at .all if.it is not used very often.
-Below are listed some of the more common strUcturesand Special areas. The escempanying
codes are suggested:

01

02

0KJ

04

11
412

13

14

j 15

21

v

FOOTBALL FIELD an area consfiucted exclusive tef0 ballt Tr,
BASEBALL FIELD -'-- an arta constructed eiclusi y for b. l. ..

SOCCER FIELD . an area codstructect xelusivel 41;iiiipiti..:
..tMULTIPURPOSE FIELD an area co rticted t liik5tnmodate two or m re

.. activities, such as those in data entries 01

BASKETBALL COURT an area const cted exclusively for basketball.
VOLLEYBALL couRy an area constlicted exclusively for volleyball.N

, TENNIS COURT an area constructed exilusiveli for tennis:
, HANDBALL COURT a structure constructed exclusively for handballi

MULTIPURPOSE COURT a structure constructed to serve alternately two or
more activities, such4s those in, data entries I 1-11.

PAVED PLAYGROUND paved area not designed for specific bourt game.s (as
. in data eriiries 11.14) but meant ilot individual or group-play activities.

-,
1i'



44 PROPERTY ACCOUI4ING

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

100 Series: SITES Crintinued

--Y" UNPAVED' PLAYGROUND anunpaved.area used primarily duri ool
hours for recess or play :Oriods. It is usually. smaller than a Multipur ose field

f(04),-accommodating small group.activities ,such as kickball, dodgeball, or tag,
rather than team sports requiring more space such as foqtball or softball.

23 PRESCHOOL PLAYGROUND an area constructed pspecially for preschool-
aged children. Stich areas are typically fenced and Contain play equipment
suitable for preSchool Children.

31 TRACK A ND .FIEL111 AREA an area constructed to accoMrnodate most or all
of the spórts'activities associated with track and field, such as foot racing, high-
jumping, pole vaulting, lo.ngjumping, and discus and javelin throwing.

12 .RUNNING TRACK an area arranged or constructed to aecommodate foot
racing, jogging,.-or RtAer running activities; this area is not constructesi0
commodate the other\octivities associated with track[and field events.

. 33 OBSTACLE COURSE an area, usually consisting of several special structures,
items of equipment, and/ or special site features (hdls, streams); constructed fOr
the purpose of exerCise through a number of runtling, jumping, climbing, and
similar activities.

:34 ARCHERY RANGE an area constructed fOr activities: .35. RIVLE/SHOOTINC RANGE an area consin ted To the firing of firearms.
36 SWIMMING POOL ,a structure constructed or swiniit-g and diving

activities.

37 WADING VOOL - a- structure constructed for . wading activities,, usually for
small childi.e.n.

.)38 DRIVER/IRAININ.G RANGE an area designed for driver training and/or
testing..... .

39 .10E RINK an area constructed for ice skating..

41 OtDOOR CLASSROOM an area or struCture (excluding buildings)..that
can accommodate instruction activitiesikin a classroom format% examples of such
instructional activities are art activities or nature/ecology activities.

42 CAMPSITE on aica designed for camping activities.
43 'AGRtCULTURAL AREA a designated area for grOWing food or learning

about other agricultural activitio.

ANIMAL. HUSBANDRY AREA an area containing cgrtain structu'res or
. equipment pertaining to animal husbandry, inciuding pastures, stock .pens, .or

.Other enclosures other than buildings.
45 H RTICULTURI? ARBORICULTURE. AREA an area designed to grow or

Ilk 'lay itarious species.of planttTand trees for educational purposes.
; 99 QTlIER STRUCTUVE OR SPECIAIL, AREA any structure or specia area not .

given above.
114. NUMBEECOF STRUCTURES OR SPECIAL AREAS OF A GIVEN TYPE Th umber

of structures or. sPecial areas of the-type indicated in data item .113 and on th's sit . This 4
data item may hd eliminapd from the site record if each individual structure or peci area
is recorded separatelp"(see NOTE preceding,data item 113 for in explanation otlTh s

II



DEFINITIONS OF.P.ROPERTY DAtA

t.

Reference.. . . . ,

nUmber Data4tem i4itine and DefinitiOn; Daft-Entry Code, Name, and. Definition

115 PARTICIPANT CAPACITY Of STRUCTURE(S) OR SPECIAL AREA(S) The num-
. ber of indiv.iduals who can use aiii structure or special area at one time, under normal con-

.

dition*. Where' spectators may be involved, .especi4Ily in athletic events, Occlude spectator
capacity and. record it in data item .116. .

..,- / .

116. SPECTATOR CAPACITY .OF STRUCTURE(S) OR.SPECIAL AREA(S) l--- The number
of individuals Who can be accommodated in a n6rmal fashion. for fhe' purpose of watching'

45

an event or activity taking place within this structure.or speaOttl area. This will typically apPly
td those structures or special areas Involved with sports . ...-

STRUCTURES OR SPECIAL' AREAS OFF SITE,
NOTE Data items .1,17 through 120 apply to structureS (exCluding buildings) or special areas that kre
used by the LEA for educational, recreation4 or comniunitypurposes; but are on a site that is norowned;
leased; rented, or otherwise controlled by the LEA (such as the tennig courts in a city-owned park or the
fOOtball field at a neighboring college). Information about such structures or special-areas :should be
recolded along With the information about the site,to whict they are most directly associated or from

-1Which they, are Most often used. Such information should. be 'recorded only pnce.

117 TYPE 'OF STRUCTURE (EXCLUDING BUILDINGS) O.R SPECIALAREA OFF SITE ---
Any structure other than a building Or part of a building (buildings are accounted for in the
200 Series); any area requiring 'special design, arrangements, or cOnstruction.for the 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,.irented; .or otherwise 'controlled by the LEA.
The purpose' of this data is to classify structTres anili areas according fo design or physiCal
characteristics, not according' to current use. Thns, an Open field used for occasional foot-
ball.gaines would not be recorded as.01 Football Field, but rather as 04 Multipurpose Field
or 22 Unpaved' Playground. Or, it might' norbe recorded as a special area at all if it not
used very often.

The same codes and.definitions presetned in data item 113 may

I Di NUMBER OF STRUCTURES OR SPECIAL AREAS dF A IVENTYPE Seq the defi7

used here.

-

ninon for data item 114.
119 PARTICIPANTCAPACIfY OF STRUCTURE(S) OR SPECIAL AREA(S).

t.tion for data item 115.

120 SPECTATOR CAPACITINI STRUCTURE(S) OR SPECIAL AR EA(g)
..

nition for data Item 116. ./. ,

S'ee defjni-

.See the deft-

SITE ACQUISITION AND COST INFORMATION

12.1 METHOD. OF SITE ACQUISITION The means by which a.site or site addition was ob-
tained for...use-by an LEA: The following codes arc suggeSted:

1. PC.HASE -:- obtained in exchange for cash pr other valuable consideration,
, except propert '. .

,

LEASE (REN

r
) obtained from thc owner for a liked period of time in consider-

ation for periodic cash payments. Least/ purchaSe is included hero until purchase
is complete.

3 WAN obtained for temporary usc, either at no cost r for a- token amount.
4 C1F1' obtained permanently without compensation.

,

+ 4,,

63.
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Reference.
number Data-Jtem Name and Oefinition;

100 Series: SITES Continued

PROPERTY ACCOUNTING

DataEntry Code, Name, and Definition

PROPERTY EXCHANGE traded for another site or kern of property.
BOUNDLARY CHANGE appropriation of a site throughthe expanliiino
boundaries, including annexation, consolidation, or-reorganization.

9 OTHER
-122 DATE OF SITE ACQUISITION The date a site or site addition was obtained by the LEA,

.expresSed in month4ay-yeirfashion. For leased &Tented p.toperty, the date is that on which
the lease or rent began:

123 COST OF SITE ACQUISITION -- The original purchase price paid.by the LEA for land
.

and all improvements to the land existing at the time of purchase; plus all costs related to
acquiring title to the site (See Cost of Site Acquisition in chapter 6, p: 93 )

124 ANNUAL COST OF SITE LEASE The total lease coSt oi rent, in dollars, for a Imonth
period.

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

126 . SOUR. OF FUNDS FOR SITE ACQUISITION The agency, governmental or other-
wise, .wh h appropriated the money used ,to -acquire, lease, or rent a Site. This data item
should he compatible with the source of funds dimension used in the LEA's financial.,ap-
counting system..There may be more than one source of funds for a given acquisitiOn.

. 121 MARKET VALUE OF 'SITE The apPraised -or estimated dollar value for whicha site cur-.
rently could be. sold. A recent purchase. or sale price 'Of a similar item would be a good
approxlmation.

128 . METHOD OF ESTIMATING MARKET VALUE ---7.Themeansby which a current market
value is eottlished. The following codes are.suggested:

1 APVAISAL a judgment of value by a person trained or experienced in deter7
miming property valuer

2 SALE PRICE the price fat which a similar.site was sold.
3 OFFER TO PURCHASE --- a legal doCumentrepresenting an offer to purchase

the 'site.

9 OTHER

LEA

SITE IMPROVEMENT INFORMATION

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 Items should:be completed for each such site improvement
that SignificantlY alters the site, has significant-cost to the LEA, or causes any of the data.inthe property.;..,.... -aceotmtinglyitem to chanii.
This section also May be used foirecord inf2rmation on improvements present at the time the site was
acquired, andlo record information on LEA-financed improvements to sites not owned by the LEA (off
site improvements).

129 NATURE OF SITE IMPROVEMENT A description of the type of improveMent made to
a site or site addition.,Improvements consist of work performed upon the site and itS adja-
cent ways after acquisition byffie LEA, including grading, landscaping, seeding, and plant-
ing of Shrubs and trees; conaikting new sidewalks, roadways, Oerpasses, retaining walls,

a



,
DEMNrrioNs OF PROPgki tyTA

Refereke
number DatiOtem Nam and Definition; Dativ-Entry 'Code, Name, and Definition

,.sewers, and stor drains; installing water mains, field hydrants and sprinkling systems, .
_ and outdoor drin mg fountains; original surfacing and soil treatment oc athletic fields and

,. tennis, courts; furn shing and installing for the first titre playground ?Sr playing-field ap-
'Paratus built into the grounds, flagpoles, gatewak, fences, and underground storage tanks
that are not parts of building servjce systerns; aniNernolition mirk.

.

Excavation, fill, or backfill nececsary for consruction of building are not site improvements.
Outdejor service systems seryjng the site are site improvements. Outdoor or underground
parts of building service systems, such as tanks . ter mains, sewer mains, and electrical.
poles and lines, are not recorded as,site improve nts, but rather as part of the building..

\ Off 'site improvements necessitated Ilk improvements made on the site, such as installing
sewer lines and buildingroads, should be recorded as site improvements. -

All,structpres and many of the special areas classified in data item 113 fall within the defini-
don of a site improvement. As each such Structure or special 'area iS added to i site, it'should
be recorded in data items 113 through 116, and the relevant cost data should be recorded in
data items 12 1 through 131, ..

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

47

4P-,-" 13 I .COST.OF SITE IMPROVEMENT The cost, in dollars, of an improvement made toa site.
..Assessments for site improvements made by other' governmental:units are included. (See

Cost of ;Site Improvement in chapter 6, p. 93 .) ..
The. cosOof off'site improvements .necessitated by-improvements made on the' site, such as

linei and building- roads, 'can belecorded here. They should be identified as
off site improvements in data item 1'29 Nature of Site Improvement,

t SITE MAINTENANCE INFORMATION ,

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

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

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

134 COST OF SITR MAINTENANCE OR OTHER WORK. The cost. of site maintenatice or
-'other work iierfornied, expressed' in.dollars.

'. DISPOSITION OF SITE

'NOTE datit are typically not Out of active site files, bctt should be Made part of historical
site files.

.
-

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

136 REASON FOR SITE DISPOSITI9N An explanation for the disposition of a site,The
following codes are surstea:

NO LONG& USEFUL
, 2 END OF i.,EASE termination of lease agreement

le



4.

i
200 SEAlltS; BUILDINGS

. .r .
/ A building is one continuous enclosed structuri

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

.

ture itSelf; together with all plumbing, sanitary,
heating, ventilating, meChanical, and electriefd
systems in the; structure,;.and all built-in equip.-

Jnent.4

48 PROPERTY ACCOUNTIIIG

Reference
umber .Data-Item Name and Definition; Data-Entry Code', Name, and DefinitionI
100 Series: SITES Continued

,3 LO4N RECALLED temporary use of site terminated
9 OTHER

137 DATE OF SIIIDISPO,SITION -- The dateA the disposal of a Site was completed,
expressed in month-day-year form..

138 METHOD OF SITE bISPOSITION The means by which a site isdisposed. The f011ow-
ing codes are suggeoed; .

SALE released for cash or other valuable-consideration.

2 .GIFT released without receiving payment or .othpr consideration.
3 RETURN TO LENDER OR LESSOR released to the entity that originally

donated, leased, or rented the site.to the LEA.
9 OTHER

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

140. RECEiVING FUND FOR SITE DISPOSITION, PROCEEDS The fund into Wbich
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 receiving fund for a giverylisposal transaction.

Other Potentially Useful Site-Rtlated Data Items

..
I- he following list has been included as a source of ideas for developing additional data items foria Site.

Iinformation file. This fist is not exhaustive; other possibi *ties exist.
.

GRANTOR (former owner of0e).
TYPE OF DEED
DATE OF DEED.'
DATVEEECORDED

.AGENCY/WITIrl WHICH DEEDIS RECORDED
DEED/BOOK INFORMATIOli -(bono., page no., entry. no., 'etc.)

0 .HOOD.LEGISLATION RESOLUTI IN NUMBER (approving ithe, acquiMtion)
W1/4TE OF BOARD RESOLUTION (aptkroving the acquisition)

/ZONING INFORMATION
'ENVIRONMENTAL IMPACT STATLMENT.

I.

4ftuilt-in equipment is &lined in chapter. 7; p.

/

Structures connected by assageways may be
counted as ?ne building o More than one build-,. .

ing, at the discretion:of .the EA, except where laW
or regulations set forth a specific requirement re-

, garding che treatment orconnected structures.
It is iMportant to note that the terms bUilding

and school are not interchangeable as defined in
this handbook: a building is a structuruwhileta
schoOl is an organizational concept. A" school
is a division of thc LEA. consisting of students
comprising 'one or more grade groups On other

6 14

1/4



titiltsmoNs OF PROM( I Y DATA

identifiable groups, biganized Tor the purpose of.
.learnitig. A school may be housed in.qne or mote
buildings; conversely, a building,may'house one
or more schools.

. The following set oi data.items eart be used to
record information.on.both.existing buitclings and

' buildings under cOnstruction. Information on
building _additions can' be recorded separately

4,

Reference
number Data-Item Name-and Definition; Data0Entry Code. Name, and Definition

49.

from informatioq oo the main building, if so de-:
sired. Also, the following data 'items will accom-

.

modate information on buildings owned, leased,
controlled, or otherwise .used by the LEA's.

y.hen recording data that May change from
time to firm; may be useful to Also record the
date on which the data were collected. Users can
then determine how timely the data .are.

200 Series: BUILDINGS

BUILDING IDENHFICAHON

201 -BUILDING NUMBER A numerical designation of a building.
202 BUILDING ADDITION dODE A numerical designation identifying a building as either

an original..building or an addition to a building. Building additions are numbered in the
order they are contitructed. The following codes are 'Suggested:

0 ORIGIN AL, BUIL DING %

1 FIRST ADDITION
2 SFCOND.ADDITION., etc.
. (ETC.)

.

.203 BUILDING NAME Name of building, if any.
204 SCHOOL OR. OTHER OPERATIONAL UNIT NAME The name of the school-or other

operational unit within the LEA to which the building belongs or is assigned. An "operational
unit" is a division, department; or other:subdivision of the LEA organization; such as the
Data-Processing pepartment or' Maintenance Department. This applies not only to build-
ings owned by the LEA, but also to buildings leased, rented, or 'otherwise controlled by the
LEA. If a building is 'assigned to two or more schools Or tg two'cor more operatiOna17units
within a school, so 'indicate.

205 SCHOOL OR OTHER OPERATIONAL UNIT NUMBER,--- A numerical designation-of
theischool or other operational unifwithin the LEA to which the building belongs or is as-
signed. See the discussion in data item 204.

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

,-GENERAL DESCRIPTIVE INFORMATION

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

NOTE For: More detailed ihformation on the deSip features of a blfilding,, information about spaces
(rooms) may be used. Sce the 300 Series, p. 66.

The following t odes- 'are. suggested: .

01. GENERAL EDbCATION RUILD.ING canaccomint;date instruction, instruC-
tion-suppott, and administration TunctionS at the 'same time. Accommodations

4.

t



:, .50 1 PROPERTY ACCOUNTING
,

Reference
,nuniber Data-ltem Name and Definition; Data-Entry Code, Name, and Definition

,

SO Series: BUILDINGS Continued

1

1'

for librarits, cafeterias, auditoriums, gymnasiums, and other such service areas
may or may 'hot §e available. Grade levels may lie shown' in, data item 210.

. :02 INSTRUCTION BUILDING can.Primarily accommodate instruction/learning
activities of any types. Instruction-support. functions May or may not be accom-
modated. Buildings that are designed for 'both instruction and administration.
should be Coded 01. Grade levels may 6e. shown in .data item 210.

03 . ADMINISTRATION BUILDING can primarily accommodate administrative
.activities. Rooms are typically of offiee size, shape, and arrange.mint.

04 - LEARNING RESOUVES BUILDING can primarily accommodate learn-
ing resource services, waving such features as space :for the display and storage
of books, films, records, etc., and areas fo ading, yiewing, listening, :and/ or
study.

,

05 ATHLETIC BUILDING can primarily ice. mmodate athletieactiAties, in-
cluding such structures as-free-standing gymnasiums, field .houseS, staditlins (the-
roofed and enclosed portions only),.and enclosed tennis courts.

06' AUDITORIUM 'BUILDING arranged in a tbeater-like fashion, with.a stage
or podium area as a focal point and 'seats, lynches, or other fixed seating ac-
commodations radiatintoutward toward the. wall of the buildiq.

10 ' FOOD SERVICE BUILDING can'Pritnarily accommodate food service ac-
tivitieS, including at least 'food preparation and/or storage. Accommodations
for eating purposes may or may not be available.

11 MECHANICAL SERVICES BUILDING can primarily accommodate thechi.
cal services, Such as heating, cooling, or water treattnent.
VEHICLE GARAGE ca n"primarily acconimodate the stoe of vehicles and/ or.
vehicle repair functions.

13 MAINTENANCE BUILDING can primarily accommodate maintenance serv-
ices ocir than.to vehicles. This incindes ,both movable and built-in equipment as'
well as electrical, mechanical, life safety and environmental systems that are part
of this or other buildiWgs.

14 WAREHOUSE BUILDING is arranged to Serve primarily as a storage building .
for any type of material or equipment ekceptvehicles. For vehicle storage,use data
entry 12 Vehicle Garage.

15 MULTIPURPOSE SUPPORT BUILDII4G can accommOdatesome combina-
tion, of. services or functions, excluding instruction.

16 DORMItORIES Alb OTHER GROUP.LIVING QUARTERS can' be used
Primarily as living quarters bya number of people,.suchas dormitories,apartment
houses, and duplex hottses, ,

a.
17 ,SIINGLE FAMILY DETACHED LIVING.QUARrERS4, can be used primarily

for living quarters by no more than one family or a limited number of roommates:
This includes houses owned, leased, reilted, or: otherWise COntrolled by the LEA.
Condominium units and apartments gre .accounted for in data entry 18 below.
Duplexes are accounted for. in data entry 1,6 above.'

18 SINGLE APARTMENTS AND 'CONDOMINIUMS can be.primarily tiled for
living quarters by no more than one family or a limited number. of roanmates, but
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:- ...,:Reference ; .:- 1. .
,

. .,.
,

. ...
,.., .....number IData- :tein Name and Definition; DatvEntry COde,IVame, and Definition. , .. .. . ,

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

is.pars,bf 4 larger building that irot entirely owned, leased, or.rented.or other.,

,.

,
51

yise _controlled by th*LEA. .'
4

In this special 'case, the livingwiarters should be-treated as abuildinw.Enter all.
.1/4Y

pertirivit data in dUprprlat data Items in thE 200'Series. Theuse of data entry
18 in' this data iteit iil1 tc the user of the propertyaccotinting infoimationthat
this.apartment 'or voOdoininfum is part of a larger kkuliiiing not under the contrOl.

Ir .4

of the LEA; ;

'. 98 sp EL L BUILDING ;L--1 building.with few ottio intelior walls &partitions 1kt
unfinished on the inieri'or, on which constrdetion hai been stopped;and for ich
a partiollar interior design orplan has not- been developed.Buildings tinder con*

,, struction,should be acccrunted for aceording to thbir.desigh use.a
, .., .99 OTHEK ..i.

, -
-;

..1-
,

,208 PRINCIPAL,USE.OF WW1 9ING - The primarfpurpose ior which a building is currently
. used, regardless of tfiedesign or physical arrdngement of the, building., . ..

.
.. .

..- ,--i
. ., NQTE LEA's and SEA's.that haye an, interest in cate,gorizing building use (as opposed to buil4ing

design) should develop categories'ihat suit their needs. Some LEA's qnkSEA's.are interested in very gih-; ..
eral informatipn on building uie(education, corninunity use, inveitinent, mit-in-us*); while others uses: -

information on space (room). usage to arrive at.building use. For some agencieS, an indication:of -grade
. levels in th54,uilding is sufficient (seeigata item 210), while for others, a detailed 'breakdoWn similar:to the

design .ca &pries in dAT'a- item 207 illseful.
. . 4.

. .. '. .. :....1. .:,..'.,
. . .

This h ndbook sets fortif a very general-approach rot categorizing building use: eor additionalidea4Ss'Ome bAllik
.

....

LEA's nd SEA's may Wishitorefer to the clilssffication of. Functions,in andbook HR (see appendix Efor
, _ .. . . .full b,ibliographieinformat ion).

i

.
-.

,.
. i ....

The fbllowing codes are suggested: A

A

209
lo

I EDUCATION :. used primarily for iostructionist purpoSes, or purPoses supporting '
the .Mstr,uction function. '.<; r !. *. . . "..

. t .2 tOMMUNITV SERVICES usedprimarilyl ornoninstaietionalserviees theLEA . ..., , ..
provides to. the .,comOmnity, stiCh -as recreation or health services. .. ,

#
'3 -;;INVESTINIT5 ---, held primanlyin_a0eipErtimiof gain from aluturai"le;or.,

.- . .

jented -or leaseck
.. :... .. .. . . ;

. ....
.. .1..?

4 NOT.IN USE used neitly by the LEA nor any othe'reducatiOnagenoy.orconi!-.
..?

. -
- .munity organizationand not field for investrnoT purposes: 0 iii,

9. OTHER - --, .. . :
.._' ,.,.. # ,

AVAILABILM OF.BUI.LDING. The extent to whichiLhuilding is avvlable tor use. The
following.codes are. suggested:.

.

41,

1 FULL* OCCUPIED, oecupied by the LEA; littleor no Apace .

2' LLY OCCVPIED ,:-4.occupied by thei.EA, btit additional space is avail-

,
, .

able c, I. use. . ..., .. ,....,,
. 3 . OCCII.P143,-SCHEDULED .FOR DrSPWL OR RETIREMENT ---:-- par.ially

or fully occupied by thelEA.,.hut*heduledfor disposal, permanent retilement, or
ils. ..

an e*nded period out Of serviee within the corning yOar. 'r .

I
1,$014,nership of buildirigs for Oveatnient Purposecit legal in fCmi tales.and not legal in others..

,
a

.$4,'

.4 a
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Referoce .

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

goo Series: BUILDINGS Cohtinued

'
PROPERTY ACCOUNTING.

4f.)

..

,
A

'211 STUDENT CAOACI eF BUILDING: --: The number of students.that can be accommo.:.
dated in the bttilding for t school day according to existing State-approved standards, e`xclu-.

. sive of multip e s s Student Capacity' of a given buiWing is dependent upon existing
standards or policies goyerning. the operation of the school in question with respect to three
major elements: tudent,/ teacher ratios, organization of the sehool, and educational program
of the school. Once established, this figure should be changed only when the standards or
policies regulating the three elements are definitely chaliged or when there is a change affeet-
ing student capacity as a result of additions to, or remodeling of; a building.
.

.. .

...
.

2 l2 OWNERSHIP .OF BUILDING ... A designatio6 of the agency or other entity owning the .

building, 'The fe'llowing .&:des are suggested: .. .
. .

. .
Al

. .
I LEA-OWN kD oWned by the LEA or undet its cootrol through 5.contract to pur-

.
, .

Chase. . ,,
. :

VACANT, AVAILABLE FOR USE unocctpied but aAilable kir use by the
LEA.. ,

VACANT, NOT AV AM.-ABLE E'OR USE pernianeptly retired, plannedIfor dis-
-. posal,tonAttmed, orothetwise not available for use.: ...-

NOT XVAILABLE, LEASED OR RENTED ---- leased or rented to another party.
OTHER

210 ` GRADES IN etnkpING -- A designation of the lowe'st-ana#ghest grades offered in btjild-
ing. A suggested method for representing grades KThrough 6 would be to reCord 00-06. Any
LEA, which desires morgkrecise information oh the grades offered in a building, may want to
list each grade housed. In any case, flit% following code,0 are suggested:

00 KINDERGARTEN
01 HRST.GRADE

, 12 SENIOR YEAR (12TH GRADE)
-FRESHMAN IN COMMUNITY/JUNIOR COLLEGE (I3TH YEAR)

14 SOrHOMORE IN COMMUN1TY/JUNIOR COLUEGE (14TH YEAR)
EARLY CHI1 HOOD/PRESCHOOL

ULT/Ce0 UNITi/CONIINUING EDUCATION .

'UN o distinction is..inade regarding grade level.
99 NOT A LIGABLE building not used for instruction.

MUNICIPALLY OWNED owned by a municipal unit of government (nOt the
unit opefating thtschodls) and used for LEA purposes.. .

AcTillOAITY,OWN ED owned by .a public school housing authority, used for
.LEA purpoxes. .

.

4 OTHER:PUBLIC OWNERSHIP' oWned by a county,'State.,,Xederal, or other
.govirranental.agency. and used for LEA purposes.

5 NONPUBLIPLY OWNED other.than.publicly owhed, anckused by an LEA or
Under )urisdictionft-ir...LEA purposes. .,

6 $HARF4 OWNERSHIP owned by tiyo ot niore agencies, public or private.
OTHE

(g-
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DEFINJTIONS OF PROM I Y DA I"A 53

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

BUILDING ACQUISITION AND COST iNFORMATIC3N n
I

213 METHOD OF BUILDING ACQUISITION The meansby which1a building was obtained
for use by.an LEA..The folloWing codes are suggested:

CONSTRUTION (BY CONTRACTOR) All or the greatest portion of the
building constructed-by an outside contractor or contractors.

CONSTRUCTION (BY LEA PERSONNEL) all or the greatest portion of the
building constructed by LEA personnel:

3 PURCHASE acquisition of an existing -building in eXchange for cash or other
valuable- consideratiOn, except' property.

4 LEASE (RENT) obtained from the ownex fOF a fixed period of time in Considera-
tion for periodic cash payments. Lease/ purphase is included here,until purchase is..-

coinplete.
10,

5 LOAN obtained for temporary use, either at no cost or for a token ardount.
6 GIFT obtained permanently without pbnsideration.
7e PROPERTY EXCHANGE obtained exchange.fot another building or (tern

of property.

. BOUNDARY CHANdE = appropriation of a building through expansion of LEA
boundaries, including annexation, consolidation, or reOrganization. pit

9 OTHER

'1214 NAME OF GENERAL CONTRACTOR The name of the general, contracting firm that
built the building, if a general cOntractor was involved.

215 DATE cONSTRUCTION STARTED -- The aate on wtich construction of the building was
started, expressed in month -year form.

For older buildings and buildings acquired by the LEA after they were completed, this date is
unimportant. .4 .

216 DATECONSTRUCTION COMPLETED--- The date on which thetonstruction of the build-
ing waS completed and/ or ready for occupancy, expressed in month-yea? form.. For older
buildings or buildings acquired by the LEA after they.,were completed and/ or ready for occu-
pansy, an estimate will suffice.

217 COST OF BUILDING AOQUTSITION The total cost to the LEA foratquiring a building,
whether by construction, purchase, or other mew: This includes Cost of Construction, cost
for architectural and engineering services, cost for legal services, cost for educational coti-
sUltative services, and. certain ntikella' ous building costs.C

1; If desired, Cost pf Building Acquisition çn be separated into its cost components for record-
11 ing purposes. See chapter 6 for the following measures of cost: Cost of Building Acquisition,

p. :91 ; Construction coit of a Builciing,13: 90; Contract Cost of a Building, p. 90;.Cost of
Architectural arid Engincerin$ Services, p. 90 ;;Cost of Educational ConSultative Services*,
p. "92; Cost of Legal 'serviceR p. 9 2 ; cost of Building, Miscellaneous, p. 91.

218 4,

219

ANNUAL, COST OF BOLDING LEASE . TIAlotal lease cOst or rent, in dollars, for a 12-
month 'period.

',TERM OF AUILDING.LEASE The period for-which a lease is in force, expressed in years,
?stionths, or a Combination of both.
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PROPERTY ACOUNTING

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

20011eries: 'BUILDINGS Continued

220 DATE OF:BUILOING 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 wrlich 'the, lease or rent began.

221 SOUACE.OF FUNDS FORillilkDING ACQUISITION -7,- The agency, governmental or
otherwise, which appropriated the /honey used to acquire a building (construct, lease, rent,
etc.). This dat item should be conratible With the source of funds dimension used in the
LEA's fina ia accounting system: There may be more than one source of funds for a given
acquisition.

222 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 iteru
and is often used as the period over which depreciation is calculated,

223 DEPRECIATION METHOD The method or formula for calcplatingthe annual deprecia7
tion tuonnt of a fixed asget. Straight-line is a common method in education accounting (cost
less estimated salvage value, divided by- useful life, equals annual depreciatidn) although

other methods may be justified, depending on the circumstances.
224 BOOK VALUE OF BUILDING The value Of the liuilding as shown on the owning agency's

books. This is usually original cost less depreciation when depreciation can determined.
215 . MARKET VALUE OP BUILDING The appraised.or estimated dollar value for which the'

'building currently could be sold. This primarily applies to relocatable buildings. &recent
purchase ar-urie price of a similar item would be a good approximation.

226 ,METHOD OF ESTIMTING MARKET VALUE The means by wbich Current'Market
Value is determined. The following Ode are suggested:

1 APPRAISAL --- ajulgmet4f Value by a person trained Or experienced in deters
mining property %;alues.

St 2 SALE PRICE the price at which a similar buildinewas sold.
3 OFFER TO pURCHASE a legal document representing an offer utpurchasethe

building.
9 OTHER

227, REPLACEMENT C %IT OF BUILDING The cost, at current prices, to replacta building,including its built-en,Aiiipment withmaterial and equipment of like kind aucl quality. (See
Cost of Replacement, Hifildingsin chapter 0, f) 92 ) S.

228 'METHOD-04f ESTIMATING REPLACEMENT COST -- The means by which replacement
cost is deterFriined. The following codes are suggested:

41F
1 BID bona fide quotation by a contractor.
2 APPRAISAL a judgment by a.person (reined or experienced .in determiMng

cofittruction costs.

buildin§ and

9 OTHER

229 INSURED VALUE Of BUILDING The fond amount for which
ecluipment art insured.

230 INORED VALUt OF gUILDING CONTENTS The dollar amount for siihich the buiWing
contetIts are insured.

.

0



I.DEFINITIONS rPROOERTY DATA

Reference .11 '-4
number .Data-ltem Name and Definition; Data-Entry Code, Name, and Definition

PHYSICAL CHARACTERISTICS OF BUILDING 4'..
1

fl 231 Ek TERIOR WALLS Construction materials that comprise a// or most of the exterior walls.

,

,Exterior walls are nonbearilig and are attached to a load-bearing portion of the structural.sys-
tern of the building. More than one data entry may apply. The following codes are 'suggested:

...

nv

55

1 WOOD

2 . BRICK VENEER building blocks or units typically made orfired clay and set in
4; Mortar or masonry cement.

3 OTHER MASONRY building blocks or units of materia1,4thel than brick, such
as concrete or stone, and typically set in mortar or masoi4,,,ceMent.
METAL

PANEL WALL L4t.nonbearing wall built between columns in skeleton construe.-
tion and wholly supported at each floor; also called curtain walls and usually made
of' such materials as glass, gypsum, or plastics.

CONCRETE (POURED IN PLACE ORIRECAST) a building unit made from
poured or, precast concrete, in the shape ora slab rather than a brick-or block (con-
crete blocks fall under 3 other Masonry).

.8 NONE bcaing walls are also cxterior walls..
9 :,OTHER

232 FLOOR FRAMING Construction materials that form the framing of all or most floor's.
,More than one data entry may apply. The following codes are suggested:

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

2 CONCRETE ON GRADE IN:Cured Concrete at ground level.

3 WOOD ON, SfEEL wOod joists and subfloor supported by steelgirders.
4 CONCRETE m41.1 ON STEEL FRAMING poured concre pported by steel . 41'

t.,
girders or framiniv

5: CONCRETE SLAB 6140NCRETE FRAMING pourldconcrbete supported ....

by precast concrete girdorp.or framing.
6 STEEL CON STEEL steCtPlates or shccts supported by el.iirders or framing.

OTHER
at

1,

233 F D INTERIOR WALLS (DIVISION WALLS) Primary construction materials
tiled for the rixcd inteiior l'walls. More than one data entry may fpply. The following .

, cod,es are suggested':

1 WOOD !MAME
.

2 MASONRY --7 building blocks or units of material such as brick, concrete, or stone,
rd typically set in mortar or Masonry cement.

I ,..::';,3 METAL , . *. - '0
9 ' OTHER %..



IP I
6.

PROyERTY AeCOUNTING

Reference
nurites Data-Item Name and Definition; Data-Entry Code, Name, ahd Definition

. 0
A.

200 genes:. XlelLD1NGS Cnued
.

234 . -ROOF FRAMING Construction materials that are used in the framing of the roof. The fol-4
lowing codes are suggested:

..
I . WOOD ,

2 STEEL
3 . CONCRETE .
9. OTHER

,..,.-

235 ROOF DECK That portion of t ltr oof constru n to which the roof covering or membrane
is applied and-through which the I S on the roof are transmitted to the balance of the struc-
ture. The following'codes are suggested: -

.
. .

I. WOO k

f

2 OTHER COMBUSTIBLE MATEkIALS.vcombustble material Otherthan wood.,.
3 . METAL

4 OTHER NONCOMBUSTIBLE MATERIALS noncombustible materials other'
than metal. 4

236 ROOF MEMBRANE .MaterialS used to cover the roof deck. The following codes are sug-
geste4:

I TAR OR PITCH 411
2 TILE
3 SLATE
4 METAL .
5 '. PLASTIC .0
6 WOOD SHINGLES

ASPHALT SHINGLES r.
8 ASBESTOS
4 OTHER

237 TYPE OP STKUCTURAL SYSTEM The typeof principal structure of the building that
provides the support of the building. The following codes are suggested:

LOA EARING WALLS comprised ctompletely or primarily of walls that are
an in gral portion of the building and without which Or building would not s*fd;
such witegin at the footings and support"the floor(s) and/ or roof, as wet as.lateral foice

2 . INFLATA4LE co priscd of a flexible outer membrane supported by internal Itir
pressure.

Je . 9 OTHER r ,
.

238. MATEOIALS IN STRUCTURAL SYSTEM The primary type of rrateriais comprising the
'structural system of Ilbilbuilding. Mere than one data entry may apply. The following codes
are suggested: ,(

. . .

It STEEL tYpe- of construction in which the load of the.building is carried on a
."--- steel frame**.v. I._

2 CONCRETE 'type of construction ich the lo d of the building is carried ona
reinforced concrete skeleton or framework. .

...

a
Et

C
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Reference 't

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

LIGHT WOOD type of construction in which the load of the building is carried
on a framework .of wood whose'structural members are of Small dimensions (e.g.,

4. HEAVY WOOD type.of construction in which the load of the building is carried
orra framework of heavy wood beams, either solid Or laminated.

9 OTHER

239 MOBILITY OF BUILDING The,followiitg c*odes are suggested:t

1 pERMANENT (IMMOBILE) BUILDING a building designed for and con-
structed on a specific site and not intended to be moved.

RELOCATABLE BUILDINC a building designed and constructed so that it can
be disassembled and transported to another location, or transported to anotherloca7
tion without disassembling(self-propelled structure' such as mobile classroorns are
not movable buildings', they are.classed as Vehicle and are accounted for in the
400 Series as equipment.)

" .
240 GROSS FLOOR AREA OF BUILDING The sum of the areas at each floor level included

within the Plincipal ()inside faces of exterior walls, -neglecting architectural setbacks or projec-
tions. Include all stories or areas haVing floor surfaces with clear standing head room (6 feet
6 inches [1.98 meters] minimum) regardless of their use. Include mezzanines, balconies, and
library stack floors only to the extent df their actual floor area; do not include unenclosed areas
under the first floor. Where a groun'd level or intermediate story, or part thereof,s left unen-
closed, consider the gross area of the unenclosed story as the projected-area of the story above.
Exclude all unroofed areas and unenclosed roofed-over spaces. Unenclosed roofed areas thats
have been included in .originarcost contracts ean be excluded on a *computed pr estimated
basis for the development of coMparative data of gross b.uilding areas and costs.6 (See Area of
Building, Gros; Floor, in chapter 6, p. 87). .

NOTE: 'Data items 241-245 deql with assignable spaces only. If an L wishes to establish data items,at
the building level for nonasSignable spaces, data item 304 Type of SOW. provides a. suggested 'categoriza-
tion, for such'space. See data itenr 304.(data entries 2100-2900), p. 71.

241 TQTALASSIGNABLE FLOOR.AREA OF BUILDING The total area in square feet
(square meters) of all space available for assignment to, or use by, building occupants to carry
odt their functions and responsibilities. Assignable space consists of regular instructional

Alice, special instructional space, learning reiources space, multiple purpose space, support
, 'Wee, and 'other assignable space. See data Item 304 (data entries .1000, .1100,' 1200, 1300,

. 1400, 1500, and 1900) on p, 67 for definitions oT these types of AsSignable spaces.Circula-
.tion, custodial, mechnical, and struoutal spacd.aro Considered nonassignable spaces and
arvexcluded. See data itemdb04.(diita entrid 2000,2100, 2200, 2300, and 2400) on p. 11 for
definitioniv of these types of nonassignable.spaces. alsb the de,L,00140,6* Floor Area of a
Space in data i4m 302, p. .67.

.242 TOTAL.F.LOOR AREA OF FIEGULAR INTRUCtIONA,00'1 h1/40tal area in
suuaii feet (square meters) of all regular instructional space inO, 1, Ocluding any ad-

ace opening into and serving regular instructional space. jtfaia item 304 (data
eritry 1100) one. 67 for (he definition of Regular Instructional Spaee also the definition
of Floor Area of a Space in data item 302, p. 67. - p

A.

ft

"American Standard Methods Of Determining Areas in School Buildings." American Standards Association. Inc,.(nowknown at
the American-National Standards Institute. Inc. (ANSI)) NevrYork. approved August 4. l95B,' p. 5 and p. 7.

16,
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,,,eldference
number , DatOtem Name and Definition; Data-Entry Code, Name, and Definition .

200. Ser:ies: BUILDINGS r.e. Continued '.

24kLTOTAFLoon AREA Of SPECIAL INSTRUCTIONAL SPACE The total,area in
square feet (Square meters) of all special instructional space.,in a building, including any
adjunct space open* into and serving special-instructional s ce. See data item 304 (data
entry 1200) on p. .61 for the definition of Special lnstructio 1 Space. See also the definition
of Floor Area of a Space in data item 302, p. 67.

244 1 TOTAL FLOOR AREA OF LEARNING RESOURCES S ACE The total area in square
feet (square meters) of all learning resource n a buil, mg, including any adjunct space
opening into and serving learning resources spae. See a-Item 304 (data .entry 1300) on
0. 69 for the definition of Learning ResourceS Space. ee also the definition of FloorArea of.
a Space in data Aem 302, p. 67:

..245 TOTAL FLOOR AREA OF M LTIPLEORPOSE SPACE, SUPPORT SPACE, AND
OTHER ASSIG ABLE SPAC. ---!Theitotal area in square feet (square meters) of all mul-
tiple-purpose sp. , support, space, and other assignable space in a building, including any
adjunct space o mg into and serving such space. See.data item 304 (data entry 1400) h
p. 69 for the 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 ace in data

Ike
item 302, p. 67.

.246 NUMBER OF STORIES (FLOORS) The number of stories in a buildin,g. A story is de-
fined as a group of rooms on the same floor or level, or a floor cciiisisting of one room, having
clear standing head room, of at least 6 feet 6 inches (L98 meters) and Whose floor is at or
above.grade level along at least onetentirc 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.

247 AREA OF DISASTER SHELTER The area in square feet (square meters),enclOsed by a
disaster protection area that meets standards of the State or Federal agency responsible foi
natural d isaster protection.

24 AVAILABI.LITY OF BUILDING ENTRANCES 'FOR THE HANDICAPPED Availability.
Of primary entrances that are groand level or have raMps with hand rails (the slope of such
ramOsghould not be greater than 1 foot in height for every 12 feet in length.)7 The following
codes,Fre suggested:

1 YES
2 NO

249 ACCESSIBILITY OF INSTRUCTION LOCATIONS TO THE HANDICAPPED Eithet
the building is single story, or an elevator i provided on the entry level for access to all other
level 'which instruction is given.' The following codes are suggested:

. YES
NO

250 AVAILABILITY OF TOILET FikILITIES FOR THE HANDICAPPED AvailabilitY of
toilet stalls, accompanied by grab bars and can accommodate wheel chairs.' The following

\are suggested:

}) YgS
NO

a

'a items 2487251 are adapted from form OE/CR 102, DHEW/Office of Education/Office of Civil Rights.

4,11fr'
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Reference
number Data-Item Nameand Definition; Data-Entry Code, Name, and Definition
-251 AVAILABILITY 0F32-I,NCH DOORS Availability of doors that are wide enough to allOw

wheelchair passage. This requires doorways with cleat openings of at least 32 inches when the
door is open.' Thç following.codes are suggeSted:

l.YES
2 NO

MECHANNAL, ELECTRICAL, ENVIRONMENTAL,:AND'
LIFE SAFETY, SYSTEMS IN BUILDING'

252 LOATION OF HEATING SOURCE An intcation of whether the heat for a buipling is
supptied by a single (central) source or ultiple sources. The following codes are suglested:

CENTRAL all heated portions of the building are supplied by a single heating
source. The heat soutce may 'be located inside or outside iho building:

2 s LOCAL ZONE heat is supplied by two or more heating units, each of which is
designed and installed to function independenfly as a central heating unit for a
Portion of.the building only. This part of the building should be at least two rooms
or more in size.

INDIVIDUAL (ROOM) HEATERS heat sources that heat single rooms, such
as space heaters or stoveS, exclul.ing radiant panels:

COMBINATION a conibination of local zone and individual heating 'emits.

59

. OTHER
.

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

I RADIATORS. AND CONVECTORS a heating delivery. system that has dis-
pensing units, Such as radiators, convectors, or un'it heaters in the-rooms to be

- heated.

2 UNI VEKILATORS a heating delivery system that uses an outside air supply
and. 4 combined heating anal ventilating unit in the form Of a Convectotith a
mot r-driven fan and with or without autonttic controls,

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

. ..
-

4 FAN BLAST OR FORCEDINAIR a heatMelivery system in which air is fan:
driven oVer 'heated surfaces and then delivered to the rooms, .

,

RANIANT PANEL a heating delivery System that uses heating pipes, ducts, or
electric Wire embedded or suspended in large sections or panels of wall, 'floor, or
ceiling sillifaceS for heating the rooms. - ,

,, ISPLIT SySTEM a heating deliVery system that combines a foreed-air system
with in-Ire-room radiation.

ROOM HEATERS space heaters, stoves, or similar type heaters, excluding
radiant panels, each self-contained and each heating a room or portion of it room.
INTEGRATED HEATING, VENTILATION AND AIR CONMTIONING
(11VAC)VELIVERY. SYSTEM

OTHER
ot

.
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Refeience
,

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

4
PROPERTY ACCOUNTING.

.;/

100'Series: BUILDINGS Continued

254 .PRIMARY ENERGY SOURCE FOR HEAT:C. The principal ekgy source consumed on the
LEA prethises for the purpose of supplying heat to the heating medium (see dafa item 255
'Heating Medium). The following cock's are suggested:.

I WOOD
2 COAL
3 NATURAL .!,;As
4 LP (;AS
5. OIL.

.6 ELECTRICITY
7 :SOI,A-R
9 OTHER

255. HEATING MEDIUM The phyical substance that transmits heat'frorn the beatingsource
to the area to be heated. Heating systems that pr,oduce heat directly in the area to be heated,,
such as radiant -panels, space heaters, or stoves have no heating medium. The following.
,codes are suggmted:

,411,

I WATER includes.both hot water and Steam:
2 AIR include.systems where air.is heated at a locatiOn otheethan the area to be:, heated and, then transmitted to the deStination by pipes, ducts, or Other means.
3 ,b ALCOHOL-BASE any substance with an alcohol base, such -as glycol.
4 NOT APPLICABLE applies to heating Systems that produce heat at the room

or area to'be heated, such as radiant pa.nels, space heaters,- or stoves.
9 OTHER, .

256 CAPACITY OF HEATING SYSTEM- The current output or the rated output of a heating
system, usually measUred in BritiSh Thermal bnitsiBTU's).

257 TYPE OF STANDBY HEATING SYSTEM A brief desc:ription of the type of standby. .

heating system, if any. If none, record "none.available."

258 LOCATION OF cooLINg souRcE - An indication of whether the Coolingfor the build-
ing is provided by a single (central) source or multiple sources. The following Codes are sug-
gested:

CENTRAL all cooled-portions of the'building are supplied by a-single cooling
'source. The. cooling t urce may be located inside or otitside the building.

.LUCA!, ZONE cooling is provided by two or more cooling units? each of which
is designed and installed to, functio.n independently of the-other units as ir central
cooling unit for a given part of the building; this part, of the building should.be at
'least two rOoms or more in sin.

INDIVIDUAL (ROOM) UNITS . cooling sources that cool single rooms or por-
tions of rooms, such as window air-conditioners.

4 COMBINATION a combination of Veal tone and individual cooling units.
9 PTHER

259 PRIMARY ENERGY SOURCE FOR COOLING^ The prineipal.energy sourc2Onsumed
--at the sehoOl plant fortthe purpose of cooling. The following codes are suggested:

NATURAL (;AS
2 1,1(.(:AS

.;

4.
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number Data-Item Name.and Definition; Data-Entry COde, Name, and Defihition '

3 011.
4 ELECTRICITY
5 SOLAR

to. 9 OVIER

260 PACITY OF COOLING.SYSTEM The current output'Or rated output Of a.coolingsys-
,.,usually measUred in British Thermal UnitS (BTU:s.).

261 Tif PE Of VENTILATION . The primary means by which air is circulateil into oront of the
building. The following codes are suggested:

1 WINDOW VENTILATION- open windoWs provide the only Ventilatjon in the
. .

building: no fans or .blowers are used.
. .

'2 ' GRAVITY VENTILATION nonmechanical duct system for intake and exhaust.
-

3 -Mli.'CLLICAI, EXHAUST - fans.or blowers pull air from building to outside,

4 -MECHANICAL SUPPLY tans or blowers-force outside air into building:

5. BOTH MECHANICAL EXHAUSTANDSOUPPLY certain fans "lowers pull
air leorn Wilding to outside while:114ther fans or blowers fOrce outside air into

9 OTHER
.

4
A,

. 26; COMBINED HVAC SYST An indication of whether the prittary heating andcooling
system for the building is in grated into a combined heating, ventilating, and.air-condition-
ing (HVAC) syste The fo1lowing codes.are suggested:

1 YES
2 NO

263 SOURCE OF WATER FOR BUILDING The sole or primary source from which
bililding derives its water. The following cod$s are suggeited:

1 LEA-OWNED any water source owned by the LEA, Iy a drilled or dug.
.well.

2. OTHER PUBLIC the water source supplying the surrounding community and
not owned orcontrolled by the LEA.

9 OTHER

264 SOURCE OF SEWAGE TREATMENT/DJSPOSA.1. SERVICE FOR BUILDING The
sole or primary source of-sewage treatment and/ or disposal services. "Fhe following codes are
suggested:

I LEA-OWNED owned ,and operated. by the LEA.

2- OTHER PUBLIC owned and operated by a public body other than the LEA.

3 PRIVATE, ownerd by a nonpublic'entity,

'9, . .OTHER , .

265 SOURCE OF ELECTRICAL SUPPLY FOR BUILDING The primary source of electricity
fOr -the building. the following codes are suggested:

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

,. 2 OTHO PUBLIC erect-Pica! generating equipment that provides electricity to
the hfiilding is owned by a public agond other than the. LEA)

3 PRIVATE electrical generating equipment that provides ele&kicity to the build-
ing is owned hy.a private- entity.

*M.

9 OTHER

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

200 eries: BUILDINGS Continued
ir

26 'TYPE OF EMERGENCY ELECTRICAL SUPPLY The type of emergency electricalsupply that is availlble to the building, regardless of its location. The following codes aresuggested:

1 NONE . .

2 GENERATOR
3 BATI'ERY
9 . OTHER

267 TYPE OF COMMUNICATrON SYSTEMS Built-in communicationequipised in.ihstrilaional and/or noninstructional actiVities. The following codes are sugges morethan One may apply):

411N

.1

I.

TELEPHONE a system of telephones that can be used for coMmunications
within the building.

OTHER AUDIO SYSTEMS any built-in equipment-other thai'itelephones that ,

may .be used for the seception, recording, transmission;:and/ of reproduction of
: sound only.

3 TELEVISION any built-in equipment that inay be used for.the reception, record-
ing,.fransmission, andror reproduction of television signals.
COMPUTER TERNIIN built-in computer terminals with either printed orcathode ray tubedisplay..

9 OTHER

268 COVERAGE OF COMMUNICATION SYSTEMS4-:- The extent towhich a cOnununica-
_ tioti systevi cane reach spaces that house instruction or student personnel; 'and the mannerin which the cOmmunication is achieved. The following' codeare Suggested:

1 SIMULTANEOUS CALL, COMPLETE COVERAGE a call or-communication
reaches all.areas housing instrUction and student pefs6nel simultaneously.

2 SIMULTANEOUS CALL, PA :OVERAGE a call or communication
reaches only a portion of the a 'as housing instruction and student personnel
simultaneously.

3 INDIVIDUAL CALL, COMPLETE VERAGE call or communication canp
reach any_one room housing instruction r student personnel without reaching
other rooms:

4 INDIVIDUAL CALL, PARTIAL COVERAGE 'calf or communication can
reach -one-room housing instruction or student personnel without reaching ot&r.
mains, Nit this is only possibk for a portion of such rooms-in a .building.
TWO-WAY COMMUNICATION, COMPLETE COVERAGE -- c6mmunica-
tion ean take place befwecn the communication center and any rocim housing in-
struction or sludent personnel.

6 TWO-WAY COMMUNICATION, PARTIAL COVERAGE.,-- communicatiok
tan take place between the communication centcr and some of the rboms housing,
instruction or student personnel.

Rd0M-40-ROOM C'OMMUNICATION, COMPLETE COVERAGE --- corn-
rhunication can take place between any two roOms tOhouse instruction oill.ent
personnel,.and/ or the communication center. ,

7

1
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Reference .

number Data-Item Name and Deftnition;bata-,Entry 'Code, Name, and Definitioti
1.

63

8 ROOM-TO-ROOM COMMUNICATIONPARTI.AL COVIE ACE Conimuni.;
cation can take place between rooms that house instruetiim o student personnel,
and/ or the con4nunication center, but only for a portion (*such rooms.

, 9 OTHER

269 SAFE1Y AND SECURITY SYSTEMS -- Built-in equipment or systems used to. detect,
and/ or deter the-occurrence of fires and/ or other public safety or security prObleMs. More .

than one'data entry may apply, to a building. The f011owing codes are suggested:

1 .FIRE ALARMS netwqrk of devices that can be manually triggered to eit a
arning

HEAT/SMOKE DETECTORS -. a network of devices that automitkally emit
.warning signal.0when the amount of heat or smoke ,in the imniediate vicinity rises
pa* a predetermined. level..

.AUTOMATIC SPRINKLERS a network of devices, usually mounted in ceil-
i4s, that spray water when the amount of heat in the immebiate vicinity raes past
a predetermined level.. .

FIRE HOSE CABINETS --..cabinets, usually wall-mounted, containing a hose .

connected to the water supply of the building or to a special fire protection water.
supply.

5 FIRE PROTECTION WATER SUPPLY -- availability of sufficient amonntspf 7

water, over and above that required for normal Operation of the building, to fight
fires- that may occur in the building,

.4
FIRE EXTINGUISHERS devices, typically portable, contuining a liquid or dry
chemical substanCe 'under pressure to be used forlighting fires that occur .in the
building (fire hpse cabinets are eitcluded, eë data entry 4).

poucf OR FIRE CALL BOX(ES) a device.or devices that can be trivered to
summon police or firemen, excluding telephones. ;

BURGLAR (INTRUSION) ALARM(S) a -device or network of devices that
*mit a warning signal when the doors, windows, or other entrances to the building
to 'which they are attached are tampered with.

9. OTHER

NOTE .-:-10 LEA may wish to extend this suggested coding scheme to also indicate the extent to which
- existing safety and security systems cover the building. For example, whereas the.data entry 4 would

siMplyindicate that automatic.sprinklers were present in the bifilding, 40 could. be Used to indicate that
the' entire building was cOVered, while 45 might indicate that only a portion of the building was covered.
There Le 'many other options,.depending on the Information that the LEA wishes to record.

. ,

For r*safety or securttysystem -L'indicated in data item 269,EA's may wish to include a corresponding
dat of last inspection.

-1

276 AVAILABILITY OF SIMULTANEOUS VISUAL AND AUDIBLE WARNING SIGNALS
FOR USE IN CASE OF FIRI- ---fAvailabilily of separate or combined systems for warning
both sight-impaired and, hearing-impaired persons of fire. A-visual warning signal may be a
sign that flashes on' and off.a The following codes are suggested:

l 'YES. It ? 6 i5 0

2 1"NO N
one* item 270.is adapted from' form Ot/ CR 102, 13H EW/ Office of Education/ Offiee of Civil Rights.

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

200 Series:13UILDINGS .-- Continued

BUILDING RIPAIR AND MAINTENANCE INFORMAnoN

271 EXPLANATION OF BINLDING REPAIRORMAINTENANCE WORK PERFORMED
-- The type of work performed; and a description, of the portion of the buildiug on which the
work was perfovned (roof, walls, floor, 1-1VAC system, electrical system, etc.).

272 DATE BUILDING REPAIR OR MAINtENANCE WORK COMPLEYED*,-- The date on
/Which repair or maintenance work was coinpleted, expressed in month-clatelyear form:

'273 , COST OF BUILDING REPAIR OR MAINTENANCE WORK The cost, expressed in
dollars, of repair or maintenance work perforMed on the building. This cOst figure does not
inclUde the costs of modifications (alteration, renovation, or remodeling) to a building.

A LTERATION,, R ENO VA TIO4 V, A ND REMODELING

. OTE Data itemsy274, 275, 27.6, and 277 apply.ta each separate alteration, renovation, or reinodeling
ob. ll four data items should be completed for each such job that significantly alters the building or has
'ignificant. cost the-LEA, .lf-a-paititular.alteratiOn, renovation, or remodeling jo.b causes any data

recOded elsewhere 'in the LEA's property accounting system to change, these..data should .be revised.

274 EXPLANATION OF MP MODIFICATION.-- A .brief.description of .the type of
alteration, renovation, or re a cling work done, including, identification of The portionof
the building affeCted.

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

276 COST Of-BUILDING MODIFICATION -!"- The cOst, expressed in dollars, of alteration,
renovation, or remodeling work perfortned on a building. This cost figure does not include
the costs o repair and maintenance to a building. . ,

277 SOURCE OF FUNDS FOR BUILDING MODIFICATION The agency, gövernmental ör.,
olherwise, which appropriated the money used to alter, renovate, or remodel a building. This
item should ,be compatible,..with.the source-of-funds dimension used in the_ CIA's financial
accounting system: There may be moiethan one source of funds for a given modification job.:

DISPOSITION 6F BUILDiNG

NCQE Dispositiondata are typically not part of active building files, but should be made part of his-
tOrical building fit.. .

278 REASON FOR BUILDING 'DISPOSITION An explanation for the.disposition- of a
building. The following cOires are suggested:

I TECHNICAL OBSOLESCENCE no longer useful or no longer efficient be-
.. cause 4new teChnical requirements for buildings.

2 NO LONGEItgERVICEABLE worn out beyond serviceability or repair.
S NOT COST EFFECTIVE letis costly to dispose of than to maintain for use..

'14 4 ENQ OF LEASE --- termination of lease agreement. .

5 LQAN RECArD -- temporary use..of builditikterminated:

68
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4 \

:. 6 CASUALTY 1,P.SS - destroye0 or rendered useless by a casualty, such as tire,
fl000l, or eaithquake'. ;
No tj,q.ri,(..1.ER NEEDED Bt.ILEA

. *

I 9 OTHER-
.

279- DATE OF BIPLIDING DISPIDSITO5N.:,-711-he date on which thedisposal of abuilding was
. conipleted; ekpresysed in inonth-tAttylear form. .-

2.80 METHOD. OFBUILDINd DISPOSITION -,Themeans by which a building is disposed.
kThe.following codes are suggested:

-71 I - SA1 E. rel6ased for 6sh. 0.r other valuable 'consideration.
. .

2 (afT. :x&asetl Without receiVing payment or.otner consideration.

' RV:I:UN .10 LENDER OR LIESSOR.....- released to th e. entity. thai.originally
:-d6riated, lesasedg'or rentod The. building to the LEA.

4 D.EMOLIVON purposeful destnrction by .the LEA or its contractors,

'9 ;;L OTA-f,ER

P.'
.

2X.I .NET.PROCEEDS,F,,RCal BUILDING 11-1;p0SITION The dollar value received frorn the
. r

disposail of a building. p

,RECEIVING;FUND.TOR SUIL,pING DISpOSitION PROCEEDS The fund intorNch
the .proceeds from the disposal 'Of a bifilding are depct,s(ted. ThiS dataitern Shduld be corn-
patibil with the Source of fimds dimension, used iri-the LEA's financial iccouniing system.

fir.,' Fhererna be more than one receiVin fund for a. giVen disposal. transaction.
, .

's .

,

""-r
t,. .

OMHER.POTINT1kLLY USE/1.11; BUILIANC-RELATED DATA ITEAVIS

/ A
The folloting lix has been included as a souree.of ideas for.developing additional data items fora build-,
..4:41formation tile. Fhis.list is'not exhaustive; other possibilities exist.

E140 H oN ES (numbei: of lirs-ets', jacks)
S ELFYATORS (nut/cher...type)

M4STER Cf,O.CK.-(yes, no)

.10 -FIRE INSURANCE. RAJ-ING.

R001 AR AN,

.

*,;:,ROOF'WARRANTy (terminatioh date)

.)13lON OP Bil.ILDING

PORTION OF BUII.DING HEATED/COOLED

4. MfCHAN1CA1. AND. ELECTRICAC'SYSTEMS (date N. installation, date of tenovation 6r re-
placement, date*Of inspection)

. .

.,. ENIEfiGEN6Y LIFESAVING EQUIPMENT (type, location) .

*.. (OMPLIANCE.WITH. '0I)Es AND STANRARDS (for example; Occupational Safety and
Health Adminitration, Departmentof Labar (OSHA), health department, etc.)

The. folliiwing kinds of information may he useful .to .LEA'ts that.Areeonsidering collectinginformation'
on:energy ConserVation. As in thc list.above, these are only suggestions; a number of other possibilitiei.
exist Also, data items 252-266 deal With energy-related information. e

It should be noted that at the. tiine of publicatidn.of the handbook, fittic has beendone to standardize
termihdrogy a9d "techniuues for eneogy conservation 'Measurement.

4

if



66
rt

311.

Reference
.

number Rata-Rem Name 'and Definition; Data-EntrYCode, Name, and Definition

200 Series: BUILDINGS Continued

PROPERTY ACCOUNTING

* fNSULATION IN ROOF,.W4LS, FLOOR-(type, amount)
EXTERIOR GLASS' (t)tpe; amount)
FUEL .STOR AGE CAPA.C1M(type, amount)
ENEAGY USE RAT1NQ OFOUILDING (no standard technique is agreed upon at this time)

E WEI SUPPLIES INTERRUPTIBLE? (yes, go, type)
1FLUE ANALYSIS (daleof lase antlysis; results)

0 E.NERQY Atiptr (date of last:analysis; results)
1.,

.-3400.Serie,..: SPACES (VV..04.b#ings)
. . - ... ?.:

.

°The term. space is used in this blaidbook to
desgribe the areas within a buildipg. *tisuch, the
Space concept alfowsVor a dcpcture from the more
traditional -approach-of:accounting tor the area.,
Withirea building. M te.rms"bç rooms.. ':# ,

The concepts of space aLtd. room are closely
, related; but describing a builffnin.,çms of.spaces
provides somewhat .mort flexibility. f roorn.is
defined as-i^sPace enclosed witk was or partitions,
of fixed or ,movablt type,.that ProVide anaccepta-
ble /mund.barrierl.A sPace, on the other. hartd, cite s

.: not have' to be bounded -on. all 'Sidel by walls or
partitiofis. EqVthe purposes of this larldbook, a
space is dei,oed as an area withi1Wui1ding that is
bounded by'a floOr'a cellineat least 6.feet 6 inches
(1.98' meters). in heigby and oh the desby vertical
planes.' that may ''.real. (*.fills, partitions) or
imaginary (for exa ple, opcn;classrOotn ..spaces,
separated by floor markings only)... - ;

in .many buildings, !Ir.,EA's.. will find' it 'most
.practical to follow the: tridititMal appfOach and
designate eaChrOoni iaonesPace: In otri*a; it may.
Ile Imre useful to:divide A roominto severAlss
(for example,: a vet'', large' multipurpose-1
-used by several geoups o(. qadents it once). fn

' Mite case* it might' be useful. to. 3eSign.gte a
`' cOmbihation Of Ittio'cit iss re. iooms-As space... The

designation of spices rihiu. a building'. is most
approPriately performed at the level of the LEA Or' :

individual school.' The foljowing guidelines can,.
assist in identifying and distinguishing. betWeen

_different spaces: .

I. Areas With regional.* different design fee-
tures, .,reannably different types of guiltlin

. . equipment, andfor reasonably diffpent po-:

'ot,oes1 odei for minimulceiling height jike preeedence.'.

tential uses may best be accounted for as. .

.rparate spaces.
2. Areas that ( are adjacent and have similar,

design features, . similar tyPes of built-in
equipment, and/ or a similar.langee noten-

' tial,uses, may best be accounted aFt as one
Space.'

I:Areas separated by t(alls or partitions, re-
rdless of their .siMilarity

. may best,. be
a ounted for as separate spaces..

An adjunct is 'a space, usually small in size,
which -provides support service to a larger and,
typically, adjacent stmt. Examples of adjuncts are
closets, storage rooms, 'dressing rooms, ticKet
booths, and vaults. AdjunCts are. uSually entered
only through the space or sPaCes they serve, rather
than. from hallways or corridors. The principal
exception is. when offiEes or other.. spices are
entered from a central reception room. Such spaces-

. typically would not be ,classitied as adjuncts, eveh
though they are entered only from the reception
room.

In aecounting for spaces 'within a building, an
adjunct normally would be aceounted for as part of
the ipapceit *yet 'rather- than as a separate space.

'Tor eXimpleAsume thAt a particular elasgoom is
00 Squat,' feet' in area and has one atoining cloget
hat is' IS- square feet kin _area; -for a total of 515

Square' fief..1Arthis. case, "515". Would be entered in
Alata ifem 30-$U0':Xtea.of-Spaix and("15" would. ,
.46 entered .in data ite r 4rea of Adjunct.

*bile the. SM. $c vides for recording
informationt areas insitiVOuilding, the' 100
Series can accomModate information 'about was
outside (seedata items 1,13-12Q); ."

at, itelT4 ln.the'.106 Sir* Can accomino-.
'date tion. on all 'agiaceg Within bmldrngi
owhcd,"1éb rentedror the ate cOr4rolledby

7

4;,"% ca'
;;,,

LEA's.

'twim

4 4.
4
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DITINI (IONS OF PROPER I Y DA I

Reference
.

numb& Datif-Itern Name and Definition; Data-Entry Code,. Name, and Definition

300 Sitries: SPACES (within buildings)

SPAV IDENTIFICATION ..

1
30 I SPACE NUMBER A numerical designation of a space within a building: This data item

may be-renamed "ROOM NUMBER" if an LEA shooses to have its space designations cor-
responddirectly,to existing rooms.

67

DESIGN VI14RACTER4TICS
,

302 FLOOR AREA-OF A SPACE,AThe total Arsein sqttare feet (square meters) measured be-
twden the principal wall fare:Colo-1. near floor level, plus wall case or alcove spaces, or.both,
opening into and designed to serye..the carried-on in.tht space. Structural-space is
exclUdo.. Adjuncts that oPeri,intO arid s

entry 2400), p. 7 1 , for thetiefiniiiono
are included.10 See data Item 304 (data
pace. See data item 312, p. 74 ,for the

, rire4definition of Adjunct. s

303 SPACE DIMENSIONS ..1-he ap`proXimate lègth, width, and height of a spac'e, in feet
(motif's), measured between th principtf l wall faces at or near floor level, plus wall case

or.and/ or alcove areas.

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

It

/-4
NOTE In some cases,. it may be difficult to decide whethipto.elassif,y a space asqnstruction, support,
or as an adjunct (a photographic darleroorii is a suitable example). Often,.-the difference between instruc-
tional arid support space is the number of stUdents the space will accommodate and whetherEr.environ-
ment (lighting:availability of necessary eqUipment, etc.) is suitable for learning. An adjunct may usually
be differentiated from other spates by its small size and the fact that many adjuncts may be entered only
through the space they serve.

The following codes arc suggested:

1000 ASSIGNABLE SPACE a space that can be used by the twilding occupants.
to carry out their functions' and responsibilities. . Circulations.. ustodial,
meehanical, and structural spaced ace cOnsWered nonassignable sp
the purposes of this handbbok (see data entry 2000 below): .

1100

es for

ular Instructional Space ; a Space designed primarily or
s) ely for instruction but has no Special built-in equipment (such as-,:
woUld be foutid in la physics or chemistry laboratory, for example) or
other specializcd.features.that. limit its usto specific subject-matter .

'areas. . . .

Spedai Instructional Spice a space designed to serve sp'ecialized
teaming activities.through-the use of special built-in eqUiprn6t (such
a's the sinks and work beipehes usital)y found in a chcmiStr9 latioratory)

4

.
.

..
. wAdapted from Ameriean .Sindard Methods (4 1)ete4iUing Areas in S'ehOol. HuildingV AtninieiM:StandirA-"Associat

tron,ine. (no* known as the Ame wan National- Standards Insiitute, Inej.New.i(444, approved August 4,1958. P. 6. .
"LEA.4 swishing to eollect datkun .(.urrent um of ;paces Within a huildinii may Lvish.to add (I'M,* dani eleiment bMv1 fuj.the-.

. classification Of Funaionx in Handbook 1111., pp. 109 Mgether with the slwisifttation of SerVices 1n3tructirin:-pp,. .

9096, id StitriectMatter Areas, pp:'.151,2,601.1 E contaips full bitillOgropfk rtferences:for these-hand-.
btxrks

MI
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Reference 4
dumber Data-Item Name and Definition; Data-Entry Code, Name, and Definition

309 Series: SPACk (within buildings) Continied

or other special katures (such as the- nataral gas or 1.111. gas hookups
usually fou'rid in a chemistry laboratory br the tiered floor arrange-,. ments and acco .rical design usually found in a band room). Instruc-..
tional spaces th. ave no such special features or.built-in.ewipment,
ihbuld be accounted for under 1100 Regular Instructional Irace.

A

4

1201 Athletic/Physical Education Space a space designed and
provided with'special built,in eqiiameht for physical educa-
tion activities (ir for sports tn riames involving athletic
competition, including. indoor ,i,,,ntloring pools:*

1202 Business Edgeitioli Spaee space-"des ed a ./ or pr&-
vided with special built-in equipment cad conne0t-
tions (or s equipment (such_as typewriters, calculat)rs,ti. , and busines machines) for learning Ictivities in such sub-.

.:ject-matter areas 'as Business or Distrniitive Education. *
' 103 Family add Consumer Education (Home Economiesi

-Space a spac(v designvi and/ or provided with special
built-in equipment (such as stoves, refrigerators, and sinks)
for learning activities involving the varied aspects of food,
clothing, and shelter, with particular emphasis on consumer
educ. ion;;`4tri4 lent of money, time, energy, and human
reso rces; apd human relationships focused on child growth,
and development, family relationships, and family tealth.

1204 Industrial Arts Space a 'space designed and/or vrovided-
with special. built-in .equipment 1(6-developing manipLilative

`) .and related skills. Industrial ../irts spaces include agriculture,
, electrical, metal, wood, gehfral industrial arts, automotive,,

etc. .

-.C....
.

.... .
1205 AI Kindergarten Space a space (16igned and/or provided

with special built-in equipment for use tiy'a group or cla;s
,k.,that is organized to provide educational experie .cs.rfor
children for the year or years preceding the first grade.

A* _.., .-8., 1210 Mathematics Laboratory a space.designeit and/or pro-
vided with special built-in equipment for ttarning iictivitics
in the field of mathematics.

1207 Media-Based Inshipet 114 Latoratory space .design-ed
and/ or provided with- special built-in eApment for. learn%
ing activities dependent upon instructional media (*.icti'as
films, printed materials, recortjAi. tapes, computer-aNistcd
instruction), for ekqmpte, a language laboratory?,

.
1208 Music Space a spae designe79ild/Or pi-Aided with

special bui14.equipment _itor litning activities ini4Alying
chonillaitstrumental music.

.11209 .Plan,etarium a space designed and/or equipped tor Alin-
ing acfivities involving the :projeetio of varichis':c*16tial

I
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keference 7

nUmber Data-Item

.
*

11.

*1, .41r-
Name and Definifion; Data-Entry Code, NaMe, and Definition

and/or terrestrial images and effects of a particular time
luid place (411 the walls and/ or.ceiling of the.space.

1210 Science Laboritoky - a space dtsigued awl/ or provided
with special blitilt-in eqUipment for lealrojng activities in-
volving student% expiriMentation, obServatio:n, or participa-
tion in the, sciences. Science laboratories include bioi4y,
chemistry, physics, general sci'dhee

1211 SpeCial Instructional Space fcr EtszeptionalChlIdren a
space designed and/ or provided with special built-ii

.equiPment for providing inStruction to studentS.with particu-
,

lar physical or mental disabilities.
1212 Computer/Data.Processing Space (Instructional) a space

designed and/pr provided with .special built-in equiPment
fori learning 'acfivities dealing with the use, opeiation, or
inaitudnanee of computers and/ or. peripheral devices (tape
-drives, card readers, etc.).

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

Motion Picture Studio (Instructional) a space desiped
and/or provided with special built-in equipment Mr learn-
ing adtivities dealing with the staging and filming of
motion pictures. .

1215 Radio Studio (Instructional) a space designed and/or.
proviaed with special bAilt-in equipment for learning activi-

N* tics dealing with radio broadcasting. .

121-6 Sound. Studio (Instructional) a spa& designed and/or
provided with special built-in equipment tor learning activi-
ties dqing with the recording of sound.

1217 Television Studio (Instriictional) a spaccidesigned and/ or
provided with special built-in equipment for learning activi-
ties dealing with the production oltelevision programs.

69

1299 Other Special Instructional Space any special instruc-
tional space not given ahOve.

OK) Learning Resources Space a space designed or provided with
special built-in equipment for activities related to the development
an'd supply of learning resources (particularly materials and devices)
and for learninpactivities. Examples include, if the above criteria arc
met, spaces referred to as educational mcdia centers, libraries, in-
structional materials centers, and .learning resourcei centers (see:,
Randbook X, -Educational ,Technology: A Handbook of Standat'd 0

Terminology and n(Juide :for Recording and Reporting information
About EducwionarTechnology for discussions of these terms).

1400 Multtple.Ptirpose Space a'space &signed for a number of purposes
that may include both illstruetfon ard supPort activities.

.4
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Data-Item Name.and Definition; Data-Eniiy Code, Name, and &finition

A .0-i

/ 300 Series: SPACES (within buildings) Con,uted,

4.

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

1420 Cafeteria A : a space designed and equipped primarily for
the preparation:serving, and eating.of food. 1...-

1430 Cafetorium -- a space designed for the combined func-
tions th. t might normally be served Via separattfeteria
ind audi orium.

.
...IA.... -

1440 Gymnato him a space designed specifically for the com-
bined functions that might normally be served by a separate
gymnasium an4 auditorium.

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

,
.1500 ,Suppod Space' a space designed and/or provided with special

builtrin equipment for purposes other than instruction.
r

NOTE -- Several spaces be)pw have counterparts atnon the nstructional "spaces in dat'l e.ry 1200 (p.67 ). See the note under 3O4 Type of Space for distinction between Support Space andflnstructional
Space.

.

n

'r
j.

I. Ak.

1501 Computer/Data-Processing Space a space that les a
computer Icentral prodessing unit) and/ or certaipripheral

41 devices (tape drives, card readers, etc.).
150.2 Conference Room an enclosed space (room),.*pri-\

marily for meetings and turilar activities, but-no,t'fo l. in-
strational purposes. .

1_503 'Darkroom an enclosed space designed dtprovided
with special built-in equipment for the p inting and pro.
cessing Sf photographic films and papers.

tquiOment Room an enclosed space designed and/ or
provilled with special built-in' equipment prirpariIy for the
storage and distribution of instructional equi ment.

I 5 0 t Health-Care Space a space designed a d/or.prokided
f

with special .built-iu equipment primarily for the provision
1

of health-care services.

1506 . Maintenance and Repair Shop a Space designed and/ or
provided with special built-in eqUipment primarily for the
repair,,Rtintenance, or manufacture Of equipment, vehicles,

. , or other items used by the LEA.
150 1.p4otion Picture Studio a space designed and/ or provided

'Pith speciaLequipthent for the staging and filming of !rio-
ter pictures.

1508 O1Tce a space.aesigned for a person.or persons working
at esk or.tdble and not involved in instruction or learning
activities, .
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Reference 44*
it

number Data-ltrm Name and Definition; Data-Entry Code, .Name, lind Definition

;,'

. 71

,

Offices include rooms deSigned or equipped for other pur;-
1

poses.which incidentally contain a desk(s) or table(s),...ssich
as regular instructional .space, laboratories,*or .learninee-
source centers.

1509 Projection Room a ipace adjacent to and interfacing with,
a" viewing area and witti the necessary design and/or built:
in equipment ng materials on a screen in the

' viewing area
..

.15 10' : Radio Studi6 - a space design and/ or provided with
special bUilt-in equipment primar for radio broadcasting.

1511 Residential Space a pace designed and/or equipped to4
serve as all or part of a re4idenee:

..
1512 Sound Studio a space designed and/or provided with

special "built-in equipment, primarily for recording sound. .,

1.513 Sforage Space a space that-is limited by its design to
stOrage functions.

1514 Television Studio a spaCedesigned and/ or provided with
special built-in equipment f-O'r.the staging and production,
of television, programs.

515 -Vehicle-Storage Sliace --: a space designed to house or store
primarily vehicles, such as garages, boattiouses, and airport

. hangars.

.1380 General Support Space. a space designed to be flexible in
*. use; foi example, a room that could be used for storage,

meetings, or an office, depending on the needs of the LEA.

1590 Other Support Space any support space not given above.

.19(X) Othon Assignable, Space any assiinable space not given above.

'20E,4ONA16NAHLE StiA.CE any space that is not classified as assignable
-bin is ekessry for the general operation of the builiiing, including prirnarity
circhlation, custodial, mechanical, and structdial space.

2100 ''Cireulation Space space required for physical access to sot& sub-
' division of .4pace, whether directly bounded by partitions or hot. This

incldVes corridOrs, elevator shafts, escalators, fire towers, stai9vays,
- loading platformh, elevator loObies, tunnels, and*bridges. i§res used

" for circulation within ,onice suites, auditoriums, or other assignable

444'

"

areas arenot circulation areas.

2200 Custodial Space - space used for the protection, care, and mainte-
nance of a building, including trash otns, guard rooms, custodial

400rrA, custodial locker rooms, and cu .snipply roaps.

2300 Mechanical Space space thtt....riou s mechanical equipmint and.
utility services, including' air-duct shafts, boiler room?, Mechanical-
service shafts, metevind communications closets, an.d service chutes.44i

2400 - Structural Space space that cannot be occupied or put to use be- ...

cause'of :.;.tructural features of th building, including exterior Walls,
fire walls, peymanent ,partitions, nusable areas in attics, base-
ments, or compar,finly portions of a building.
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number Data-heal Name. and Definition; Data-Vmtry Code, Name, and Definition

..300 Slies: SPACES (within buildings) .Continued

_7

2900 Other Nonaisignabk Space any nonassignable space not given
above.

0305 STUDENT CAPACITY OF A SPACE12 'the number of students thatcan be accommo-
dated in a space at one time when the spaceis 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 poticies governing the operation of the school and
space in question with- respect to three major elements: student/ teacher ratios, organization.'
of the school, and the educational program for which 1.-.-triface was designed and/
equipped. Once established, this figure should be changed only when-the standards or po '-
cies regulating the-three- elements arc 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
Space, Student, in chapter 6, p. 89.)

306 NUMBER OF FIXED STUDENT STATIONS . bolted down) features of a
space limiting the nuMber of students participating in learning activitcs, such as fixed chairs,
work benches, or laboratory stations. Many spaces have' no fixed student .stations,

'307 , WALL FLEXIBILITY .11he type of construction of a wall.forrning a boundary of a space,
classified by degrees-of flexibility or. moviibility..To pr,ovide the maximum information, the
degree of flexibility, should be nidicated tor caeltwall,lartition, or othec boundary that de-
fines a space (See the definition orspace.at the beginifig of the 300 Series). The.following
codes are suggested:

I PERMANENT, LOAD-BEARING a wall that is an integral part of the building
and without whieh the building would not stand; such walls begin at the footings

.and s ort the floor(s) and/or roof, as well as lateral forces.
2 PER ANENT, NONBEARINC a wall or other j)artidon not supporting floorM

and, or roof(s), and designed or.cOnstructed so that it can, be dismantled orpovcd
without significantly altering its shapeor destroying its future usefulnessIts a wall.

DEMOUNTABI.E WALL a wall or other partition thaLca4 be attached in a
fixed position to a ceiling, floor, andtaanbther wall, but is designed to be de-
inountable without being damaged;pr' osing its usefulness as a wall. .. s- .

4 OPERABLE WALL a wall or other partition, usually made of metal, wood, or
plastics, which is suspended...from a track, moves along the track, and cliri be
'tided or retfacted,nsuallyinto a recessed' storage arca.

CURTAIN OR DRAPE a partition 'Made of cloth, plastic, or other flexible ma-LOOM.
terial, which hangs from the ceiling and'moves along a track,

6 OTHER PHYSWAI. BOUNDARY anyboundary formed tiy an object or ob-
.'t jects that ined above; such a bou'nd4ry is:often formed tcy, items of furni-

--N floe, s cases fdecabincts, room dividers, desk arrangement)vortable
screens, or planterS.

INIAGINARY BOUNDARY a boundary consisting of an imaginary vertical
plane (no physical boundarPegists).

A Orl'Student capacity can he measured in a ;lumber of ways. In Iceping with thc pfima mction of property accimaing, which
is to record irstprmation about the design chitacteristics of property. 305 Student Capacity Of A Space deals with studentcapacity according to dcign 1 EA's desiring more or differcrnk intOrm lion on thc otisakepects ot student capacity (suchas current
use, which may Change from semestei to setriester and I row Oaks to dal. may wi t creareadditional data items. See also data item)(Xi Number of Fixed Student Stations.
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Reference
.number Data-Item Name ah,d Definition; Data-Entry Code, Name, and Definition ,

,

308 'TYPE OF 1A(ALL FINISH he type of material used to finish a wall that forms the bound-
.. ary of a space. To provide the maximum information, the type ofwall finish should be indi-

cated for each wall, partition, or otfier boundary.that defines a space (s&e:definition of the
terni "Space" on p. 66 ). The following codes .are suggested:

01 PLASTER
0.2 CONCRETE BLOCK
03 BRICK.04

CERAMIC TILE
05 *WOOD
06 METAL
07 FIBER BOARD
08 PLASTIC

.

09 CHALK BPARD
10 GYP.BOARD, PAIN:
11 GYP BOARD, VINY1
12 CLASS
13 CORK
99. OTHER

TED

369 - FLOOR FINISH The type of material used to finish the floor thk forms one bqundary of

310

a space. The following codes are suggeted:

eft.'1 CO NC R E

2: ... WOOD
.1' 3 RESILIENT TILE includes asphalt; vinyl, and rubber tile.

4 CERAMIC TILE
5 TERRAZZO\ 6 CARPET
7 . LINOLEUM

' 8 MARBLE
* 9. OTHER

.
.

CEILIN FINISH. The tylie of material used to f inisr) the ceiling of a space. The fofioWing. .

catio are suggested! ,

1 PLASTER 4

2 . COUSTICAL PLASM& k

3 (OUSTICAL tILE OR PANELS
4.. NASONRY
5 MOOD

. M .TAL
7 VI ER BOARD
8 .1'1ASTIC .

9 OT IER

311 TYPE OF LI TING The type of lighting primarily used in (*ace. The followink cOdes
are stiggested: t

A

1 INCANDESCENT
2 FLUORESCENT
3 MERCURY
9 OTHER

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

PROPERTY ACCOUNTING

300. Series: SPACES (within buildiny) Continued

INFORMATION ON AD.IlINCTS

'312 TYPE OF ADJUNCT A spacetusualty small in size, which provides support service to a
larger and, typically; adjactnt space. Adjuncts are usually entered only through the space or
spAces they serve,' rather than lam hallways or corridors. An office or:Other space that can
only be entizzl from a reception room is not an adjunct. See alko the discussion of adjunct on
p. 66 .

. .NOTE. In some cases, it may be difficult to decide whether to classify a space as a Suppr Spine (data
enti'y 1500, p: 70 ) or as an Adjunct Space. AdjunCtS usually may be differentiated from othersPaces by
their small size and limited accessibility.

The following codes ate suggested:
.

I STORAGE ROOM a- room .With special construction limiting the use of the
rodo to or making it best suited for storage purposes; included are closets with
iiielves and coaCracks 'or poles, vaults, and other. Specially constructed storage
rooms.

Pgiv TE TOILET/BATHROOM a room withibuilt-in lavatory ilet, and/ or
th er fixtures,.ustrally having at the most one or two of each rid of fixture.-

ROOM - a roOruidesigned, olp;.ovided with sp
, etivities specifically in support of the space

willtch4fciiji be entered), incidding such roomll'as clinic bed
hearirigirettlooms; preas.,boxes, snack-bars, and ticket bo

4 GENERAL PURNSfADJUNCT a room qualifying as an adjunct but having
no special design oru,pose limiting its use, and thus being usable its a storage
room, support room, o for other purposes.

built-in equip-
s (and through

, dressing rooms,

I
9 OTHER

1 ... :',
313 FLOOR AREA OF ADJUNCT The area in square feet (sqUare meters) of an adjunct. Ad-

junct space is, Measured between die principal wall faces at or near floor level, plus wall case
or alcoNe spaces, or other, °opening into andaosigned tOserve the activity carried on in the
space...See also' data item k3l2 Type of Adjunct.

t4

'OTHER POTENTIALLY LISEFUL SPACE-RELATg,D DATA ITEMS'
e

The following lis/ has been included as a source of ideas for developing additional data itenfs for a sO
information file. Also, data item* in the 200 Series (Buildings) are another source. The list below is ot
exhaustive; other possibilities exist.

TYPES QF COMMUNICATION AVAILABLE (telephone, speaker,.ibination, prograk,
code call, computer terminals; one-Way, two-way)
:TELEVISION. AVAILABILITY (television reception,. program origination)
LIGHTING LEVEL AT DESK TOP (average foot candles at desk level, under severat;conditiosiui)
EXTERIOR CONTROL OF NATURAL LIGHT (sunscreen, exterior baffles, exterior louvers)

:'INTERIOR CONTROL OF NATU RAL LIGHIL (d rapes, venetian blinds, baffles, single roll shades,
double roll shades)

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

I
voLum E. yF SPACE (cubic feet or cubic Meters):

AREA OF WINDOWS (square feet or Square meters)

./ TYPE OF:GLASS

,1 NUMBR OF HO VOLT,RECEPTACLES

'NUMBER Or220 VOLT RECkPTACI*ES

PROJECTION SCREEN BUILT-IN (yes. no)
CABLE :TV CONNECTION .(yes,\ no)-

LINEAR FEET (MOMS) OF CHALKBOARD
SQUARE FEET (METERS) OF TACKBOARD
FIRE (yes, or number)
FIRE A M PULL STATIpN. (yes, no or number)

FIRE DETECTOR (yes, no or number)

: AUTOMATIC SPRINKLER (yes, no or number)
NUMBER OF FiRE EXTINGUISHERS

NUMBER OF GAS OUTLETS
. NUMBER OF COMPRESSED-AIR OUTLETS (and PSI available)

NUMBER OF FULL LOCKERS

NUMBER OF HALF LOCKERS;'
-- --AL.:NUMBER OF S-HOWER HEA6S .;

NUMBER OF DRIN.KING-FOUNTAIN BUBBLERS

NUMBER OF SERVICE SINKS r.

The following kinds of inforMation may be useful to those LEA's,eimploying a maintenance scheduli
system. As in the list above, these are,only suggestions; a number of:additional possibiIities exist.

'DATE ROOM eAST PAINTED ,

DATE WINDOW BLIND LAST CLEANED

DATE LIGHT BULBS EAST REPLACED

DATE FL9OR COVERING LAST INSTALLED

DATE ACOUSTICAL CEILING TILE LASTINSTALLED

I. DATE FIRE EXTINGUISHER ANW;SAFET EQUIPMENT LAST SERVICED OR REPLACEE,

DATE DOOR LOCKS LASTOCHANGED, 7.

75

400 Series: EQUIPMENT.-.-.-Continued

An equipment11 item is a movable or fixed
unit of furnittire or furnishingse an instrument, a
machine, an apparatus. OE a set of articles that
meets alipf the following conditions:

-IA detailed' Criscussfon of equipment js contained in chap-
tii( I together viOr criteria differentiating equipment from
supplies..

I. Under normal. conditi6ns of
reaionable care and mainten

, .includine!
ce, it has an.

anticipated usefdhlife 6f .Molt than I year;;
.

2. It is of significant value;

3. It retains, itepriginal sha
with use;

4. It is nOnexpenlible; th
damaged or some of its
out, it' is usually molt.

4' 9

;
.

nd appearance

if the afiicle is
s are lost or worn

easible to repair it



of. .

4.

70

..

than to replace it with an entirely new unit;
and

/ .

5. It does not lost its identity through incor-
.pration into .a different or more complex
utit or substance. ...

r he data items. in the 400'Series apply gener-
(ally to both built-in and movable" equipment,
with the exception that dataitems 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 that certain data items
apply primarily to maj r 'items of equipment
(equipment items of rela wely high value, for
which the cost of keeping detailed equipment .

reCords.is easily justified), while other data iterns
apply primarily to minor equipment items (equip- .

ment items that are relatively loW in.value and that
do not warrant detailed equipment records). ..,

Experience has shown that accounting for
, equipment is an enormouy task, particularly

when a new property accouoting sYstem is being
impleinented and equipment data are heing col-
lected for the first time. Operating a sophisti-

4e... "Criteria d4 rentiatiug built-in equipment-lrom movable
equipment are ' inuoned in chapter

Reference
; ts

PROPERTY ACCOUNTING

cated equipment accounting sYstem can be time-
consuming and Costly, plirticularly if it is a manual
system ( without 'the aid of cOrnputers or account-
ing machines). For these reasons, LEA's should
plan/and justify lifercre4tion or revision of equip-
mem accounting systems carefully.

Not all equipment accounting systems will
have the same features. Some LEA's will ch9oSt
to acccvnt for all equipment, large and Nrnalk
Other LEA's may choose to account. only...fa
major items .of equipment (equipment items of
significant- val,ue). On the other ha.nd,,Soate
LEA's pay choose to record all or most of the
sug eked data items for each piece of equipment,
whi e other LEA's 'may choose to record only a
few jdata items per piece of equipment. Regard-
les of the size orformat of any 1.EA's equiptnent
accounting system, each systefn should be de-
signed to provide the essential data 'needed for

.proper equipment management and control in
rearm for It reasonable expenditUre of tin* and
money.

When recording data that can change from
)(-

time to time, it may be useful tO.also record the
date on which. the data were collected. Users can .

then determine how, timely the data are. Data
items to which/this.may,apply are 412, 413, 414,
427, 428, 430, and 433.

number Data-Item Name and Defaiition; Data-Entry Code, Nanle, and Definition!.
490 Series: EQUIPMENT,e9

EQUthMENT IDEN1IFIC4 71ON

40 EQUIPMENT TAG NUMBER A unique reference number assigned to an item of equip-
ment owned or controlled hy the LEA. For items under group cOntrol, the Equipment Tag
Number would be the me for all items within the same group (see discussion of equipment
under group contr on 0 of chapter.7).

402. . EQUIPMENT I VENTORY UMBER 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 Equipment Inventory Number. Such numbers
are used primarily for items that are stocked or warehoused bY the LEA for a significant
amount of time befdre being placed into service. Also.referred to as a stock number.

PRA L DESCRIPTI VLTNFORMA T1ON

403 EQUIPMENT TYPEI5 A series of categories that separate equipment into groUps actord-
ing to similar functional or operational characteristics. (A further subclassification of in7

,
140ependIng.on the coding system used by .the LEA, It is possible to incorporate the data-entry codes ouggested'in403 Equip-

mint Type ind/or the Information suggested In 404 Equipment Deicription int.b- the EqUipment Inventory Number described
In Wit item 402,



DEHNI VIONS OF PROPERTY DATA

eference
4..., -ltem Nam and Definition; Data-Entry Code, Name, 'and Definition

structionaLequip ent into more specific eategories is available On pp. 64-104 of Handbook
X.'6).The following codes-are sUggested: .

number Data

77

1000 IN*\TRUtTIONAL EQUIPMENT equipment used/in the piocess of in-.
struction or inrits production, reproduction, transmission, or display. Instrqc-
tional equipment is classified below in terms of devices, materials, and furni-
tureand fixtures: ,

1190 Instructional Device instructional equipment with mechanical,
_moving parts a nd t or electronic or electrical circuits. Eland tools
without moving parts are included when they qualify a equipme
(see equipment criteria in chapter 7, p. 98 ) and are i4tended f
insvuctional p ipoSes. Kits consisting primarily of dev s rath
than recorded niaterials, suCh as tool kits, should be classified un er
the type of deice that 'predominates. Kits consisting primarily of s

' recorded irraterials should be classified in the 120E1 series of data
Vries.
i710 Audio Device a device used for the reception, recording,

transmirion, or repioduction of sound (only), such as,an
audiotape recorder, rad 191 receiver, microphone, or loud-
speaker.'

112() Computer Device a device or coinbination of devices,
capable of accepting information, applying prescribed., .

pr cesses to the information, and supplying the 'results of
the plication of these processes, all without human ititer-
venti n; including a computer and all the deviees that
euabl a cpmputer to perform its task, such as a computer
termina

^

f
1130 Graphics and Graphics Reproduction Device a device

utilized in the production and reproduction .of graphic ma-
terials, excluding cotnputer devices, but including such
devices as copiers, offset presses, and dry mount presses.

1140 Electronic Display Device a device used in the production
and electronic;.transmission Of visual images and sound,
excluding computer devices, but in"cluding such devices as
television receivers and videotape recorders.

1150 Photographisrbevice a device used in photographic pro-
duction, either still photography, motion picture photog-
raphy, or microfilming; including motion pieture photog-o.
raphy with sound.

.1160 Projected and Magnified Display' Device a device that
enlarges or magnqies visual images for vieWing, such aS a
filmstrip profcctor ide projector, micwform viewer, ovevi
heql projecto , or motion pictur.e projector; may have pro-.
vision for souna accompaniment.

1170 Physical Display Device a device to*which. items to be
displayed are attached or on which information is written,
such as a bulletin board,shalkboard, or magnetic board.

'4Fullbthhograpine information on tiatidhook X is contained in appendix E.
. .

C i

.

's '0' 4,
IMO
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111,lteterence
number Data-item Name and Definition; Data-Entry Code,.Name,and Definition.

400 eries: EQUIPMENT -7 Continued
..: ... . .

.1180 Subject-Matter-Related DeviCg a device; peculiar' to a..
specific ,sUbjeci matter or êontent ant not classified above.
Devices not limited by design ti) just one subject-matter
area should he classified in data eniries 1110-1170 when-

.. ever possible..
t.,

1181 Art Equipment 'for ekample, pottees wheels;
* 4 kilns, easels, and other equipment fo,r activities

such as metalworking,' weavin3, drawing, paint-
ing, printing, modeling, forming, carving,% and. i constructing. . , . .

1182 Business Equipnient ---. for-example, typewriters ,

and calculating machines.
1183 Driver. Education' Equipment for e mple, auto-.

mobiles, and automobile and traffic simulators.
. 1184 1-ioniTaking Equipthent -, for example, ranges,

household tools and utensils, sewing machines,
and.pressjng and ironing equipment.

:: 1185 Indirstriaf Arts Equipment - for example, weld- --.
42 .ing apparatus, lathes, power saws, and hand toóls.\

1186 Music Equipment for example, pianos, instru7. ,
ments, and uniforms. , .

1187 Physical Education EquipmAt fpi. example,. 1. .
.game . equipment, gymnastics equipment: and.

1 - equipmeut for physical rehabilitation,
..

1188 -Scientific Laboratory Equipment -L. for .example,
utility, outlets, bunsen burners, microscopes, and
balances. -14 ,, .....

11g9 Other Subjeet-MattVelated Device equip-
-,-, ment 'for; subject-matter areas riot siven above.

. ., ,1 00 .., Qtheir instrUctional Device any device .used for instruc-
lionai purposes.; norelassified above. : -

!

1200 Recorded Instructional Materialso - instructional materials that are
nonmechanical in rhiture and are ready for use in tht instructional
process, usually with some sort of content or instructional message
incorporated into. them..

".....:.....----1216 ,AudioreCorsling. Materials - materials 'on which so4d
. (only) is stored arid can be reproduced (played back mechalt-

a.

"Hanibook X. page 17. defines waterials in thc saorne manner that supplies are defined in chapter 7 of this handbwk. Howcticr.several -itemh classified in 'Handbook X as recordedInstructional materials, such aS library hooks, certain shops and laboratory* models, and certain globes, Might well be classified as equipment. under the definition in thiwhandbook. Since the chthcatir4r ofthese Rents as either supplies or equipment is not entircly.clear, classificatiOn 1200. Instructional Materials is presented here so thateach I.VS, chooSing to account for these instructional nuiterialsp cqyipment can do so. In detormining which instructional ril'aterials
are to tic classified as equipment, use the criteri and accompanying discussion of.this topic presented in chapter 7, pp. 98-99 dlItS ii

tguide Full.bilsiksgraphic information on Ham ook X is contained in appendix E.
.,

A .

a

2 .1
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I 4
Reference
number

v7

h .
. ,.. . l instfuct ai equipment... ,

0. ,'
. , . .. 2100 'f FusnitUre ' eiluipment used fot sitting; as a support forwritingt444.,..

drawing, everiinentation,.and work activities; as storage spitcetfor, 4IP ' II N material items; or for deorativ'è putposes; including all furniture- i.-,
.." '' us,. ed for enstyttetion unless classified elsewhere under dala entry-1000

knsiructional.Equipment (particularly under data entry.1180 Subject-.
.... , , k-

,
. , ...MatterAelated Device). ., ,

. ..
.

,il F 0 .A..;
4 '.

.. 2Q00 $ .t.:-Nlisclii and Apparatus - equiliment that transiting or modifies
,

., ..
.1 .. Vrorc6.. 1 tiOn so is to perform some desired kind of work, usually...., '. "6--.elvilpose( of 4 copplex combination of parts; excludilig vehicles.and

ahY'rilchinerT'or apparatus Classified under data entry J906 lnstruc-.
,lional..0 quipment Equipmept used fot both instructional purposes
40104004`purposes,.such as a cornputcOshouldfie accounted for
under, the clasgification bist describing its liriltary use 1

1 .

. 0. ..14 A
.

J , f 1
:11

4 '

4

,.
... :, . . .

du . . .iit. ALI- . of.,.Data-Item Name and pefinition; Data;foury Code, Name, and Definition :. e N

4.16 "..-

die

a

4

,ica4 and/or electronically), such as' certain prerecorded
records and tapes:

.4 1220.. Computer Materials maferiils intended for use with a 40,14,

compneer,-eittxr as input br-dutput, suêh as-prerecorded
jompvter tapes or sample printoUts.

.1230 ,Mearonic Display Materials. -2' materials on Which signali
are recAded for use.through electionic displaNn a cathode
ray tni7, usually television., excluding recorded Materials
for computer outputvon a cathode ray tnbe, including such
items as certait videotapes, videodiscs, or ;ideo.cassettes.

1240 Projecled and Magnified Materials recorded visual mate-
rials intended to be- enlarged, magnified, or projsicted for
use, including. such items as motion picture films, holo-
graphic matAils, filmstrips, and microforrns.

11250 Printild/Pictorial- tw,O-dimensidnal ma;e.rialg
with verbal or pictorial information that do" no+Usually re-'
quire special equipment or magnification for use-, including,.
btioks (usually not textbooks).

.I6Q .0ree-Dimensional Materials materials that are most
BY .

dla'ssifivl in terms 'of their three-dimensidnal, aspects,.

including certain shop and laborato7 mOdels, large globes, .
exhibits; diotaMas, and other realia.

-1270 Multimedia Kits .a collection-of recorded materiaS from
: two , or more types of media. K4ts consisting Of recorded

materials of the same type -sfiould be recorded under their
appropri'ale data entry, 1210-1260 1

.)

1290 Other Recorded Instruitional Materials anY retorded
instructional' material§ qualifying.as .equipment (see chap-

. ter 7, pp. 97-101and-not classified above.
100" OtherOstructioniA Equipment. 7- any instruction4equipment nOt

. k* classified above. -
4 ,

2000 OTH FR 1;) LI I PM ENT loo5 eCi ui p men t n ot classified junderddata entry 1.000 as

. \

4
.

.

y.
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Reference
uriiber iiita-Itern'Name and.Definition;Dhta-Entr

400Serieir. E1t,i1PiliENT Continutid

10

,'INIan.le.-iiia, Definition (:A '',. .I' "J

, f.
.,

.
. .,

.
9..,.. 2210, . -Band Tools. instr.umetiiathinery, and apparatus that

may hi pick4 up i,,n Vie; hands, and/or moved .as individual-
... units

: ...e such iii
sets:

uring::,tne Derrocin'Acceof their primary functions,
owir,muwers, vamp cleaners, drills, and Wrench 4,

.. ii!

2220 ilench,'Desk
' oeFloor Machinery (Offke) machinery and

s 0 4 41V apparatis.thtt, Otter normal operation, remains.stationary
..,.... . ._.--t . _

.

,on a meneh; lleskr floor during opetation, and is typically
used iian office nvironment (rather than, for instance., a ,

repair stwp), such- as typewriters; calculating inachines,-and
duplicators.

. ,

-2230 Bench, Desk, (lc. Floor Macht42*(Nonoffice),.machinery
., . .

,and apparatus that, under normal operation, remains sta-
tionary on a bench, desk, or floor duiring operlation, anti is ,

snormally :Used in an -envirimment other thanift office,ociip (-
` iristructiOnal.setting (such an environment .might be a repair

r:\ .

sho'p, for exampler .., = . ... e ,, t, s

t.'

2240 ltavy Construction. Maahineror self-propelled and
attachment-type machinery- or alvaraful:i t4A jOised in ,

heav4..constru0On .work, §uch is exeavating; Constinctiog
. buildin , roads, and sidtwalki;,.and) demolishing buildings.

f*.,g lr,,,,,Cm.m4lpidoiets, graders, power shovels, :
.. and-onefete----Mixers".1.4ajovettacht that. can be oper-,

ated interchangeably with Vvo 'or re pieces of heavy
constructioir machinery are accounted . for separately.

c' Aphides (such as dump trucks, concrete -oilier trucks, and
water sprinkler trucks) that may be used in connection with.i,

. heavpnstruction Work are ait classified here but under
. 23hicles.,

R

Vehicles -*equipment uSed to transporvrsons or gbjects; example's
are automobiles, ttucks, aircraft, buses, station wagbns, vans, boats,
including trailer-type equipment and other attach nto,, operated

2306

44 DESCRIPTION OF-
- the ekey noun or de

-Educeonal DO(
of the most imperta

-

from such vehicles, hut excluding vehicles classified
equipment under data entry 1000 (partietilarly under
Driver 'Education Equipment)..

Other

instructional
ata.en.try 1183

UIPMENT18. A brief description of an item of equipment, using
(irs& For example, "desk, wood, 5' X 5'." (The Association for
AEDS)) haS developed a structured approach to detailed coding
cteristics of in equipjnent item. See A Eg'S Propert7k1334,fica-

tion Code Manual, Publication No. 714, Muth! (gton, t.Clz,.,jinuary 1963;)

IhDependbig on the dating
ment.Tyth andhir the lama

date hem 402.
.

, , . ,
listen used by-the LEA, itis possible to incorporate tifelia.ts-entry codes suggested in 403 Equip-
&Ulm Suggested in 404 Equipment Description into the Equipment Inventory Number described

.

4

4 90

:A
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Reference
number Data-Item Name apd Definition; Data-Ent4y*code, Name, and Definition

4 ..! .. ..
405 EQUIPMENT MOBILITY The mobilitof 4n item .of'e*?riient. The following codes

81 ,

. :are suggested: -.
.

J
.. 1 BUIIT-IN EQUIPNIENT (1I 111.,.DIN(0.-- ccili-lmtkent that,ris an integralpart of-a

building and. permanently. a Tic,kfFe.th/reto (sir also chapter 7,,._p. 99 ). ...'.

'BUIET-IN EQUIPMENT (. EY ;equipin'ent that'is ..an integral part of a site -1

- :
and ptrmanently.attacha.there)41,

I
i

.,

3 MOVABLE NUIPMENT e ent that s.transpor.tabile from one loctition
to,another without appreciahle damage or .changt to thelocationfrdm whiCh it is .

.

removed or to thee location where i is installed (sec allo.spter .7...p. 99.)
6

0
406 SERIA NUMBER A unique identifying tunber permanently inscriked ott sttached to

% 'an equipment item by the manufacturer. The s rial number iS significant only f r ittins under
kc

unit control. ' t .o .;
. I I

.
.

:407 VENDOR NAMEOR NUMBER. . The name or number Of the.vendor of'the itern being
.d-escribea,..or the.numeric identification assigned tO the-vendor 14 the. LEA's purchasing or

, . ..
accounts payable sYstern. (Far use whi' ere the vendor and manufacturer ate different.)

. - , ..

408 MANUFACTURER NAM.E OR NUMBER Thiip na`rn'e of the manufacturer of the item
,

, hei.ng. described, or the ndmeric identification as6gntd by the LEAs purohasigg or accounts
4

riayahle ,systems. '1' .
.,

.409 .'MAKE OR BRAND..-- , 1 ri.t..s.''brand-name or other name to diffeientiattbe.tvieen similar items

se

in thtmanufacturer's produot line

410 . MODEL NUMBER The idemifying nombe.r. given 'a iiiirtialin2 merc4andise_iteni byihe
manufacturer to differentiate it from'Aimj ktir. ilk-nein' the manufacturer's product liae.

411 OWNERgHIP. OF 'EQUIPMENT . A 414:15icaf s16iguatiqn indicating ownership of an'
equipment itetn. The following codes are s'ugieltbd; ;. ,

.

...,1 LEA-OWNEO.'- 'owned by the LEA: or utider itis control through a contract to'
purehase.

/ c .
iyuNICIPA.1,11,1( OWNED owned by a mupicipal uttt of government (n'otthe
iinut oprirating the schools). and used for LEA purposes.

.
.

« 3.ft. AUTLIORITY-OWNED .owned hy a publictschOnl housingaiuthoitty, used for
. ..\.-

purposes, . .-
.., s, .

4 otHER imam OWNERSHIP .- owned by coUnty:State, f'eder.al.;,or other
4, governmental agency aild.used for LEAsriurposes. .

5. i NONPUBLICLY avvrob.'s, other than pUblicly owned, and used bian
.. . or under its j,urisdiction for LEA purposes. :

. *
7 6. ' kHAREI) OWNERMIIP . liwned` b)( two or rite agenti6:, public or P.rivate.

atHER

412 .PHYSICAL LOCATION OF EQUIRMEN .." The pia e where an it& of eqbipment
noritally. located. In the case orcquiprne rmused at a central lociitiou hut dispatched to
and used' a several other locationti, such a. film projectiwnr1 lawn ,rnower, indicate the
locatign Nvfiere t1e iftrn is normally housed or stotecl'Vms moLiri, use.. 'qi".ii-p4tnt on loan.
and loedtbd,outside The LEA should .beo noted as.such .1n,thiv.d ithreAl,

413 . .
R43ANI,IA NAL RE'SPON;IBILITY FOR EQUIPM sligi4lhpol, depattment,

or other oii etional- unit 1104 .control WM', and ,Msponsibility ti)r ilittifirn of e9glinnent .

..(tee.. data i ma 204. School or' Oi OPeratilional Unit '..Ntitiii: .010,205 , School,...
b. i ,, ,

ix., ... . :
. . ,

(, ) ,)
t :,

.11f.,Ai ,r,' (: 1 , N -. J "

;

6. ., fa ...-.2.4,. ,.. ". '111 '"?. \ ', k''

. ..
s,-.

. .

IF t - .
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Referenee
n number Data-Item Name and Definition; Datal Entry Code, Name, and Definition

400 Series: EQUIPMENT Continued
r 4

or Other Operational Unit.Number) This data item can be developed into.a cost altecation code
'for 'alloeating equipment -costs to organizational or budgetary units of the LEA, but
such an application ,is bnly. recommended for automAted property', or equipment accounting
systems.,

414 RESPONSIBLE INDIVIDUAL The person within the school, department, or otheikrga- .

.
.

nizational unit indicated in data item 413 *Who has irect perspnal responsibility for the
seourity and ge or distribution of an itein of

r
equipme t. Name 'fir title can be psed here.

EQUIPMENT A.CQUISITION AND COST INFORMATION
.N

b.. -
.n

..e

. 415 NEW OR USED AT TIME OF ACQUISITALO.N The status of an item at time of acquisi-
'tion. Ihe following codes are suggested: ill''''''-').

N EW

Z A'SFA), SURPLUS 'obtained frm Federal government surplus source in used
conditiOn.

3. USED, NONSURPLUS o btaine.d in used condition from any source other than
Federal governmens: surplus.

416 METHOD OF EQUIPMMIT ACQUISITION The means by which an item was oh-
Wined. [he following codes are suggjsted:

I PURCHASE. obtained in yothange for cash or Other valuable consideration,-
except property.- *wp

2 I.EASE (REMO 7 obtained from the owner fpr a fixed period of time in consider-

i,- (5tifOrMt7I.Y;

acligtion by approp tiori.:91,a
w

'site or buildin*an.d
4 .

.

rough expansioit of LEA bouciski,rk , iOltiding annexatititi, con-le .A, -s,Olidation, d i' "rgitnization.° i''.1.: . :' :..k. .. lit
7..;.:11:prSiSTR UC .,,,..8,y,Lf:A ipcRsONNEI: made by LEA staff .04- students.inj4-..-..-4....

,

ation tor periodic eitsti. payments. Lease; purchase is included here kitil purchase/ -is complete.

3. LOAN obtained for ternporvry use, at no cost or tor a token amount.
4 GION obttmed permanentl%witivoutsonsidera ion.
5 4 EXCHANGE obtained in excl)ange for anoth ipmer)i item or other iiem

A

,

4\11 DATE OF EaUtP ACQUISITION The date a patticu lar equillment item was
acquirea, expressed in month-day-year form; for a leased or 'rented item, thc day.on which

. the lease or rent began.
418 COST OF EQUIPMENT ACQUISITION The tOtal cost)to.purctiase or. otherwise acquire

an item of equipment, expressed in dollars. (f.;ee Cost of. rqdpment Acquisition in thapter'6,
p. 92 ).

ANNUAL COST OF EQUIPMENT 1.EASE The total lease cost or rental, in-d.ollars, for
8,12-month periQd.

%, 420 TERM OF EQUIPMENT LEASE The period f4r wihch a kase is in fora, expressed in
rnorOhs, years; ora combination of both.

4

4
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4""

Data-Dem Name,itnd Definition; Data-IENVy C'ods;'Name, ancl Definition
al

421 SOU CE OF FUNDS FOR EhUIPMENT ACQPISITION The atencyi go. - tnental
or otherwise, which appropriated the money used to acquire the item, This dijitovi m should
be compatible with the source-of-funds dimension used in the LEA's finan fat accolfiting
system. There may be more than one source of funds for a given purchftst.

422 NUMBER OF UNITS (ECLUIPMENt UNDER GROUP CONTROL) The totafnumber
of ikidkidual item units iii a .particular..equipment group under group cdntr41.

423 UNIT OF MEASURE (EQUIPMENT UNDER GROifeCO2N L) The
quantity by which an item or group of ?tam under group contrOTi9.de
codes are suggested;

SINGLE ITF:M
2- PAIRS
3. SEISNN)
4 KITS

6.>

S

dard
following

424 AVERAGE UNI COST (EQUIPMENT UNDER GROUP CONTROP The total cost
ii acquisition of all individual equipment irems 'within a group, ditided 'by the number of
items in the group.. . .. , -;-.*

425 EXPECTED USEFUL LIFE OF 4E(TUIPMEVT The numberof }1t ars an equipment item
is 'expected to fulfill its intended futnet.jOn: tit.ul life begins on the date of'acquisition (data
item417), and is ofte i used as the period'over which depreciation is-calculated.*

THOD The method or forniala for calculating the annual deprecia-,426 DEPRECIATION . ,

ticT...i2nt4nt of a' t ixed asst. Straight-line depreciation is a common methoct,in edu ation
ac tinting (cost less estimated salvage value, -diVided by-useful lite, equals- al d recia-

although other methods may be justified, depenkkettn the circums ances.
27. 4400K VALUE OF EQUIPMENT The 'value Kali ,ifan as shown on t owning agency's

actanmting recirds. This is ustiiilly original cost fess any.depreciation.
MARKET VALUE OF EQUIPNiEN-T---- fhe appraised opestiniated dollar val whic.h
an equipment item currently could be sold, A recent Iiiifettase or sale price of a sinnlaT item
yvould be a good approximation.

429 METHOD QE STIMATING. MARKET VALUE The means by which mark t .v 4TI is
aetetermined. e following codes a suggested:

- APPR4ISM. a judgrnet,f value 1-iy a Orson trained or
minidg property values.

4\24

1.
2 SAI.F; PRICE --: the price at which a similar item was old.
3 OFFER -TO PUR(HASE a legal document repreSenting kin offer Lo purChase

the equipnient item. --)

4

:

riencea in detei-
'

9 crFV!,R
430 FiEPLACEAEAT -COST OF EllUIPMEN-f -:- The Cost, at current prices. togiep)fe an.

item of equipmeni ivittl anOther of ntw material of like kiti(ti and quality. .,
431 METHOD OF ESTIMATIpG'REOLACEMENT CWT. \-- The rheans by which replace-

, 4 ment cost i,s determined. The.foll'Owing coties are suggested . IP .
.1 1311) OR QUOTE bona tide quotation fronp a. manufacturer, vendor or other

sypplier.

-a, .

,
*1 .

<) - OTHF:R .,. wit .
,

4.32 INSURED VALUE OF-EQUIPMENT Trtdollar kimount for which thein olequip-
menvivinsured, itq is insured on g.policy (or floater or rider) of its owhi. . . -.

.

01,

.

-4
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14110 ference

number Dataltem Name and Definition; .Data-Entry.Code, Name,. and Definition

400 Series: EQUIPMENT foniinued
4

.EQUIPMINT REPAIR /IND tif4INTEN14NCE INF.ORMATION

. 433 CONDITION'OF EQUIPMENT An indication of the relati.ve ability of the equipment to

ill.
... function ai intended. ... r - ---...., . , . . .. i,

434 EMARMENT MAINTENANCE SCHEDU---- Ihe intervals at which an ecrairptnent item
tiliii\-- , is to be servicad in: iirder to maintain the item in working order. The following codes are -

.. .._
i. suggestedT: . ,r.

2- QUARTif41.111
3 MONTHLY

I ANNUALLY

*:\ ,

1 ? 4 WEEKLY:4. N.., .
. 5" AF:13ER EACH LSE

- 19- 6.141E R
.k

.. 435 . EXPLANATION OF.EQIIIPMENT REPAIR OR MAINTENANCE WORK
'FORMED' The type of work performed on-an equiPlnent iteM".. The (ollowing.codes are
suigested: . a...,

I REPAIR ryplacement of ,pitt-ts or minor restoration.

2 '' REBUILT major restoratiorrt to..original or nearly original condition:

IVIODIFICATION change in original shape or appearance.
. .

4 MAINTENANa regularly schedulud servicing of equipment..

4 9 OTHER .

i ,
.,, IL .

'436 DATE EQUIPMENT REPAIR OR MAINTENANCE WORK COMPLETED The date
.;.repair or paintenance work was completed on an nein, in month-day-year form.

417 .COST OF EaUIPMENT REPAIR OR MAINTENANCE WORK The cost of 'repair or,
maintenance work:performed on arvitem of equipment, expressed in dollars.

438 EQUIPMENT. WARRANTY EIPIRATION DATE The date on Which any warranty,or
narantee for replacement parts or repair st3rvice expires, in month-day-year form.

DISPOtSMON EQUIPM'ENT
1110

.. ,
r:JO FE Disposition data are typically not part otactive equipmeut filgs, hut should be made part of his-

?.

torical equipment bles. , , ?

. . .
.:

S, e9_ REASON FOR EQUIPMENT DISPOgITION An exppnation for the disposition ofan ,
,

y item of tquipMent. The following codes are suggested: ' '
41.

I TECHNICAL OBSOLESCENV: no longer us'efuf or no/longer efficient be- .

-----., .

cause of technical. improvements in Similar tyfes of equhiment. , 30;,° './4 .

2 NOO.ONGER SERVICEABLE worn' ou,t beyond servieeability or repair: e

3 NOT COST EFFECTIVE lesS costly to dispose of than to maintain,ior. use.
'*.

4 THEFT OR V A NIMLISM disappetratwiebytheft'm datruétiOn bt. Va0alism. .

.. 5 CASUALTY I,OSS . destroyed or rendered u.Ass by a casualty, suels fire, .

flood, ororthquake. , i ' I /T. . ,
s)IIIN ) OF.LEASt; ittmituktioirof lease agreirrient.

.4. I '..)
',1)!

.-

4 ,, i I; . Ne4c . P

,4C 8 ' .
4. .. ,

I e
% .

..1

. ''
,



P.
.

OFHN I I IONS Of.. PItOPEIt I Y IA

.

pr.

Reference
Number Data-Item NamilAnd Definition; Data-Entry Code, Name, and Definitiot

7 LOAN RECALLED temporary use of equipment terminated.
4- .8 NO LONCER NE )ED BY LEA

9 OMER
,

440 DATE OF EQUiPMENT DISPOSI ON .Tfrj date opt which the dis'potation of an item
wat completed, in month-day-year for

METHOD OF EQUIPMENT DIt.P0 -DON The means by which an item of equipment
4, was disposecL I he following.codes are s Tested:,

I SALE released for cash or ther valuable consideration.
LOSS BY THEFT

3 -GIFT released without considdration of value to another figancy for Rs use.
4 RETURNED TO LENDER OR LESSOR releilled to the'.entity thafoli6inally
.170P-N donated, kased, or rented the equipment to the LEA.
5 SCRAPPED discarded; 'not released to another agency for its 'Ilse.
.6 TRADE-IN released in partial payment for another equiprirrriktr-
9 . dbOtHER

442 NET PRDCEE DS FROM EQUIPMENT DISPOSITION The dollar value received from
the disposal otan nequipme.nt item.

85

443 RECEIVING FUND FOR EQUIPMENT DISPOSITION PROCVEDS7 The fond into',
which proceeds from the disposal of an equipmei item are,deppsited. This data item should
be compatible with the sobrce-ol-funds dimension tisethfn'the LEA's financial accounting
sistem., I here may be more than one receiving fund for a given disposal transaction.

OTHER -POTENTIALIN 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 information lile. I his list not exhaustiv ; other possibilities exist.

111i. PROGR AM ASSI(N M ENT (This prov es a lower-level of,equipment allontion than dues data
oitct 413 Organiratkmal Responsibilit5i Equipmentowever, the more oftcn. an .equipment.
item changes program assignment, the Diorp effort is required in keeping thig.. information
c+trrent.)

AVM;

RliPM'R OR MAINANANCE WORK
E.-14.1AGY, RATING OF EQUIPMOT

Speciali/ed nfor#mation on Vehicles:

(4- kinssis
,MAK OF CHASSI'S'

11111LHASSIS M'ANUF11RtD
S. COSI OF BODY

- MAIOE OF 1106Y:
.4

RADIO SYSTEM (TWO-WAY) (yes/no
6 YEAR BODY MANUFACTURED

- RATED CAP/WITY'OF BODY

.

Air

.00
(such as ciutside contractor ot in-house)

,

,

4

4.

6

.4
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Chapter 6 .

MEASURES RELATING TO SCHOOL PROPERTY

t:4;

The, purpose of this chapter is to pre'sent in one
place definitions for some of ,the more common
measures okchool property..

Effective facilities management includes careful
planhing of new construction and alterrotives,
careful 'scheduling of .facilities utilization, '`sy'ste,
matic assignment of classes or groups of students:
and teachers to the §pace and eqUip'ment availableT
and rapid development of alternative. methods of
facilities utilization in times of increase or reduc-

e.,
tion in demand- fore schools. To assist in accomp-
lishing th'ese many management tasks, measures.qi 2

school property are need d. :For comparability of
information among 1, 's -and among States,
standardization is needed. is ch dard

:definitions of the..more common measures u ed in
school property accounting are offered. .

Measures involving school Coperty can -tie
compared when they:

are based upon standardized information;

I., apply to edmparable administrative units (efg.
. schools, LEA's, intermediate administrative

units, or States); ,

^

.are applied niftier comparable time periods°
andror at c6mparable points in time;

irb.
are related to the sinne definable units such as
square feet 4), r dollars;

arc &mpued by the same process.

e of the meatures id this chapter have been . :

Whitt many of the measures presented in this'
chapter are discussed ib other parts of the hand-
book, the need for a ready reference to such gauges
has prampted the inclusion of this ,chapter. In
many-instanCes, a measure is also a data item tbat
has been defilted in Chapter 5. ln,these casesthe
definition has been repeated in quotes, folloWed by_
a parenthetical reference to the data item.

,

Ares of Adjunct, Floor

,"The area in square feet (square mete of an
Vjunct. Adjunct space is 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 tile activity carried on in

A

the space." (Data itemp13, p. 74 )
-

,

Arga 1 Building, Architectural

The architectural area of a building is tilesum of
the areas of the several floors of the building,

6"including basements, mezzanine and interme-
dinte 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 areas 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 %not include,such features as

Y- pipe trenches, exteiior terraces or ,iteps, chim-
neys, roof overhangs, .ei01

Area of Building, Gross Floormendations of the American ,

Standards nititute and tile American
In tute of Architeets. Other definitions derive,-
from .the initifl 'version .of this publicatiOAri(Prok-
ertf, Accounting for Local and State School Sys-.
ternsgtate Educational it-geoids a IteRorts
Series: Han& III,. flips

. 10

"Tlie gross area of a building is the sum of the
areaS at each -floor level included Within the

1"The Architectural...Area and Volume of Buildings," Docu-
ment 0101. The American institute pf Architects, Washington,
D.C., June 1974, p. f. A ;

.t 87

.
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principal Outside faces of exterior walls, neglect-
'ing arehitectural setbacks or Projections. lp-
dude all stories or areaslthat have floor surfaces
with clear standing head .room (6 feet ()inches

,,....._>11.98 meters.] minimum) regardless of their use.
Include mezzanines, balconies,.and librarY stack
floors only to the extent of their ac oal floor
area; do not include unenelosed awas ii the

. .first floor. Where a ground leyefor 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. Exclude

. ,
all unroofed areas and unenclosed roofed-Zver
spaces. Unenclosed roofed areas that have been

irincleded in original cost contracts can he ex-
cluded on.a computed Or estimated basis for the
development of .Comparative data of :gross
building areas and costs."2 (Data item 240, p..
3)

' The area (1,f,passageways enclosed with similar
type and quality of construction as the building
proper, kilds_of tunnels"with clear standing head
room ofvVast 6 feet 6 inaies,[1.98 meters], are

. included In the gross area of a building. When
such .passagewa54 or tunnels 'connect two 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 liasiagewaethat are not encl?scd with
similar type and quality of construction as tl)e
building proper are excluded from the gross
building area. ..

Area of Building, Total Assignable Floor

"The total area in square feet (squar.e meters) of
all space, availlble for assignment to, or ilk by,
building occupants to carry out their functions
and responsihilitiis. Assignabk):pace.consists
of regular instructional space, sècial .ihstruc-
tional space, learning.resourcesVace, multiple
purpose space, supportspace, and other assign-
able space, Multiple purpose space, suppoNtE

.space:and other assignable space. See dara item
304 (4ata ent 1000, 1100, 1209, 1100, 1400,
1500, and 1 n pp, ,67-71 for definitiOns of
these types o assignaple sccs. Gircultition,

1"American Standard Meth*, of Determimng Areas in
School Buildings." American Staidirds Association"...Inc., (flow
known as the American National Standar& Institute, Inc.) New
10OrkoOroved August 4, 1958; p. 5 and p. 7.

:'

PROPERTY A:COUNTING

custodial, mechanical, and structural spaces are
considered nonassignablt spaces and-are ex-
cluded. See data item 304 (data entries 2000,
2100, /200, 2300, and 2400) on p. 71 for
definitions of these types Of nohassignable spa-
eel. See also the definition of Flom Area of #.
Space in data item 302,-p. 67 ." (Data itesn241,'
p. 57 )

Are* of Disaster Ntielter
+

"The number of square feet (square, meters)
enelosed"by a disaster Protection area that meets

'standards of the State or Federal agency respon-
sible for disaster protection." (Data item 247, p.
58 )

Area of Learning Resources Space, Total Floor

"The total area in sqtrare feet (square meters) of
all space in. a building, including any adjunct
space opening to and serving learning re-

- sources space. Se data item 304 (data entry
1300) on p'. 69 for the definition of Learning
Resources Space. See also the definition of Floor
Area of a,S pace in data itelf0302, p. 67..".4Data
item 244; p. 58')

t.

Area Of 'Regular iristructiOnal Space, Tote. Floor
. -

"The total area in squiare feet (square mtters) of
all reglar instructional space in a building.,
including o'hy adjunct space openng into and
serving regular instructional space. Sec /data
item _304 (data entry 1100) on p. for\the
definition of .Regular .Instructional Space. See
also the definon.'of Floor Area of iSpace in
datAtein 302, p. 67 ." (bata item 242, co. 57)

e

Area of Site

"The 'total number of 'developed and undevel-
oped 'acres (hectares) in a site to the nearest
tenth,- inclaing areas dtcupied by buildings,
%As, 4d rivest. parking facilities, and other im-

,
provonent to site. It a school uses more than
one piece.of lavd, the area May be the som Of the
acres in the several- pieces'. Or a separate record

.
mayke-cr?ated for tach piece (Data item 105,
p. 42) '

(1,
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Area of Space, Floor..

"'l he total area in square feet (square.meters)
measured between the principal wall faces at or
near floor level', plus wall case or alcove spaces,
or both, opening into and designed to serve.the
activity carried on in the-space. Stnjctural spice

..is excluded. Adjuncts that open into and serve
-the space are-included. See data nein 304 (data
entry 2400), p. 71 , for,,the definition of Structu-
raf.Space. ,.See data ,item'312, p. 74 , for. the
definition of Adjunct."' (Data item 302, p. 67 ).

Area'of Special Instructional Space

"The total area in sqOare feet (square meters) of
all special instructional' space in.' a building,
inchiding any adjunct space, opening iinto and
serving .-special instructional space. .See data
item 304 ( entry 1200)..on p. 67 for the
definition of Special lnstructiOnal Space, See

tike definition-of. Floor Area of a Space in
..-i4,392441. " (Data item 243, p. 58

Ole-standard net assignable area is1at portion
...of the'area 1.i.y.tilable for assignment or rentable
to an occupn4.; including ev4 type a Space

e.0usable hy c uptin. The -standard qt as-.
signable areal mild-be measiired from the pre-

' itominant inside finish of permanent outer walls
to the ,office side of .corridors or., perthanent
partitions and frpm center line ..of adjacent
assigned spaces. 'Where there are interior spacek
surrounded by corridors, measurement shall be
from-the inside face a eitclosing walls.included
shotild he space subdivisions for o,ccupant use;
i.e.., offices, file rooms., office sto,ragelleris,etc: ..
Deduc ions should not be made for columns
and pro lions necessasy to the building or for

. 4partitions subdividing space.
. i. ...

. . ..

. ,

Average_Unit rest (Equipment Under Grou
. ..Control) . ,..... .

"The-total cost' of acquisition o allindiyi ual
. ,..

,
Are4 Stan:third. Net Assignable

`.

( '4 equipment. itetns withii) a group, divided:by the

--4.
,

'Adapted-from "American Standard Methodi\6TDetermin7
ing Areas in School BUitch,pgs." American Standards Associa- .

tion, lnc.(now known as the American National Standards..
Institute, Incl. New .York, approved August 4, 19511, Pe. 6.

41 he Architectural Atea and VolumeigiBuildings," Docu-
ment 0101, The American Institute xif AIRhitecis, Washington,.
D.C.. June 1974, p. 2.

4,

number of-items in the group." ( Datkitem 424, p..
;.158)

Book Value,
The varue of- the-property as shown on the
owning unies books.,..This is usually original
cost-tess depreciation whcn depreciation (appre-
dation) oan be determined.
This iS Applicable CO sites.(land and improve-
m tits), buildings, and equipment. It does. not
inv any. conSideration of current market

Ciipacity o d Building, 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 dependent upon existing,stand-.
ards or poli.iies governing the'operation of the
school in question with respect to three major
elements; student/teacher ratios, organization.

. of the school, and educational program of the
scbool. Once established., this figure should be
changed only when the standards or policies
regulating the three elements are definitely 6"
changed or when there is a change affecti4g
student capacity as a 'result of additions to, Sr
remodelin.g of, a building."-(Data item 211,
52) .

See .also Capacity Of ...Spade, Student.

Capacity of a Space, Student

"The number of studentsothat can be accommo-
aated in a space at qaukime when the space is
being used for the purpose for which it was
.designe4 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
ffiquestion with respect 40 three major elements:
student/teacher ratios, organization f the
Schocil, and theeducatiohal program for which
the space was designed and/or equipped. Once
established, this figureshould be Changed only
When the standards or policies regulating the
three elements are definitely changed or when
there is a change a4ecting student capacity as a
result of additions to, (ir remodeling of, the
space." (Data itein 305, p. 7;i)

t
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Spaces: designed and,.or equipped foi multiple
purposes may have tnore:than one ,applicable
student capacity. For example; a gymnatorium
can be used as a gymnasit4 or an auditorium,
and each may have a diffeAt design capacity,
Student capacity f such spaces may be re-
corded in the foim f a range, for example,
"150-200."

n:

It is important to note that the sum of sfudent 4
capacities fOr all spaces in a building will not
necessarily equal -the Student capacity of the
building since all spaces usually are not ex-
pected to .be occupied fully at thc.same time.

. See also Capacity of a Building, Student, p. 89;
data item 30$ Student Capacity of a Space, p.
72 ; and data item 306 Number of Fixed Stu-

. dent,Stations, p. 72 .

.

'.Capacity of Available Parldng Areas Off Site

"Ihe estimated total number of vehicle's (.typi-
&illy automobiles) that can -Ja. parked in areas
not owned, leased, rented, or otherwise cori
trolled by the'LEA, but are, near this site and
available to LEA studentuor employees. Park-
ingJ' areas-:_op streuktk should not be counted."
.(Data item 11 , p.. 43)

I
apacity of Cooling Sy.ltem' 44

' . -
. .

"The -current oUtput or the tate&OUtput-74 a
cooling system, usuajk4y measured British,c-
l'heetnal Units (B1'I s4)." (Data.item 260, p, 61 y

14

. Capadty of Heating .System

- Die current output or the rated output of a
heating syste"m, usually melsured in British..
Thermal Units (BTU's)." (Qata item 257, p. 60

Capacity of,Paved Parking Areas On Site

"The total numik ,of vehicles thit 'le be
parked on all paved parking areas onlee site
under normal condietions (Without crowding and
allowing for normal access and egress). Capac-
ity shoilld be determined based on the type cif
vetiikke normally sparked in each paved arca ..
(auto, bus, ett,). Parking areas on streets should
not be counted.; (Etta itcm 1)9, p 42)

i

.Capacity of Space

P.ROPERTY ACCOUNI ING

See Capacity of a pace, Student, p. 89 .

Capacity of Unpsid 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 detertinned based on the type of
vehicle normally parked in each unpaved area
(auto, bus, etc.):Parking areas'on streets should
not be counted." (Data item 110, p. 42)

Construction Cost of ii.Building

The cont-rIct cost of a building plus Costs for
architectural and engineering, legal, and educa-
tional consultatiVe.services rendered in connec-
tion with the building's construction, including
salaries and expenses for any such services that
may be rendered by I,EA employees.

. .
See also Contract Cost of a. Building, p. 90;
Cost of Architectural and Engineering Services,
p. 90 ; Cost of Legal Services, p. 92 ; Cost of
Educational Consultative Services, p. 92.; and
Cost of Budding Acquisition:p.:71 .

..
Contract Cost of a'Building .

S

6

o.00.00

The cost for the actual ckeotiogi of a building,
involving such co4 as those for general

k

construction contracts plus extras to the
cOntractor and,Cesse credits, heating and ientilat-
ing 'contracts, plumb* contracts, electrical
contracts, .painting contracts, 6..tilt-in equip-
mein, and outdoor or underground parts of the
building service systems; and any salaries, con-.
struction materials, rental fces foesonstruction
equipment, and' similar expenses for. cohstruc- '
tion performed by school district employeek
Cvsts for movable equipmeut re'not included'.

See also Cost of Buildinquisition, p, 91; -
an.dConstruction fost of. a Building, p. 91.

Cost of Architectural and Engineering Servicei

The cost of architectural and engineering servi-
ces for plIns, drawingg, specificatiOns, legally

A



MEASURES RELATING 0 St1-100,L PROPERTY

required plan approval, topographical surveys,
teif borings, and other surveys made in the
preparation of building plans; and supervisory
and cOrksultative services rendered in connection
Nvi,th the construction of a building, including.
silaries 'Of -school district arfhit6cts aniCengi-
leers,assigned"to the project. Costs for prelimi-
nary studies made prior to tilt fiscal' year in,
wiiiith definite authority was received to prkceed

construction are not capitalized and, there-
rOr'4.'inot included. Fees, if any, paid 'to archi-

cts lor writing specifications for movable
equipment.,are not iyluded.

See chapter 7, p. 99 ..for the distinclion
between burh-in and' movable equiprpent. See
also Cost of Building Acquisition, p. `"91; and
ConstruCtion Cost oktiiBuilding, p. 91. .

Cost of Building Acquisition

."The total cost to the LEA for .acquiring a
building, whether by constructioh, purchase, or
other means. This includes c t,of ti54,kuctibn
contracts, cost of architect. ,engi firm

uca,
;./

S ices; cost of legal serv
consul

us 'buil

quisition c

la

%Th

e servites,J1
costs." (I)

t of a i.thls.beelk
ti*t.:11)I1 t7.

p6S'

s notinclude
rinefOal, inter='

erec by dab owiting LE
cost the building plus'
expen ..,....of the di44ict 0)
constructiqn. and quititif)
'such as aditerti,
penses connec
cost of a buildini
debt service costli
tot on debt, and pay

, 91

When a .building has 'been received-.as a gift, or
aCquired at no cost through annexation or
reorganization, the entry for its costs is-zero plus
any costs crtnected with acquiring and condi..
tioning the building for use-LEA% maY".Wishto
reCord the'appraised value at the time the
:was recei4d (see data item 226. Market YatUe
Building, p. '54.), but4this value:figUre 'shoufd.
not be shown as the acquisition Of the

t-
In the case of a buildinCacquired'ai a result Of
annexation or reorganization, the ipplicable

t records. ot the otd LEA shduld 114, retained
by the new oWningii, tricterence .Pur-
poses.

.

WIleAthe actual cost of a building is not known,
the estimated cost as Of the time of acquisition is

. ..used as the cost figure. Example: fin an old
building whOse record has been lost.

Sr also Construction Cost of a Building, p.
91; Cost of Architectural and Engineering

Sh2y. ices, p. 90 ; Chst of Legal Services, p. 92:
COst of Educaiional Consultative Services, p.
9 II. Cqsi of guilding, Miscellaneous, p. 91;

ahd:Cdontract Cost of a Building, p. 90 .

4 It

Cost Of Building, Construction

The acciuiSitioh cost Of
constructed by emIovee1s.
consists of ttis, dir t cOsti foi álaii
rials, use of equipment, planning .4

sory services, %id other miscellantoui
,

Construction Cost of a, Building, p. 90.

Building, Contr)ict

Contract Cost of a Building, p. 90,

COst Building,Miscellaneous

ingillat:his been,. . sts incurred in conneCtion with the acquisi-
,A4,644cint t of the 'huildig. that ate not classifiable as

`itiate- cOntraet,Irchitectiii%) and engineering, legal, or
educational cOnstiltatiie costs, such as ad er-

enses Aisernents% for contracts, expenses conn
connectsd with the erection of, the buil Ing.

,r. . A .r.ith th; sale of bonds and building permi

If the buildingois purchasid or acejui ed at some i ,, \ Set CLOsi of Building Aequisition, p4. 91 :. Con-
cost through annexation or reorgap. ation, the' ,.' tract Cosi of a BuildMg, p. ?O.; Cost of Archi-
cos( of acquisition consists of the 'purchase ,67-.* tecturat and Engineering. Services; p. 90; Cost
price,, legar:fees, aild any 'other expenses in- of Legal Services, P.': 92..;.'tost of Educational
mired kp: copectiOn With ihe purchase of an sultative,Servicei; and Conseruct ion COst of, . . ,

I \ uilding, pp: 92and,90,10Spective1y".existing:buildin,
.s ./

(I.

/ : . d/ P
^ '

IC I.

.1

,
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1,

40,

92

Cost! of Educational Consultative Servkes

Ticecost of consultative -service*, rendered iru
. -.connection wit4 the construCtion (if a-building,

i.hat'ire.airried at fitting a building to a school's
edUcational prograrn an4 are not classifiable as'
.architectural,: engineetih UT legal services.
.CostS for consultative services rendered prior to
the dcal yev M which definite Authority was
rectfvecir to 'proci;ed With 'construction are not
-includeth, e

See aKOCosr of Architectural. and Engineering
Services p. 9,f,); Cost of Legal Services, p. 92;
Coo of Building AcquiSinon, p: 91 ; and
(ongtruction Cost 9f a Buildnig...p. 90 .

Jc

Cost of Equipment. Acquisition

"4 he total cost to purchase or otherwise acquire
.an Item of equipment, expressed in dollars.

v.( Dala item 418,P. 82 ).

"61-1w. cost of an.;item of equipment is the purchase
price paid by the LEA, inclulhng the cost of any
accessories or attach,ments regardless ot4when
etiey Were purchOed, plus any freight and instal-
lation charges. Expenditures for repairs -to a
oiece t)f equipment are not mcluded as part of
the cost of the equipment; however, when used..

- equipment is 'purchased an'd reconditioned in
order to place it in: serv,ice, such reconditioning
costs are included as part oLt he equipment cost.
When the actual ctist is not known, the esti-

'. mated cost as ot the time of acquisition .is
substituted.. When equipment has been received
a t or acquired at no cost through anoexa-
tion or reorganization, the record :entrv tor its
costs is zero plus any costs connected with
acquiring, installing, and conditioniug it for uSe.
LEA's Nay wish to record the appraised value
of such equipMent at the time the gift was
received (sed data- item 428. Market Value of
Equipment, p. 83 ), but this figure should not
be.shown as the Cost of acquisition.

43

Cost of Lease,.Annual
4

"The total lease cost or rent,.in dollars, for a 12-.
month period." (Data item 124, p. 46; data item
218, p. 53; data item 419, p. 82')

41,

['ROVER I.Y At:C.:MOVING.

.4(:.ost of 1.egal Servi es

The 'cost of legal services refidered in connectitin
with-the. construction of -a building, inclu ing
salaries of school district legal pvsonn as-

signed to the project. Costs, for legal services
rendered prior to the-fiscal yyr.in whiCrttei-.
nite. authtirity was received to ilroceed with the
construction are nat. capitalized and, therefore,
-not included. Fees .for legal serviees inon-nec-
tion with a bond issue are gcluded; see Cost of
BuiRfing, Miscellaneous, p. 61 , for such legal
fees..

See al.0o Cost Of Building Acquisitja,?n,. p. 91.;
ttrid-C onstruction Cost of a Building, p. 90 .

Cost of Modificatic* to Building

a ,

"1 he cost, expressed in &liars, of akeration;
renovation, or rerno5ieling worleperforme a10
'building. This cost fjgure does not ilclu the'

costs of repair and maintenance to a t;uild g."
....

(Data item 216,-p. 64 )

Cost of 14pair and Maintenance Work, Building

"l'he cost, expressed in dollars. of repairor
maintenance atv.14- performed on the building.
This cost figure does not include -(h e costs of
mtQif ications fa iterati6n, Tenovation, or rerriod-
cling) to a building." (Data item 273, p. 64 )

Cost. of Repair or Maintenance'Work, Eqqipment

"The cost of repair or maintenance work pe
formed on an item of eeluiprnent, expressed n
dollars." (Data item 437,.p. 84 )I

Cost of Replacement, Buildin

-'2The cost-, at current prices. o replaCe a build-
ing,.including its built-in equ ment, with mate-
rial and equipment of like itid and qualiq.",
(Data item.227, p. 54.)

The -replacement cost of a building can .I?e
determined in several different ways. One- of
these rriethods is through comparison of the
building with a recently erected building of
similar design and quality for which cost figures

. .
are available. Another -method is through the

"'
.945

4'



IV, Z.4

(sr:
MEASURES REI.A.l !N(, 10 SCHOOL PROPER I Y 93

application of ..a cost factor per square foot related to acquiring title to the land. LEA'S may
(square meter) of floor area or per cubic foot wish to record the apprawalue of such a site
(cuhiOneter) of voluMe..Another is through the - at the time the gift Was 17ceived(see data item'
ap.plication of building cost indices which make* 127 Market Value of Site, p. 46i), but this figure
it.possible to-tietermine a percentage inert:4,1Se Or should 'riot he shown as the cost of acqtiisition.
decrease infiudding costs over . the years that, in
turn, can be applied to

7hilproyOrlents to site made after land has been'the original cOst
acqui red hy. an LEA are dot includbdin the costderiVe estimates of 'reptaeement
o. land exapt as indicated in the precedingcost. Still another method is through a detailed.. f.

appraisal showing the quantity of materials, the I ...paragrath..
amount of labir, and the toal cost of each --

needed to.replace the building at current prices.
Or, in yet another instance, a combination of
methods which mrght.prove more feasible.

{'otit of Replacement, Equipment

I he cost, at current pnces, to *replace z
ot cqinpment with anothe of new malt.
like. kind. itnd quality." 1 >ata item 430, p,,

item
ial of

83 ) .

:Cost of 'Site AcAuisitinn

original purchase price pal
"for land and all Unprovement .

e7.1s.ting at the .time of purehas
related to acquiring title to the
l2t p. 46)

LI 1)0 he 1 FA
to the land'
plus all cost

e." (Data item

Costs related to acquiring title to the land
include appraisal fees, search and title insor-
ance,' site surA.eys. and:ondemnation prOce-.dures.

#

It the purchase price .of ,the land Also inclut
some .hufldings that are retained tor use, the
appraised value of the buildings should he
dedUcted from the 'price of the land and afecord
established for the buildings. It the buildings ares
sold rather than retained for use, the salvage
value should he deducted from the price of the

When setting up records for land that has been
owned for some time and for which .the ac al
cost is no`t knownthe cost figure to use is t
estinutted-Cost as of the tnne of acquisition..I.
tigure includes the, estimated cost, of the land
and any existing improvementsto site for.whie
actual cost figures arc not available. When la
has been reeeimd as a gm, or acquired at no
cost throuih annexation or reorganization. the,.
Read entry for its cost is zero pltts any costs

('ost of Site Improyement

"The cost, in dollars, of an iniprovelnent made
to a site. .Assessments for 'sit6. improvements
made by other,- nmental units are in-,
eluded." (Data ,item 1.31, 47)

the cost of a site improyement inc:ludes the
contract amount for e6ntr.aet work .and .saf
and other expenses for work. performed
district ,employees, plus anV-clther, expenses
connected With any initial installation or extin-
sion of a site improvement. It also includeofhe
cost of any special assessments against the LEA
fOr eapipl improvementson or off the site, such
as streets, eitzbs, and drains on or adjacent to
the site, and it'G easements involved.

WIWn

o
the act uaieost o ap improveinent to site

is unknown and the ost of the land is known
and has b4eninord d, the cost figure to use is
the estimated cost at the time the imprOvement
was made.

When an imroyeinent to site has been received
as a gift. Or acquired at. no costihrough annexa-

, titin- or reOrgani/ation, the reeordaentry for its
cost is zero plus any costs connected with is
acquisition arid installatipn. LEA's may wish to
record the appraised yalue of such improve:,
mentsat the time they Wens made, hut this figure
should not he sho as the cost of the improve-
ment.

4.

Improvements to siOP consist-' of initial, and
additional woN (other thin bui)dings) per-
formed upon the sit
the, site has her ac
involve such things

divs adjacent ways after

excavation, fill, and ha
struetion of a fou
scapihg, seedin and
Irees; ctinstrueti g new

iOU

by the LEA? They
g ading (other thki
'11 necessary for con,.
ir a building), land-

anting *of shruh s. and
sidewalks, roadways,'
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i V,
'overpasses, retaing walls, sewers, and storm

--:., drains; installing water rnains, field hydrants
and' sprinkling systems, o'nd .outdoor drinking
fountains; original suffacinAand,soil treatment
or hletie fields and tennis courts;, furnishing

i b and stfIlling Jor. the; first time *playground
....... \--apparatus built into.,.the groukds; flagpoles,

gateivaia, .".fences, and underground storage
etanks tifat ate not parts of building service
gystems; and demolition wOrk.

.

With respect. to service systems, only those
outdoor systems rving the sito,are considered
improvements td site. Outdoor or undergrounsl
parts of building service systems, such as tanks,
water mains, sewer mains, and electrical poles,
and lines, are not site improvements; tfteir costs
are included. as pars:. of the building tOst. V

Expenditures for *repairs to site improvements'
or site maintenance are not included in the eo§t
of site improvement.

,

edid of Site Maintenance

TR,cdst of maiRtehance work performed on a
site, expressed in fiollarsi

See also data item 134 Cost of Site MainteAnc,e
or Othçr Work, p. 47.

pment

See chapter
'equalment.
ment, and s

pp. 97.99 for definitions of .

-in equipment, movable tquip-
ies.

Expected Useful Life of Building

"me numbir of years a building is expgted to e.,
fulfill its intended fuirtion. thefullife begins on
the datg of acquisitioN knd is often used as the

. period over whkh depeciation is caiculated."
.(Data iteM 212, Tif)

t gmele
; I

ExpectkUseful Life of Equipment.4,

.14 "The number of Pyears an equipment item is
tet ,) expected to fulfill its intended function. Useful

life begins, on the date of ecquisifion and is often1.0
used as the pertlxi overwhich depre *ion is
calculated." (Data item 425, p. 8)

r
PROPERTI ACCOUNTING

Martiet Vatue of. Building

"The appraised or estintated dollar value for
. which the building currentlytOuld be sold. This
.primartly applies to relocatable buildings. A
recent ptuctiase or salkrice of a similar kern,
would be a good approximation." (Dafa. item
225, p.:54)

-*-
Market Value Of Equipment

.1
"The appraisal or estimated dollar value for
which an equipmenteitem cutrently could be
sold. A recent purchase oriiale price of a similar
item would 'be a good approximation." (Data
item 42/1; p. 83 )

. I t,

.

'MarkerValue of Site

"The; appraised dr estimated dollar, value for
whle41 a% site currently could be sold. A recent
purchase or sale price of a similar item would be
a gooll approximation." (Data item 127, p. 46)

Room

A space. enclosed with wills or partitions, of .

fixed 'or movable type, thattprovide an accepta-
bly sound barrier.

Space Dimensions

"The approximate lengt:h, width, and height of a
space, in feett (meters), 'measured between:the
principal wall faces it or near floor level, plus
wall cases and/ or alcove areasINData

4,r
Story'

A'grottp of.roothk,pn the same level,
-ermststinr
headtoom of at least 6 feet 6 inches41.98 meter's)
and *those floor is at or above gride lerYalong
at least one entire side:"Ator aboVe grade level"

4

I

%;* ttt' ,
a floor

;).
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means that if.the bo,ondil ()lane of the floor
.wer .to ber extended on the side in qutstion, no

d within. 204feet (6.09 meters) 'of the berking
would bti,et.51,1e:lhis plane.

4

-Volume of Building, Architectural

The architectural volume (cub r cubage) of a
buildi4 is the sum of the p ucts of..the areas
defined [under Area of uiIding, ArchiraCtur-
al, p. .871 (using the a of a single stod for
multimory portions. aving the same ai-ea on
each floor) aniirtht keight from the underside of
the lowest, floor' co.nstruction sy'stem' to the
average height of the surface-of the,firdshed roof
abovelor the various parts, of the building.4

RATIOS

The following are commonly used ratios that
ca,n be calculattd from data items given in the
bandtmok,. Other comrrion ratios related to prop-
erty exist but 'require, in part, data outside the.
scope of this handbook.

"Architectural Area and Volume of Buildings," Document
1)101.. I he American Institute of Architects. Washington, D.C.,
lune 1974. p 1

m0'.441

A

.4

1. A .0/

I.

Cost of BuildinrAcquisition4 Per Student

-

95.

/lie total cost the buildg divided
he student"Capacit of theibuilding.

For a given bilking, this ratio is data item 217
Cost of Building Acquisition divided by data

I. item 211 Student Capacity of B9ilding.,

, Cost of Building Acquisition' Per SquaresFoot
,

: The total 'cost Of acquiring the building divided'
by the gross area Of the buildng.

-For a give in building, this ratio is data tem 217
Cost bf Building Acquisition divided by data
item 240 Gross Floor Area of Builaing.

0
'Gross Area Per Student

The number of squire feet (metess) in a building
divided by the studeht capacity of the building.

-For a given building, this ratio is item.240 Gross
Floor 'Area of Building divided by data item 211
Student Capacity of Building..

6 Pis ratufmay also he calculated using construction cost.
See Construction Cost orRuilding, p. 90.

'A simdar ratio niay also be calculated using construction
cost. See Construct* Cost of Building. I). 90.

4i.

-
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Chipter 7

SUPPLIES. AND EQUTMENT

This Chapter Iriscgssei the .rieed for distinguish-.
ing between supplies and 'equipments suiiests some
shortcomings to. the listing approach, and recom-
mends ji set of criteria f(sr :making the sup-
plies/equipment distinction. the chapter also dif-
ferentiates between btilt-in and . movable

..eqUipmerit and examines the topics of inventories
and levelkof control:

REASONS FOR
DISTMGUISHING BETWEEN
SUTTLIES AND EQUIPMENT

Education agencies have found it useful to dis-
tinguish between supplies and equipment lor sev-

erera!' reasons:

As

rs

,1.-'

The iiistinction. isjrequently important. in
identifying the funds with which tO purchase a
given item, 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 exam-.
ple, some funding programs require that all
equipment items be inventoried annually. At
the sarhe time, many LEA's choose to inven-
tory certain items, legardless of whether or
pot they are equipment or whether or not the
LEA is required by law ,to do so.. ,
The distincti6n may bear on insurance deci-
sions. Supplies and movable!e4uipment are
usually insured as part ilof the contents of
buildingswhile built-in equipMent isusually
insured as part of the Structure.

. 4 id,y,

TO disfinocticM can afktwalculations of cost
(if opera nieand cost per pupil. While most

hobia include expenditUres for supplies, in
.:tlhe. calculation of current operating Costs,

'4!

-rnany schools treat equipment differently.
Sbme include all expenditures for replace-
ment equipment in the current operating cost
total, excluding the cost of new and addi-
tional equipment..0thersorate the cost of
all equipment . over' SevW year& In both
case& the incorrect classification.of supplies
or equipment items can affeM the resulting
Cost calculations.

The distinction cln affect the amount of State
or Federal aid allocated to an LEA. Several
fundiag- sOurces use per-mipil:costs as parr of
their funding fOrrnula (see the preceding paral.
graph). Most funding .programs limit the
ways in which their *funds may be spent,
sometimes excluding either supplies or equip-
ment from the list of eligible purchase&

The two basic approach& to distinguishing
betreen supplies;and equipment in the decision-
making situations are: (1) to compare a given item'
to a , predetermined list in which each entry is
classified as either supplies or equipment; or (2) to
compar a given item to a set of criteria describini
the characteristics of supply and equipment items.
Each of these approaches is disciissed in the sec.:
tions that follow.

'THE DISADVANTAGES OF A
SUPPLY/EQUIPMENT LIST .

. Several. publications in the NCE$ Handbook
'series have provided detailed lists of Material itemi
used' in EEA operations, identifying each entry at
either a supply or equipMent item. The most recent
version, found in Handbook IIR;1 hail:men helpf
to many users, bUt any sueh list has Several sign i,..gr

.cant disadvantages: "
r .

iSec appendix E for a full bili104raphioVeitience to Huld-
IIR.
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Various State and Federal aid programs offen
supply/equipment categorizatons that some-
times contlict with uch lists and with one
another.

Any list is, arld always will he, Uncomplete.
impractical to attempeto list and classify the
thousands, of mitexials and devices used in
schools- today, particularly in the vocational
education cdrricula.

Changes i 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
equipment items in use _today, such lists
would quickly become obsolete without fre-
quent updates.

Changes in technology and purchase price
sometimeycause the classification of certain
items to change froni one Category to the
other. For example, most LEA's classified
hand-held mini-calculato.rs 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 L.EA's are reclassi-
fying them s sUpplies. 4 .

Users tend to treat a list as comprehensive
and up-to"-ciate, even when advised otherwise.
rhis can lead to faulty classification deci-
sions,

S.

e conditions above make the development of
a universally applicable ,and easily updatable sip-
ply/equipment list' imprac4ical. In lieu of present-
ing a list that mithCraise as Many issues as it would
prOpose to resolve, this handbook suggests diat the
dtincton between supplies and equipment can be
best accomplished through confistent, statewide
application of uniform criteria. If an.LEA wishes
14,v supplement 'these criteria with a list, the list in
`Handbook III('.iirovides a firm foundation.

CRITERIAFOR DISTINGUI§HING
BETWEEN SUPPLY AND .

EQUIPMENT ITIkMS

Most Fedtral, State, and local funding pro-
grams provide criteria fbr distinguishing. between
supplies and equipment. Thecriteria beim.: are
based on a combination of the most 'practical and

U.

PROPER FY ACCOUNTING
,

commonly accepted guidehnes from these sources.
Unless otherwise bound by Federal, State, or local
law, it is recommended that.all education agenciei
use these Criteria in,their supply/equipment clasSi-
fication decitons. In those cases wheke the classtfr
cation of anitem is'unclear, the agency,'as always,
must apply reason and good judgment in making
its decision.

11

EQUIPMENT ITEMS

An equipment jtem is a movable or fixed unit of
furniture or furnishings, an instrunient, a machine,
an apparatus, or a set of articles that meetsa// of
the following conditions:

I. Under normal canditioris of use, iiitluding
reasonable care and maintenance, it has an
anticipated useful life of more than I year.

2. It is of significant value,

3. It retains its original shape and appearance
with use:

4. It is nonexPtridable; that is, if the atticlel ' /
damaged Or some of its parts are.lpst or worp
out, it is usually more feasible'Vlipair it
than to replace it:with an:iii;irely new unit.

5. It does not lose its identify 'ifirOugh incorPo:,
ration into a different or more complex unit
or substance.

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 measured in terms
of original cast or in terms ofestimated market
value at the itime of acquisition if the original cost
is not avail6le. Most LEA's will use values in the
$25 to $100 range. Federal Management Circular
74-72 requires that the value criterion separating
supplies from equipment shall nyt exceed $300 per
item. Qn the Qpib of Significant ltlue, the National'
Cornms0o4n Governmental Accounting statep

The significant value test is important because
(LEA's] wilt have many individual assets whipj1

2Genava1 Services Administration, Office of Federal Man-
Agement Policy, "Federal Management Circular 74-7: Uniform
administrative my uireMents for grants-in-aid to State and local
governments," AttachMent N, p. I. Supetihteadentof-Doeu---- ---
manta, Washington, D.C. 20402. FMC 74-7 is essentially the
same as ose Circular A-IO2. .



SU,PPLIES AND Eeittli:MENr

are tafiiible anti rong-lived but whose xalue is, so
.small that the time and expense of maintaining

. detailed accounting and inventory records oh
them are not justified. Examples of [items] not
having significant value for aceounting purposes
would include pencil sharpeneis, paper cutters,
books other than those in libraries, arid small
tools. 'What constitutes siiiniificant value Will
vary front one _goVernmenta \ jurisdiction. to
another

SUPPLY ITEI141
1

I§An item should, be classified as a supply if it
does not meet pi/ of the equipment. criteriaabove.
o,

,

DISTDiGUISHIN 'TW EN
BUILT:IN AND M0V'ABIIE
EQUIPMENT

Not all States and LEA71- rind it necessary to
distinguish between-bniff:ii; and Movable equip-
.ment. FOT those agencies that ao, the distinction
usually relates toVne of the following ikuations:
(a) estimating the- costs of a .building (built-in
equipment is included, movable equipment is not),
and (b) determininiw.hich 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 moval34.:

An equipment item is built-in if:

.1 it Is an integral part of a building; that is, it is
permanently fastened to the bUilding, func-
tions as. part of the building, and causes
apprectable damage to tne building if it is
removed; or

is permanently, attached' to, a site and
fAncties's asPly.t of the site (euept buildings

. or Other. viuctures).

, Ilinh-in..equipment miCY be incorporated it...4i
, .

huilding at thetipte the building is eiteted o Ikt,:a,
'3Iater date,. Built41yAquiptnent is stfris.riiihes refe&d
to as fOced equiOnifat ,(iketo .4464f:used With
fixed. assets). - , A

..
,, ., 4 A

.1e. #._
1

Movable equiprient cortgists of items dm:

I. are transportable from one location to
another without appreciable damage or ,

change to the location from whicg they are
removed or. to the loctation where they are

and
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2. do not 1function as integral parts of the
building or site and are not permanentlyA
fastened or attached to the building or site.

The term movable refers' to permanency of
installation mid not to size or Weight..

MAINTAINING INVENTORY
RECORIV (ON SUPPLIES 14'
A EQUIPMENT

LEA madagers carry greats responsibilities for
stewardship of the funds and property of the LEA.
They are responsible for safeguarding, . Inaimin-
ing, and periodically reporting on the condit,Wof
,these financial and phYsical resoprces. One of the
most important functions in carrying out steward-
ship responsibilities iS keeping accurate inventpry
records: The need to establish and maintain inven-
tory records usually stems from some combination
of the following conditions:

LEA managers often need informatio$1 for the
proper management of fixed assets that can
be best derived froin 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.

MaOreState* and Federal fundingaprograms
require that an, inventory be mai?nained of
certaimitems purchased with progratn funds.

Boards' Of Education and/or LEA managers

attired

grany.
,

0

In osponding toinese requireihetitS, inventory

ma),: require that certain special:inventory
Systems be establis ed beyond tho
to WiSfy auditors d6outside irtgyro-

-
. systems can accomplish several objectives:

'National Committee on GovernmentaI Ac. -min
111

G# ov-

ernmental Actounting, Audhiog; and Financ'th flejmoing,.
Municipal Finance.Oflicers Association.; I3li East 60M4Street.'

Xhicaso. Illinois 60631. 1968.

4, ,)

TopiOodically chfek the condition and avail-
.. abthty Sf an'itedt;,e.i., Is it in good working,i

A, t.

F
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condition? Is it 'temporarily out of service?
. (ias &been- stolen?

To mike the staff of the LEA more accoil-
',able for ,LEA property. by direct involvement .in

the InVentory procesS and assignment Of re:,
(sponsibility 'for-the control of certain-items.

Fo prqvide information riecessaary for making
operating, decisions and planning- for the
future. Examples of some of ,the more com-
mon planning and management -activities are
presented in chapter .3; pp I 1-12 of this.
handbook. Increased utilization of equipment
-nd 'reduced investrnent.in new fixed assets
re two possible results of such activities.

.o provide informotion for preparing re-
uired. inventory lists nd feports for audi-

ors, funding agencies, and -tt!e.

ch 1..EA'will have a different combination of
inventory needs to which it must re Adne and a
different set of objectives it deSireS accOmplish.

. It must design its inventory systS. accordingly.
Two keys to operating an efficient and. effective

.-inventory system are (a) deciding what iteens to
inventory and lb) selecting the proper inventory
methods.

DITIDING WHAT ITEMS TO INVENTORY-

Most LEA's have an inventory system that deals
with. equipment. Such systems ( I ) may focus on
specifick tYpes of erquipment, such as those pur-
chased with. categorical (restActed-use) funds, or
(2) may encompass all equipment owned by the
LEA.

While it is.important to periodically inventory
equipment items (the accounting and auditing
profession recommends inventory c:ontrols for

PROPEI 1 Y ACCO?JNT1NG

AN INV,ENTORY IS THE BASIS POR A
PROPERTY INFORMATION SYSTEM

Some LEA's extend their inventory systeni/to.
record more descriptive information than is re-
quired by. theat:0*(1D_, or outside funding- pro-)
grams. The eNpetted benefit is thefl availaWlity of
more detailed information for planning and deci-

,-sionmaking purposes. Such an expanded set of
inVntory records also- can be. thouglit of as a

,pr(»e,rty inPrmation system, since it contains.

trio information than is required to meet basic
.inventory needs.

course, before an LEA extends its inventory
system-to include either additional items or more.
detailed information, it should weigh very carefully
the extra coSts involved. Through proper planning
for the .expansion of its p'roperty records, many
LEA's cab gain atIlditional benefits while keeping
the costs of the more cqmplex property inforrna-
tion System in balance.

most fixed assets),..many LEA's also find distinct
.-alvantages.in extendiM their iriviittory Systems to.

stoCks-of. valuablv:stippliesi-SuCh supplies might
include .food; $)anitorial* stiAlies, or laboratory
chimic4s. OtittiptVbenetitsN in.. reased,gontrol.
Are usually gita4st for those;stipplies liiCated in
idistrict.kvel warehouses, but cantapply to sUpplies
in individual sc,ho'ols. if, the supplies-are

4

hfsinifi-
cantvalue.

1 r,-.. .

s A genetal rulet the tr,tal v,alue of ail item (or
(like items) to the- 1.EA is more important

stgnation as supplies or equipment ih
ether or not to inventory the item.

4 4
.

DECIDING BETWEEN GROUP CONTROL
AND INDIVIDUAL (UNIT) CONTkOL

A major decision in developing any inventory or
property information system is decidinghow much
effort tb de!ote to controlling (keeping track of)

-each equipment or supply item.. In. general, each
item cat be controlled in one of three ways:

. Individual (Unit) Control. This is the most
desirable form of control for 'equipment' since an
individual record is kept on-each item. The condi-
tion and utiliziition of sail 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 adyis-
-ahk, in general, for all but the lowest-cost equip-
meht items.. Equibment items that might otherwise
come under:group control-hut have a high theft or
casualty piftential. should aiso be considered for
indivigual control.

Gr,#0;control, ltors, falling into this-ca4ory
are oflindilidual itiflv t, when taken aq-,agiffiu
group,-Are valt4ble enou to justify- the 64 of
providing- sormi-type of cOntrol over their security,
location, and conditioR. A group. should alwaYs
consist of identte14, or reasdhahly similar items.
(iroups may vary in size and specificity of the iteMs

<1

1
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included. For exAm ple,.an LEA might chbose to
group its,chairs in, any number of ways: by size
style, room location, or building location: The
advantage of grotty control overindividual 'Control
is thal far more items can be controlled with
considerably less lime and paperwork. On the

rot herpand, very little specific information is avail-
/ able about any given item.in the group.

Group control is 'most applicable to any equip-
ment item which meets all of the following condi-
tions:

. .

*-

I It is a piece of equipment for which the
relationShips of individual maintenance Cost
to the 'Original cost and other factors are not
critical in determining replacement policy.

;. It.- is. a: piece of equipment .for which ..thc
observance of individual performance and
othr individual characteristics are not criti-
cal in determining replacement policy.

It is .the -same as some other pieces of LEA
equipment with respect to function, material,
shape. and size.

4. ft has tio serial ntimber giVen it by the mann-
: facturer.

The inventory control of supplies may also be
thought of as a group-coritrol protess. While the
unit value of .most supplies is, usually too low to
justify control or recordkeoping on. an Individual
basis, the aggregate inventory value of somerp-
plies iti significant. Such items nfIght include tood,
janitorial supplies, gasoline, and others fuels. When
applied to these 'types of slipplies -group-control
methods similar to thtsc used with equipment can

A

4

.

reduce financial-loss resulting from pilferage, tnts-..!
handling, and overbuying or underbuying.

:

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 liule value that the cost .of imple-
menting procedures to monitor their use, lOcation,
and condition are nO1 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 equip-
ment.

SUMMARY

. .

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 tp follow the item's
condition and availability. Consequently,...the level
of control directly affects the amount of time and
effort spent in keeping track of the item. Individual
control offers the capability .to closely .track a .

single item's condition and availability, while
group control forfeits the opportunity to focus on .
an' individual item. However, group control allows
.far more items to he inventoried with considerably
less time and paperwork. The level of control .

applied to .a given item, which can range from an
annual inventory to the tight security locked
tool crib, shoul e,based on the relatixe Impor-
tance of the o the overall operatiOn of the
LE-A and is usu y in direct proportion to its
purchase or repla ement cost.
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Appendix A

GLOWRY

This appendix contains definitions Oproperty-
Mated, terms not defird elsewhere in this hand:
book: Terms located elsewhere in the handbook
may be lOcated throne' the use of the Index or
Vthrougb1qhe data-item classifiCations in chapter 4.

Yhe GloSiary is, arranged -alphabetically"and
includes a limited inióinit of crostkeferencing.

Each definition that has been taken from
another handbook in the State.Educational Recy,
ords.and Reports (SERR) Series is followed hy a
Parenthetical expression containing. the . Roman

, Aumeral of the source handbook. The letter,"Ir.
'following such a RoMan nurrieral indicaies That the ,
handbook is the reviseil edition..In some cases, Oie
definitions have been modified and are identified
as such. In ail cases where a definition was avail*,
ble in a previously Published handbook, the most
recent -stiurce wai used.

ACCOUNTINGThe procedureo( Maintaining
systematic records of transactions (happenings,
occurrences, events) relating to persons, objects,
.or, money and summarizing, analyzing, and
interpreting the results. of such records. (VR,
modified) So also FINANCIAL ACCOUNT-
ING.

ALTERATION ..,OF A .BUILDINGMinor
changes, made internally that do not involve
malor structural changes: (III).,See also RE-
MODELING, RENOVATION OF A BUILD-
NG, REHABILITATION OF A BUILDING,

REPAIRS, and MAINTENANCE.

AMORTIZATION (a) Gradual reductibn, re7
deMptiOn, or liquidation of the balance of. an
accOunt recording to a specified schedule of
times and amounts, (b) provilion for the extin

,_,A:guishmentol*debt by means of a Debt Service
Rind (Sinking Fund).'

,Nlatlonal Committee on Governmental Accounting, Gov-
ernmental Accounting, Auditing, and Financial Reporting.

. .

.41 d,

4

,
BUDGEt-LA aplan of financial .Operation

bodied an estiMate of proposed expenditure&
ior a given period Or' purpose, and the propoSed
means* of financing them, The budget ugually.
-consists of threeparts. The first part -containsn
messiAt from. the. budget-making 'aUthOrity to-
gether with a suMniary Of the proposed expendi-
tures and the means..of finaneing . them. The
second part consiSts of schedules supporting the

t surrinurry. The schedules 'show in detail the
proposed expenditures. arid means 'of financing

; lhern, together with informaIjon.as,toparkt years' <
ictual revennes and expendituresand Other data .

, used in making the estimates. The third 'part is:
composed 'of drafts Of the' appropriation, reve,
.nue, and borroWing measures necessary to put
the;budget into effect. (11R) See also CAPITAL

. BUDGET..

BUILDING CODEA. systematic collection of
the laws, rules, and regulations of a governmen-

. tal' entity related to building construction and.
utilization.

CAPITAL ASSETSSee PROPERTY. See also
Capital Assets, p. 6.

CAPITAL BUDGETA revenue and expenditure
plan for the acquisitilm and disposition of
property. See also BUDGET.

CAPITAL OUTLAYAn exgenditue reiulting
in the acqnisitiorieOf property ,or addli.ions. to
property that are presumed to have benefits for
more than I year. It is an expenditure for lahd
or existing buildings, improvements of grounds,
constrection of buildings, additions to build-

-, ings, ranodeling of buildings, or initial, addi7.:

Moakipal Finance Officers Association, 1313 East 60th Street,
Chicato, 111 60637, 1968, p. 153. . .

11611).1

11

-103

5



104

. Ilona!, and. replaceinent quip nt. (IIR. modi-
t'.fied)-See also appendix ,.p. 107, .

CASH FLOW MAN GEM.ENT Controlling"
the timing ana 'dispo itiotii of reCeipts.and- ex-
penditureobligations o maintain the best possi-
ble finanCial. position

CHART OF ACCOU TS -A list of all aceOunts.
generally used in .an individual accounting'sys-

-.: tem. In..additiOn to account titie the chart
includes .an, acCount, number that has been

. assigned to' each account..Accounts in' the chart
are arranged with' accolints of a similar' nature;

. tor example, assets and.liabiaties. (IVR)
- :..

CLASSIFICATION 7-A systrnatic arrangemtnt
of items in groups with defined, lik4haracteris-
tics; tar, one such group within 'a' classification
system.

CODING A means of distinguishing among
.items and categories of information bY assigning
turriber5'or othe'r'SyMboiie'designations so 'that
the items and categories are readily identifiable.'
(VR)

COMPARABILITY The' characteristic 'of coin::
monality. among or:between selected elements
'measured. in tertns of identical Constan
accuracy of the measurement of the
cOmparaby is usually dependent
'lumber of cianstants applied. (IVR.)

, COST BENEFIT,--Amilyses that prOvide the
means for comparing the resource's to be allo-
cated to . a specific program with tht results
likely t be obtairticilfrom it; or, analyses that

. providcf the means for comparing.the results
'. likely to,..be obtained frOm the allocation of
ertain resources, toward the achieVement of
alternate or Competing objectives. ovitys..

.

COST *FFECTIVE.N ESSLAnalyses designed to
measure the extent to which resources allocated
to a. specific objective under each of several
alternatives actually contribute to accomplish-
ing that objective, so that different waYS of

.

gaining the objective may be compared. (IVR)

DATA PROCESSING --The activities of Piled;
ing and organizing data, storing for future Use,
and preparing statistical reports. (IVR)

r

PROPMTY ACCOUNTING .

C

EVALUATION --The process of ascertaining or
judging the value or,amount of an action or an
outcome by Careful 'appraisal of .previously
specified data 'in light of theparticUlar situation.
and the goals and objectives previimsly estab-

,lished. (IV R) .

EXPODITURESCharges incurred, whether
paid or unpaid, which are presumed to benefit
the current fiscal year, (11R)

FACILRIESSee PROPERTY. See also Facili-
ties, p. 6.

FEDERAL EDUCATION AGENCY-,See Fed-
eral Education Agen,cy, p..,7

FINANCIAL ACCOUNTINGThe recording
and reporting of activities and events affecting
the mOney of an administratiVe unit and its
program. 'Specifically, it is concerned (l) With
determining what accounting records are to be
maintained, how ley will be maintained, and
the procedures, methods, and forms to be used;
(2) With recording, classifying; and summarizing
activities -or eyents; (3) with analyzing and
interpreting 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 Specific period, and the
evaluation of status and results of operation in
terms of established\Ohjectives,- (IVR) set alsp
ACCOUNTING.,

1

FIXED ASgETSSee PROPERTY. See also
-Fixed Assets, :

INTERMEDIATE ADMINISTRATIVE UNIT
-:-See INTERMEDIATE 'EDUCATION

AGENCY.

.I1MERMEDIATk EDUCATION A GIgNCY
AIXA)-*--An administrative agency, smaller than
the State agency, existing primarily to proVide
consultative, advisOry, adininistrative, or statis-
tical services to local education agencies, or to

% exercise certain regulatory functions over local
veducation agencies. An intermediate eduelition
agencY may operate schools and contract for
school services,.but it does not exist primarily to

:render such services. Such agencies May or IMIYO

not have taking and bonding authority. Where

C.,A
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there is a supeA,isory union board, the union is
s ncluded as ari intermediate education agency

(adapted from the ,,definition of Intermediate
Administrative Unit in VR.). See also Local
Education Agency, p: 7.

.

AN.y2t.NTORY- A detailed list or record showing
quantities, descriptions, values, and frequently,.
units of measure and unit.gices of property .on

. hand at a given time. Alsolthe cost of Supplies
and .equipment on hand not yet distributed to
requisitioning units. (IIR)

LEA.See LOCAL, EDUCATION AGENCY.

LIFE-CYCLi; COST-,---The total of all .costs asso-.
dated with owning and *rating .a building Or

ritem orequipMentZ inchidinecosts of planning,
constructing, financing; operating, maintaining,
and disposing of the buildg or item Of equip-

Lifecycle costs may be either projected
, (i:e., before the fact); or actual (i.e., after the

fact).

.s LOCAL BASIC ADMINISTRATIVE UNIT
See LOCAL EDUCATION AGENCY.

. LOCAL EDUCATION AGENCY -(11EA)- -
education 'agency at the loCal- level exi
primarily* to operate schools or to-contract or
qlucational services. Normally, taxes may be
levied ..by such publiscly operated agencies..for
school purpoSes, These agencies niay or may not
be. cothminous wh cowl , city, or town

boundaries. This term is ed:synoriymoSsly
/N\ with the terms !,'SchoOl distriet,:';:school system".

.and'''.Iocal basic administrative unit." (IVR) See,
also I.O61 Educafion Agency,- pp. 7 and

r.

LOCAL SCHOOL bISTRICT Sce LOCAL
'EDUCATION AGENCY. ,

I

. 14AINTENANCEThose activitieW coficered
0,14:viith keeping the groprids, buildipgs, and egttip-
..!."2*nt at their oritconditiokof complethess

or
,

efficiency, either through repairs or re-
blaceinent of property (anything IesS.than rep"
placemeti.t of a total property uniti. (This defi-
nitipn is identical :tb definition of MAINTE-
NANCE OF PLANtin IIR) See also REPAIRS.

OPERAVONAL UNIT 1--A separately budgeted
subdivision of an LEA established to carry out a

. major objective Or group of objectives, such as a
sehool; the transportation unit,' or the athletic
department. (IVR)

105

PERSONAL PROPERTY Property of any kind
oicept real property. It may be tangible (having
physical existence) or intangible (having no
physical existence, such as patents, inventions,
and copyrights).2 See also REAL PROPERTY.;
and Movable Equipinent, p.

. .

PLANNINGThe selection or identification of
the overall, long-range -gOals, priorities, and
objectives of the organizatiOn, and the formula.:
tion of various courses of action, to be followed
'in working toward achieVing those goals, priot-
ties, and objectives. (1VR)

R:

FIROGRAM----A plan of activities and proCedures
designed to aca:omplish predetermined .objec-
tive or set of aIlied objectives. (IVR)

PROPERTY L-Sites; buildings; and equipment,
both built-in anti movable. See Site, p.' 42:
13uilding,, p.48; and Equipment, p 75 and p.
97 .

PROPERTY DATASpecifi c ilems of informa-
tion about land, tiuildings, and equipment,'
usually organized in a file as part of a property
accounting system.

PROPERTY RECORD1--A collection of property
data where,information about a particular prop-
erty item of group of items may be 'found. A
property record may take the form of a file card,
a looseleaf page, one or more key-punch cards,
or clata _entries on a magnetic tape or-disk for
computer usage:

,

REAL_ ESTATELand, improvements to site,
and buildings; real 6roperty. (HR)

:. REAL ItOPERTy2See REAL ESTATE,

REHABILITATION OF- AlliUILDIly.*,2The
general overhtuling of a coruPlete, building. or.

2"Federal Management Circular 74-7, Attachment, N.r Gen-
eral Services Administration, Office of Federal Managbment
Policy, September 13, 1974; also codified in the Code riffedetal
Regulations as 34 CFR 256. FMC 74-7 is.essentially the same as
OMB Circular .A-102.

.r
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major section. thereof to better., adapt it for'
continned use-for the .schokl program. or a
different type. of occupancy. See also AL-
TERM EON OF -A BURPING', .REMODEL-
ING, RENOVATION OF A BUILDING, RE-
-PAIRS, and MAINTEANCE.

.REMODELING Any major. permanent Struc-
tural improvement to a .building. It includes
changes ol :partitions, 'roof structure, or walls..

. Repairs are not included here but are include0
under -maintenance. (111t) See also ALTEICV

.. FION.OF A BUILDING,..REHABILITATION
OF A, BUI.L.D1NG, .RENOV.ATION OF A
BUILDING, REPAIRS, Ind MAINTE-
NANCE.

RENOVATION OF A BUILDIN( The reliew
Mg of a biading or Pa'rt thereof Without citang-
Mg structurt, function, or diisign..C1II).See also
ALIE.RA TION 01-- A BUILDING, RENA:
BILITA FION OF A BUILDING, REMODEL.
INp,REPAIRS; and MAINTENANCR,,

.

. .

REPAIRS The reStoration of .a given piece of
equipment, of a given building, or of grounds to
original condition of completeness or efficiency
from" a worn, damaged. or deteriorated condi-
tio MR) See Iso MANTENANCE.

SCHOOL P The site, buildings, and equip;
ment cOnstitute ihe physical facilities used by a ..

single school or by two or more schools sharing
the use of common facilities.411R)"

SCHOOL -)STEM---All the schools and sup-
.

porting ser' ices controlled by a board of educa-
tion or by any other orginization that operates.
one or more schools. (VR) See also Local
Eflucation Agency, pp. 7 and 8:

SEASee Si-.ATE EDUCATION .AEN.CY.

STATE --A tirm that Upplies tO tt* 5QStates,
outlying areas, the Trust Territorytaf,the.Pacifiet;

ind the Digtriet of Coltii4ia. (V11)

STAtE HOARD OF 4DUCATION
constituted body having the.thajor responsibil-

.,,,ity..for the general supervisiop ofelernentary and
secondafy education in'tite State. This board

I

,PROPERI Y ACCOUNTING

may'also 'have total 'or partial responsibility for
the supervision-of higher education. (IVR)

STATE DEPARTMENT OF EDUCATION: -An
'organization, composed of the chief-execthive
officer (Chief State school officer) and Staff, that
exists to conduct the work delegated to it by
law: (IVR)

:STATE EDUCATION AGENcY (S.EA)-7-The,
organization established:by law for the primary..
purpose bf carrying -out at least a part of, the
education .revonsibilities 'of the State. It is
characterized by having statewide jurisdiction
and.'may be compiosed of a .State board, chief
executive officer, and staff. $ome State edOca-
'ion agenares may lack one or two of these three
elements., but ip any ose theictru*t be either a
bOard 'or a chief executiVe. offiCer..The term
"commission" is soine)imes used synonymOusly

. with "bctardl" (IVR)Sie also. State. Education
Agency, 7.

,STATE EDUCATION AUTHORITY-:-An .or-
gani.z.ed and officially constituted group of indi-
viduals or an individual responsible for policy
deCisions related to constituti9nal and legisla-
tive provisions pertinent to ducation in the
State. (VII) a

SYSTEMS ANALYSIS Activities invoMng the,
sewith for and evaluation of alternatives that are
relevant to defined objectives, based on judg-,

Inent, and,' wherever possible, on quantitative
methods; the development of data-processing
procedures or application to electronic data-
processing equipment., (1VR)

t.
.

J

'TEACHING STATION or TEACHER STA-
TIONThe space allocatiOn required 4{o' at-
-commodate a teaches (or.teachers) and a. group
of students durinV instructional actiVIties. The
amount and -characteristics. ofte 1sOade in- apx.5.
teaching station wig vary aCcording to subjeck I

Y," ,thatter,area a.nd local'pr Statpolic.ies or ,34,Fi-,
dards on student/teker ratios or .studentt4Vek .

!quart foot: (b),The-specifit fooation and OttiiI
equipthept. (i':e., de4, .1,0etertt, demonstritiab,
tatite). fequired by ti'.tea r to 'cat 7:14iiiiist
signed instructional :acti iesSth. roup of,
,studefits.

4
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Appendix'f. .

CAPITALIZATION .

: c ;.

'CAPITALIZAI1ON *AND
.CAPITAL OUTLAY' .., :

ince the use of the terM" hal Outlay' Varies
from State to State:04re is o uniform relation7. ,

ship:between the terms "ca taladutlay" and "capit.
taliiation." Ina funding. nse, capital outlay may:
refer- to a portion of he: budget Specified for
restricted use. For example, miry StateS restriat
part of their minimum fOundation. aid.' to capitatL,
outlay expenditaes,9 such ,as eqUipment and im- : i 1.

provements. to building, lp an. accdunting sense,
capital %Outlay May refer to the' way. a particular
expenditure,transaction sho classified. Fort
example, in aifinancial account

Ni
stem based:on.

'HandboOk 11R, ' Capita) Outlay 'IS 601 ...:0t, the
principal categOries under. the Object dimerisibn. . -

When the lerm capital outlay is 'Used' in- the
accounting sense as outlined HandbOok.11R1 its
relationship tg. the term &pit lization is Straight-
forward: all items classifieØ under ale 'Capital
Outlay,category in the Obje 'diniension'are- fixed

:assetalind all fixed assets shou pitalized:
:Wbeg capital outlay is used Ao deItcfunds

with'rntricted Use, its relationship to the
_ capitalizatiOn is not always as simple. Smite States

restrict the use of capital outlay funds.(algo re-
ferred to as capital funds, capital grant funds, and
bond funds) to fixed opts only. Some father
:restrict Use to' equipment only., or equipment and
building improVements.' Other States extend the
use of capital otttlay .fundi lo include more than

'fixed assets, such ,as . lies and rOaterials re-
quired to prepare a pc nsthicted building for
-opening. In th4.an1 4. r cases, the LEA would
normally Capitalize afity he fixecrasset items.

tn summary, all fiiedliset items shoulti bc
capitalized, and should als6beclissifiekl under the

. ,
Capital Outlay object in accordance witb iland-
book Hg..3 However, such items ',may or may.not '.

,

'

. . .
Capitalization is the act of recording the vayue

of an item of proOrty in the General Fixed .Assets
IrtoGroup of Accounts or in appropilate fund on

the LEA's Balance Sheet.' e value recorded for
he item should be its loriginal],cost, or estimated
[original] Cost if the original coSt is not available,
or, in.:the Case of giftS or conribution's, at...fair
market.value at the time received.";

.CRITERIA FOR.
CAPITALIZING PROPERTY

Capitalization. applies oily to items with a
useful life greater thaws! year; This includes all
sites,i pitdipgs, :and ,cquipment, but evludei. sup-
plies (ke chapter- 7. p. '97; for the distinction
between equipment . and supplies). Also imProve
ments to sites. buildings, and equipment can be
capitalized. Improyements are generally thOught of.
is any alteration,_renovation, or rehabilitation of a
fixe4 asset that- extends the life Of..the asset or
otherise provides benefits for more. than 1 year. A.
list of many of the items categorized us improve-
menti to'sites is 'presented in the-definition of data
item 129 Nature. of Site Improvement, on
Page 46. .

Sumdarizing the foregoing statements, an item
can and should be capitalized if it. is:

I. a.site,

2. a liuilding,

3. an equipmeht ite m. (as defined in Chapter 7,
page. 98), or .

4 4. an impto'vement tO a site, building, orequip,
men

.1Financia1 ounting forfixed aigts is diSCIlsed in detail in
Handbook-II pp. 220-228. See appendix E for full: biblio

'graphic infoit6;tion:on .this handbook. A :

betICPAlCommittee on Governmental efOUnting and
." Auditing. *Autry Audit Guide: Audits ote and Local

Governmenial Units.. New York: American Institute of Certi-
(kJ PubliciAccourifints,,1975. p.

4

.%

'See appendix E for full bibliographic, information on
Handbook IIR.
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Appendix C

DEPA9ATION

The National Cominittee. on Governmental
,teccotinting defines .depreciation as the'expiration

in, service life of fixed isseta.; .other -than wasting
asseti, attributable to wear aiiitlear .through.Use,
and lapse of time, obsolescence, inadequacy, Or'
other physical,or functional cause.

I
NCES encourages all Stateand local education

agencies- Winvestigate Ways of using depreciation
informatiorvertrkarice the important process-of
calcUlating the total costs of education programs
ana services.. The follqUing. excerpts -from the
AICPA'S (American Inititute Cert.ified Public
A'untants) Industrj, Audit Guide: Audits. of

State and.L:ocai Governmental Unihi may be of
interest. ,to 'those States and. LEA's wishing

:investigate the toPic further. The reader stiould,
' bear in .mind'that this document was published' in

1975, and that .reViiions of the concepts Or state-
. ments quoted below that may have occurred since

1'975 have not been.reflected,.
Pages l718 in chante,r 2. "Accounting Princi-

ples and Concepts," state: .

With reSpect- to. depieciation 'of general fixed
assets, there ,are two cf asons for a renewed

'interest in the . subject. One is' the increasing
p. .trend'in the- number of governthental,grants,

both of federal to state an local; and of state to
local, which allow depreciati a r , ursa-
ble cost. Another is theneedio Marihalall costs
including depreciation tor the purposes of meas-
urinif cost of governmental services and evaluat-

- ing the efficiency of programc: s.

-

4

I

Thereare ftnir reasons for computing deprecia-
, tion for.governinental units: (1) profit measure,

- Tent for enterprise and intragove Mental-ser-
vice- funds, (2) cost aecoun forservices 'and

IAICPA Committee on ernmenial Accountiog 'an
Auditins. Mdustry Audit Guide: Audits of State and Luc
GoveMmentai Unfr.r..14tw York:.ArbericaO ipititute of Ce
fled Public ti,ccountiihts, 1973.

programs, (3) as a cost to be included in the
bitsis for reimbursements pr grOts, and (4) ,
systematirlinoqizatio.n of cost to recognize use
or absol scence. "Granted these reasons for
computing depreciation, however, maintaining
suchknformation and including it in financial"
statements involveleparate questions.

4
44

, .
Depreciation should berecorded on fixed assets
financed primarily by charges to users, such as:
those included:in, enterprise and intragovern-
Mental service funds. With respect to generfr.
fixed assets in a 'general fixed assets group of
accounte, some financial statement users may
prefer that depreciation be computed and re-

' ported even thO-ufh such amounts re nat ajy

charge against any fund. Accordingl , as long as
i

original cost or other appropriate amounts are
ntintained and reported. 'there is no objection .

,to reflecting An allowance for depreciation in the -,
general fixed aSsets .grOup of accounts with a
corresponding reduction in the amount shown
as the investment in .such assets: Where the
amount shown as 'the investment. in such assets

Lirs.dcategorized .by source of investment, the ,

uction may be shown ii a reduction of the
total of such categories.,

. .

ft, addition to the Industry Audit Guide, Audi/S.
of State and LocalGovernmented Units, referenced
above, A ICPA has published oilier documents that
address vaiiout aspects pf depreciation, inefirditi ,

Accounting ,Principlei Board Opinion No. 12 and
AccOulting Research ,Bullelins 33, 43, and 44
(revised). Other sources. of 'written materials on
depreciation . poliCy and plaCtiCe marbe located
through State and local CPA orpnizatibii and..,
throUgh the.Municipal Finance Officers Associa-,
tion in Chicago. ' ,.

Thfl '.9,n of deptveciation-related data items
5 of this handboOk should not be

*lie 'WO .i.iii: retitki,einent., that depreciittio
. *,;;,, gi:

,- '.:1,,e, 109 ,

1 Y
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information should 4-'-calfulated or recorded in
the property files (or in the School finance files)..
The presence of these data items suggests that they
.are pOtenally useful to LEA's, and provides
uniform terminology and definitions for .those

triat wish ty maintain such information.
For those agencies interested in using deprecia;

tion techniquss, the following.general guidelines
may be of assistance.

Depreciation . applies only to buildings, site
improvements, and equipment; land is never
'depreciated becauseit is not consumed in use.

The most/common depreciation method used
is the stlaight-line method. In this method.
the annual amount of depreciation is ealcu-.
lated by first subtracting thc salvage value of
the iteni ftom, 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 At the end of its antici-
pated useful life.

An addition to a building can best be.depre-
ciated separately from the.building to which it
is attached. It is easier to-4o this if the

41

4

4.

i'liOPERTX ACCOLiNTING

building addition has also been capitalized
a(see appendi B) separately.

p A renovat n dr rehabilitation can be depre-
ciatbd by dding thc costs of such renbvation
or rehabilitation to the book valurof the asset
(that is, the value remaining after accumu-
lated depreciation has been deducted frorn
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.

Anvadditional discassion of depreciation is
presented in Handbook HR,2 pp. 66-68, in the
sections on Operating Cost, Building Use Cost,
and Equipment Use Cost.

,

1See appendix E for a full bibliographic reference to Hand-
book IIR.

4
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t;. Appendix D

ACKNOWLEDGMENTS

A large number of indiViduals were involved in
the development of this handbook. Over 100 per-
sons attended natiomil and regionqconferences as
representatives of the nine nalional professional
organizations and variqus State and Federal agen-
cies. Others served as c4sultanteto the contractor
or on special review committees. MayTher indi-
viduals who reviewed haldbQdkiiierials chan-

ineled their contributions through the* organiza-
Itional representativespr committee members.

It would be impossible to list here the name o
every individual whii.Made an important ,contribu-
tion to the handbook, the organizations and people
listed beloW, however, deserve special recognition.

'
Nine national professional organizations, repre-

sentinga-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, In addition, eackorganization,
through the efforts of the delegate aile the organiza-
tion's leadership, recommended representatives for
the 10 regional review meetings. The following list
identifies each of the riine organizations, along with

of the executive. offieev and the name and
title of the project delegate. Individuals are listed

according to'title and location at the time.of their
participation in the project.. ..

AMERICAN ASSOCIATION OF COMMUNITY AND".114NIOR COLLEGES
President:
Project Delegate: Peter Krupczak

Assistant Vice President, Business Managenierit
Triton College
River rove, Ill.

Edmund J. Gleazer, Jr.

'AMERICAN ASSOCIATION OF SCHOOL:-ADMINIS/RATORS
klecutive Seerelary: ,Paul a..Salmon,

.

Projeet Delegate: Frank X. Dela.van
. Manager, Building Program Management Team

2 Sacramento-City Onified ScAool District
Sieramento,.-Calif,

11.

.

AMERICAN IN TITUTE OF ARCHITECT
NATIONAL COMMITTEE ON ARCHITECTURE FOR EDUCATION A

President: Samuel A. Derieux
'Committee Chairm en 11 Lockv.,
Project Delegitte: Wendt V. Locke

right Foster
Oklahoma City, Okla.'9.

Allernate Delegate:
r

' Jarnes Lynch
Lynch, Payne, Champion, Barnaby,' Inc.
Des Moines, Iowa

. -f -
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. ASSOCIATIpi FOR
Executyc DireF.tor.:
Pr ojelibelegate:

4

PkOPERTY ACCOUNT1Ng

EOUCATIONAL 'COMMUNICATIONS AND' TECHNOLOGY.,
Howacti B. Hitshens

'C. James Wallington
Director of Research and Communications)
Association tor tEducatiomtl communications and.1 echnology
Washington, D.C. .

ASSOCIATION FOR EDUCATIONAL DAYA SYSTEMS
President:
Project Delegate:

ThOmo J. tMcConnell, Ir.
ThomastJ. McConnell, Ir.
Director, Computer Center
Atlanta Public Schools
Atlanta, Ga.

ASSOCIATION OF SCHOOL BUSINESS OFFICIALS
OF THE UNITED STATES AND CANADA'

Executive Director: Charles W. Fostei
Project Delegate:, p.

Creta Sabine
.

Associaies Professo'r of Educational Aclininistration
Illinois State UniverSity,
Normal, RI.

COUNCIL OF CHIEF STATE SCHOOL OF'FICERS
COMMITTEE FOR EVALUATION AND INFORMATION.VSTEmS

Executive Secretary: Byroh.W. Hansford
Committee ChaiiMan:s James E. Mitchell
Projectekgate: James E. Mitchell

Associate Superintebdent, Planning and Managenient Information
Department. of. Pifblic Instructionr Des Wines, loWa

COUNCIL OF EDUCATIONAL FACILITY PLANNERS, INTEWATIONAL.,
Executive Director: Dwayne E.Gardner
Project Delegate: Donald 0, Bush

Professor 4 Educational Administration
,Central Michigan University
MOuht Pleasant, 'M

BOARDS ASSOCIATION
Harold,,V..."Webb

' Omar Blair
, School Board Member
- School District No. One

Denver, Colo..

-144TIONftrl,CHOO,I.
Eitecutive Director:

'Project Delegate:

. The following people served as wnstiftinis to the
thtoughoin thc development oi the handbook:

C. William Brubaker
Vice President'
Perkins.and Will
Chicago, Ill.

1.

,

contractor and provided special atsistance

Charles E. Trotter
Director, School plaipting Laboratory
University f Tennessee
Knoxville, Tenn.

1
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. E. Raj, Holt
Assistant Superintendent, Departinent

al #usiness Affairs
MemPhis City- Schools
Memphis, -Fenn.

*

David Whitehead
Superintendent
Paducah School ,District"
Paducah, Ky.

46,

Tlag following-WividUals.partieipated in the series of tell regional re eetings conducted in the.
SumMer ofilitit. These.. individuals w,ere noininated hy one or mor of the ni participating profes"- ..,

,.sioniForganizations.
The meetings were .helil in July and .Augusin the following cities:

,,\
,..

i

Atlanta, Ga. mist:PU, Pe: .

Boston, Mass, ansas.City, Mo..
Chicago, Ill: . New York, N.Y.

'Dallas, Fex. :. San FranCisco, calif.
Denver, 'Colo. Seattle,. Wash.

-

Individuals are liStedlaccording

Ad 0. Acers
Manager:, jtiformation Systehis
Oklah6:ma,Stlite" Departinent of EdUcation
Oktitheima Ot,y, Okla. .

William S. Adams
Assistant Stiperintendent
DeKalk C5unty Public Schools
Decatur..(ia.

:

--

to title.and location at the tin*-of their participation in the project.
, -1-

John A. Barker; Jr.
ManagemenOnalyst
Georgitate Department of. Edtication
Atlanta; .

GuyN. Barnes
SuperintendenQAccOunting Services
.Shawnee"Mitsioti-U. S. D. #5t2
Shawnee Mission, Kans.

Dr. 1 Milton Beck
Specialist in Facilities Planning

and Utilization
California Community Colleges
Sacrifmento,

J. Je ry Benson -

Aisis ant Superintendent for Business Affairs I
Mobi e County Board of School Commissioners
Mobi , Ala.

Riehard H. Bergman
Director of Data pr2ceSsing
Milwaukee Public SOOls
Milwaukee, Wis.

pith EyBernii4rd ..";

"Assistant Professor, I3!ept. of Educational
Media and Technology

University of Toledo'
Toledo, Ohio

1-fenry J. Binzer
Associate in School Busineis Management.
New York State Education Department. .

Albany, N.Y.

; JAmes.0: Biiss
Supervisor of School Finance
.Missouri Department of Elementary

; and Seconatkry Education-
! -Jeffers-oil:C-4,M

.,

Samuel V. Brock
Coordinator Physical Plants
Dallas County Community'College.District'
Dallast Tex. .

Oliver S. Brown
Assistant guperintendent, Business

Management Services
Cambridge-School Department
Cambridge, Mass.

C. William Brubaker
Senior Vice President
Perkins4 Will Aichitects
Chicago, ill.

..
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SchoolDistrict Number '11
Colorado Springs, Colo.

Dr. Lyle R. Bruss
Chairman, Education Committee
Green: Bay . Board of Education

. Green Bay, Wis.
,

.:JOle.s. L. Cabe,. Jr.
'Fo,d Program Specialiit
1.1 DA -.ENS'

rlant4,

Wade Carlson
Board of Education
St, Vrain. Valley.School District RE-1.1
'Erie, Colo.

.Marilyri'L: Carson .

Director of Data Processing,.RECAP
'Office of the Santa Clara' County

Superintendent of, Schools :

San Jose; Calif.

James E. Champargne
Assistant, Chief. Accountant
East Baton Rouge Parish SchOol Board,
Baton Rouge, La.

Judge B. M. Miller Childers
Chairman, Selma y Board.of Education
Selma, Ala.

Fredrik M.. Ch men
State Direct

.State'Pepa ment of Education,,

. St. ['dui, n.

Carl R. Clark
, Manager of Systems and Programming

=Texas-Educatiorr Ageney--"--
Austin, Tex.

iusene W. Clear.
Property Côntrol Officer
State Departnidt of gdurcation
Atlanta, Ga.

Thomas Cooper
birectorjacilities Planning
Nortfishore Schools

"-Bothell, Wash.

Horner R: Crow°
Assistant Director Business Services
-Aurora Public-Schools
Aurora, Colo.

,.

rielbritige
Educational Director, VocittiOn

Education
Tennessee, Department. Of Education
Nashville, Tenn.

Joseph A. DePalma
(Retired) Assistant Superintendent
South Huntington
Huritington, N.Y.

Harold Deselms
Director, Field Seiiccs
Nebraika Dtpartment of Education
Lincoln, Neb.

Ryland Dishner -

'Assistant State Superintendent
State-Department of Education
Richmond, Va.

Harold.Doane
Director, Division of .§tatistical Serviceir
kentucky Department °of Education
Frankfort, X*.

Diine Dondero
Scho I Board District #203 Naperville
Naf,4ville,

Ivan Downs%
Chief, Division of School,Accounting Systems
Pa. Department of Education, Comptroller's Office
:Harrisburg, Pa.

Donald A. Fantini
Committee Member
Cambridge School Comm.
Cambridge, Man. .

PROPERTY ACCOUNTING

f

Norman H. Finkelstein
coordinator of Audiovisual L-ommumeations,

Brookline'Poblic *hools
Brookline,'Masit.

- Michael A. Finkelston
Accounting, Supervisor.
Dallas Independent School District
Dallas, Tex.

James Fitzgerald
Meinber,, Cambridge School Committee

-Cambridge, Mass. -

Dr: Chiirles W.,"Chuek" Foster
. Eiecutive Secretary
,Association of School Business,Officials
Chicago, Ill..

4.
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Mark M. Fox
ssistan erlr

Department of Education
Cheyenne, Wyo.

Dr: Minitruth Galey
Brofessor

o ,Temple UniVersity
, Philadelphia, Pa.

. Office of Education
Springfield, Ill,

/
Dr. Leonard P. Garlick
Consultant in ,Systems and Development
Marylind State DepartMent Of Education
CockeYsville, Md.

Margaret S. Genn
Assistant to Superintendent for Businesi
William .Penn School District
Lansdtsvne,..Pa.

Carlo Giacone, Jr.
SyStehis Analyst
East Baton Rouge PaYish SchoOl Board
,aton Rouge, La.

Tom dlags
AssIstiint Professor, Education Administration
College of Education
Pullman, Wash.

Paul Glick
Cdpiptroller
District 205
Elmhtirst, Ill.

Danny Grammer
Accounting Inventory Clerk
Dallas Ind. School District
Dallas, Tex,

Ben !E. Graves

Wilmette, Ili.

John M. Greenly.
Education Statistics Assi,te

, Pennsylvania Department of Educiqion
Harrisburg, pa

Charks R. Gustafson
Assistant DirectorProperty Accounting
Jefferson County Board of Education
Louisville, Ky.

Rithard "ey.. Harclerode
Board Merniier, Ewing Townghip, New Jersey
Trenton N J. Sr

Y.
,s1

.
Dr..Williani J. Hoek

.
Superintendent
Eau Claire Public SchOols
Eau Claire, Mich.

Dr. Hilda L. jay
Media SPecialist
Ridgefield High School
Ridgefield, Conn.

John B. Johnson
Director, InstruCtional Communications Center
GOVernbes-State University
Park 'Forest South, Ill.

Leonard T.-Jordan
rc ct ".A

East Ba n Rouge Parish, School Board
Baton Ro , La. .

Philip T. Kelly
SuperyisorFitiance Office
South Carolitia State Department of Education
Columbia, S.C.

Itonald Kelton
Consultant, Sghool Finance and Data Services
Colorado Department of Educiition
rienver, Qelo.

George X'. Knight
Associate Superintendent 1

Houston Independent School District .
Houston, Tex.

Frank KoAnan
Supervisor of gedia and Research Services
Motmtain View College
Dallas, Tex.

Paul R. Landgon
Vice Prement
Columbus Bodrd of Education
4olumbus, Ohio

Rolland Larson., .

. Director of School Canstruction
Department of Public Instruction
Bismarck, N. Dak.

.
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William R. Latighlin
Associate rin ii B

Paul W. Marsh

e
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Charleston ounty Public Schools, S.C.
Charleston, S.C.

141).

Steve Leggett
Accounting SystemiSpecialist
Jefferson County Public Schools
Lakewood, Colo.

Raymiind J. Lewandowski
Ditector of .4ccounting
Milwaukee. Public, Sctiools

Irving Li rinan
Profess
University of Washington
Sciatic, Wish.

Chartes'P. tlOyd
'Administrator External Support Services
Utlih State Board of Education
Salk Lake City, Utah

Walton Luttrell '
:Director Planning and Construction Unit
Kentucky Department of Education
Frankfort. Ky.

Evelyn D. Lyon
Property Accountant
Denver Public Schools
Denver, Colo.

J. A. Macgonald
Food Progfam Specialist
USDAFNS
Atlanta, Ga.

OthellO MCsto
ACcountant
New Jersey Department of Education
Trenton, N.J.

J: bee Maren
irector of Accounting .

efterson County Schools
LakewOod, Colo.

Arnold M. Marous
Regional Sales Manager.
Industrial Appraisal Company
Chicago, Ill.

Montana State University
Bozeman, Mont.

Charles L. MaxweQ
Business Manager \
Prescott Unified School District #1
prescott, Arii.

Arthur J. McCann
thief, Statistics and Information
-Vermont Department of Education
Montpelier, Vt. -4

H. Thomas McCray
Treasurer
Cabell County Board Of Education
Huntington, W.Va.

William C. McMinn
Dean
School of Architecture
Mississippi State University, Miss.

Roland Mergener
Director Audiovisual Department
Rhode Island College
Providence, R.1.

Frank A. Mestek
Assistant SupervisorrDepartment of Controller
Denver Public Schools
Deriver, Colo.

Carlton L. Milby
President-qndep.. Board of Education
Independence School District
Independence; Mo.

Art,

Howard L. Miller
Director Schtol Building Services
Missouri State Department of Education

.Jefferson City, Mo.

Ralph W. Moyer
Business Administrator
State College Area School District
State College, Pa.

Clifford A. Nahser
School Architect
Atlantit Public Schools
Atlanta, Oa.
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Business Manager
Administrative School District

Cvunty
Bend, Oreg.

Jack Nichols
State Supervisor of School Planning
Department of Public Instruction .
Qover, Del. .

Richard A. Oakes .

Assistant Director of Adminikration
Department of EductionDivision of

Occupational Edecition
Boston: Mass.

. ..

James Osifolk
Chief Additor
New Jersey 'State Departhient of Education'
Trenton; N.J.

Dr. Stanley W. Ovaitt
Specialist in Educational FaCilities Surveys
Department of Education, State of Florida
Tallahassee, Fla.

Eugene.E. Paquin
Coordinator Audiovisual Services

Or'ck School Department
Sthithfield, R.I. /

Richahi J. Penrod
Finance Officer
Alaska Departmentof Education
Juneau, Alaska .

ePaul Perry
Accounts Payable, SpecialServices Supervisor
Clover Park School District #400
Ta&irna, Wash.
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Dr. W. M. Reineck
Director of Purchas.ing

Angeles -Unified-School District
Los Atgeles, Calif. 4-

Gerald Robinson
Assistant Superintendent, Administrative
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Appendix E

NCES PUBLICATIONS RELATED-TO HANDBOOK IIIR
_

The following bibliography is divided into two
parts. The first part is a listing of handbooks in the
State Educational Record's and Reports Series,
excluding Handbook II1R: The second part of the
bibliography is a listing of other NCES publica-
tions that may provide information related to
propelty accounting.

Note -L.The letter (R) ind tes a revised edition
,that supersedes the original e ition:

NCES BANDBOOKS.

-

State Educational Records and". Reports Series
(listed in numerical'order):

I I Reason. Paul 12Emery M. Foster, and
Robert F. Wilt.) The Common Cori) of
State Educational Infocmation. Washing-
ton, D.C.: U..S. Governnient Printing Of-
fice, 1953, U.S. Departnient. of Health, -
Education, and Welfare; Office of Educa-
tion, State Educational Records and Re-
ports Series; Handbook 1, Bulletin 1953,
N o. 8, (No lonker _in print.)

IIB. ,Matni, Bert. K., Quentin M. Hill, Joseph
A. Perkins, Jr., and .PhiliP S: Shaw., Prin-
ciples of Piihlic Schogl A ecounting. Wash-:
ington, D.C..: U.S. tlovernment Printing
Office, 1967. U.S. Depart9icnt of Health,
Education, and Welfare; .Office of Educa-,
tion, State Educational Rccords and Re-
ports Series, Handbook II-B, Bulletin.OE
2202.5. (No longer in print.)

RobertiCharlcs T, and_ Allan R. Lich-
teriberger.. Financial Accounting: Classifi-
cations and Standard Terminology for
Local and State School Systems. Wash..:

ington, D.C:: U.S. Government Printing
Office, 1973, U.S. Depprtment of Health,
Education,Fand Welfare; Office of Educa-

tion, State Educational Records and Re-
, port's, Series, Handbook II, Revised, BO-

letin,73711800.

Ill Reason, Paul L., and George G. Tankard,
. ..

Jr. Property ccounting. for Local and
State Sehool Systems. Washington, D.C:
Government Printing Off e, 1959..U.S.-
Department of Health, cation, .and
'Welfare; State Educational Records and

-;,Reports Series, Handbook III, Bulletin
' 1959,.No. 22. (No longer in print.)

1VR Rober4, ...Charles 'T. Staff Accounting:
Clas4lcations and Standdrd Terminology

: for Local and S ate ool SystemS. Wash-.
ingtofi, D.C.: .S. Govern ent printing
Office, 1974. .S. Departm nt oP Health,
EduCation, and Welfare fice of Educa-

' tion., State,Educational .Records and Re-
- ports Series, Handbook IV, Reised, But-

° letin 74-314.

VR Putnam, John F. Student I.Pupil.Accourjt-
IrMg: .Standard Terminology and Guide for
It Managing Student Dal(' in 'Elementary

and Secondary Schools, Community/ Jun-
ior Colleges, and Adult Education. Wash-
ington, D.C.: U.S.. Government Printing
Ofilee,14974. U:S. Department. of Health,
Education, and 'Welfare; Education Divi-
sion, National Center for Education Statis-
tics, Handbook V, Revised, Bulletin 75-315.

..
VI . Putrulm, Johfi F., and W. Dale Chismore.

Standard Terminology for Curriculum
and instruction in Local and State School
Systems. WashirTgibif, ITC::-177.-&-G-overn-
ment printing Office, 1970.: U.S. Depart-4
inent of Health, Education, and Welfarc;
Office of Education, State Educational
Records and Reports Series, HandbOok
VI, Bulletin QE 23052. ,
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yil Harris, Yeuell Y., and lvan
Thei.State Education Agency: ,"./4

!. 4 book Of Standard Terminology, and a,

Guide for Recording and Reporting Wor-
mation about State Education AgencieS.
Washington, P.C.: U..S, Government
Printing.Office, 1971, U.S. Department of
liulth, Education, and Welfare;. Office.of

4Edtkation, State Educational Recbrds
nd Reports Series, Handbook V11, Bul-
tin OE 23054.

Seibert, lian N. Education Technology: A
Handhookl :Standard Terminology and
a. Guide for Recording and Reporting
infortnation about Educational Teclmol-
ogy. Washington, D.C.: U.S. Government4
Printing Offiee, 1975. U.S. DepartMentbf
Health, t ducati nd fare; Educa-

,

411 DMsion, St te Educational Redords
,s
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and Reports Series, Handbook X, Bulletin 4
NCES 76-321.

OTHER NCES PUBI*TIONS

Roberts, Charles T. Gqide for Implementing
Handbook ilL Property'.Avcounting for Local
and State School SysteniSt:Washington, D.C.:,
U.S. Government Priding O'fice, 1966. U;S.
Department of Health, Education, and Welfare;
Office of Etucatrion, Bulletin OE 23029. (No
longer in print.)

Romney, Leonard C. Higher Education Faelli-
ties Invitory. and Classification Alfetual, 1973.

D.C:: U.S. Governm$14*Printing
Office, 1974. U.S. Department Of Health, Edu-
-cation, and Welfare; Office of Edocatidn; Na-
tional Center for Educational Statistics,,BUlletin
Coi, 74-11424. ' ,
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'Accessibility of instruction lOcattons to handicapped, 30,
58

Accounling, 103
a. financial, 104

property see property accounting
Accounts, chart 'of, 104
Acknowledgments, I 11-120
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

Adjunet, 66
floor area of-36, 74, 87
type of, 36, 74 .

Adult/ community/continuing education agencies. 7
Agencies, types of education, 7
Agricultural area, 25, 44
Alteration, 33, 64, 103
American

, National Standards Institute, Inc. (ANS!), 57, 67
Standards Association, Inc., 5/, 67
Standard Methods of Determining Areas in School

Buildings, 57, 67,
Amortization, 103
Animal husbandry area, 25, 44
Annual

cost of building lease, 28, 53
'cost of equiptnent lease, ..18,.,82.
cost of lease, 92 .

cost Of site. lease, 25, 46
Apparatus, machinery and, 37, 79
Archery range,15, 44
Architectural' and engineering services, cost of, 90-91
Area

. of adjunct, floor, 36, 74, 87
of building,,architectural, 87
of building, gross floor, 30, 57, 87-88
of 6uilding, total assignable floor, 30;57, 88
bf disaster shelter, 30, sti, 88
or learning raources space, tOtal floor, 30, 58, 88
qf, multiple-purpose space, support space, and other

Mt 'assignable space, total floor, 30, 98
- of regular instructional space, total floor, 30, 57, 88..

'of site, 24, 42, 88,
of site disposed, 26, 47- -

of a space, ribor, 33, 67, 89
of speCial Instructional space, total floor, 30, 58, 89

,

per student& gross, ?5
standard nMsignable, 89
vocational center, 7

Art equipment; 36, 78
Ages

capital, 6, 103
fixed, 6, 104

Assignable
area, standard net, 89
floor area of building, total, 57, 88
space, 33, 67-71

Athletic/ physical education. sokte, 38.
Audio device, 36, 77
Midiorecording materials, 36, 78-79 .

Auditorium, 34, 70
'Availability .

of building, 27, 51-52
of buildinrentrances for the handicapped, 90, 58:
of 32-1nch doors, 3Q, 59
of simultaneous visual and audible warning signals for

use in'case of fire, 32, 63:-
of toilet facilities forithe handicapped, 30, 58

Average unit cost, equipment undergroup control, 38, 83,
89

123

Baseball field, 24, 43 "
Basketball court, 24, 43
Bench -

desk, or flOor machinery (nonoffice), 37, 80
desk, or floor machinery (office); 37, AO

Benefits of using Handbook H1R
for FEA :-- 9
fof LE S - 9
for Sf 'S 9 )

Bibliography of related NCES publications, 121-122
Book value, 89 s

of building, 28, 54
of equipment, 38, 83

Budget, 103
capital, 103

Building, 26-33, 49-66
acquisition

aind coat information 28-29, 33-54
cost 'of, 28, 53, 91
date of, 28, 34
method of, 28: 53
per iquare Foot cost of, 95
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per itudent cost of,95
.. source of fuhds for, 28. 54
addition code, 26, 49
alteration of a, 103 4k.

architectural area of, 87
architectural volume of, 95
availability of, 27, 51-52 .

a boOk yalue of, 28, 54
code, 10,3

constructiod cost of a, 90
contract cost of a, 90.
contents, insured value of, 29, 54
Cost

annual lease, 28,53
information, 28-29, 53-54
miscellaneous, 91
,of acquisition, 28, 53, 91
of construction, 91
of modification, 33,64, 92
of repair and Maintenance work, 64, 32, 92
of replacement, 28, 54, 92-93
per square foot, 95
per student, 95

design, type of, 27, 49451
disposition

date of, 33, 65
method of, 33, 65
net proceeds from, 33, 65
proceeds, receivinkfund for, 33, 65

entrances for the handickpped, availability of, 30, 58
eXpected useful life of, 28, 54, 94 .

grades in; 27, 52
gross floor area of, 30, 57, 87-88
insured value of, 29, 54
lease

annual cost of, 28
term of, 28, 53

location;27, 49
market value of, 28, 54; 94
materialkselection, 12
miscellaneous., cost of, 9l
mobility of, 30, 57
modification'

cost of, 33, 64, 92
date of, 33, 64
some of funds for, 33, 64

name, 26, 49
number, 26, 49
ownership of, 2 84,45"Nt
physical characterisiics of, 29-30, 55-59
principal use of, 2/, 51
rehabilitation of, 105-106'
renovation of, 106
repair

and maintenance informit12, 64
or mpintenance eVork

completed, d'i(e, 32, 64
cost, 32, 64, 92 V
patoinssi, explanation of; 32, 64

replacement cost,of, 21r, 54, 92-93 ;
source

of electrical supply for, 32, 61
of alma!" treatment/disposal service for, 31, 6f

PROPERTY ACCOUNTING

of water for, 31, 61
. .student capacity of, 28, 52, 89 /

total assignable floor area of, 30, 57, 884

puilding-related data itemalli-66,
BuildMgs, 6,, 26-33

Spaces within, 33-36, 66-75
'"'Built-in equipment, 6, 48, 76, 99

Business edncation space, 33, 68
.Business eqtfipment,16, 78

4.

,

Cafettria, 34, 70
Cafetorium, 34, 70
Campsite, 25, 44

Caliacity
of a space, student, 35, 72, 89-90
of available parking areas off site, 24, 43, 90
of building, student, 28, 52, 89
of cooling system, 31, 61, 90
of heating system, 31, 60, 90
of pavecl parking areas on site., 24, 42, 90
of strudure(s) or special area(s)

participant, 25, 45
spectitor, 25, 45

of unioaved parking areas Ott site, 24, 42-43, 90
Capital assets, 6, 103
Capital budget, 12, 103
Capital outlay, 103-104
Capitalization,107
Cash flow management. 13-104
Ceiling finish, 35, 74,
Chart ofsaccounts, 104
Circulation space, 34, 71
Classification, 104
Classification, format of data item, 22-23
Classification of data items, 21-30
Code, building, 103
Coding, 104
Collecting property information, 11
Combined HVAC system, 31, 61
Common language, 2, 3, 9
Comparability, 104

, Compiling .eports; 13
Computer/data-processing space, 34, 70

(instructional), 34, 69 ,
Computer

device, 36, 77
materials, 76, 79

Computers in property accounting, 12, 14
Condition of equipment, 38084
Conducting research, 13
Conference room, 34, 70
Consiruction cost of a building; 90
Contract cost of a building, 90
Control

group, 100-101
- IndivIdual, MO

little or no, 101
unit, 100

Controlling, 12 !

ak

1.
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-
Cooling

r :g1

primary energy source for, 31, 60-61
system, csoileityof, 31, 61, 90
system, location of, 31, 60

,Cost
analysis, 12
benefit, 104
control, 13
effectiveness, 104

.

equipment under group Control, average unit, 383,89
method Of estimating riplacement

(building), 28, 54
(equipment), 38, 83

*of architectural and engineeticivervices, 90-91

.;.

. .

ai
t7 '44

7,0

of building
acquisition, 28, 53, 91

per square foot, 95
per, student, 95

construction,,9 I
contract, 91
lease,-annual, 28, 53
Miscellaneous, 91
modifieation, 33, 64
repair or maintenance work, 32, 64
replacement, 2§, 54

of educatOnal consultative services, 92
of equipthent

acquisition,. 38, 82, 92
,leaie, annual, 38, 82
repair or maintenance work, 39, 84
replacement, 38. 83

of lease, annual, 92
,oe legal services, 92

nioififitation- to buiklitia, 92
of repair and maintenanckork, building, 92
of repair or maintenance work, equipment, 9

,bof replacement, building, 92-93
of.replacement, equipment, 93.
of site

acquisition, 25, 46, 93
improvement, 26, 47.; 9344
lease, Annual, 25, 46
Maintenance, 94
maintenance or, other work, 26, 47

property-related, 1
Council of Chief State School Officers: "Resolutiot

Data Standards", 2-3
Coverage of communication systems, 32, 62-63
Criteria for identifying equipment, 94-99
Critetlir for identifying ilupplies, 99
Criteria for selecting data items for the handbook, 21-22
Custodial' space, 34. 71

on .

Darkroom, 3, 70
(issitructional), ;4; 69

Oats
'N entry:72

: code, 23. ,
definition, 23
name:23

125

"bmu(is),i2n2ldg-related,65-66
classification format, 22-23
'classification of, 21-39
definition Of, 22, 41-85
equiPment-related, g5
for a psropertY accounting system, selecting, 7
name, 22
not listed in this handbook, 8-9
reference number, 22
site-related, 48
'space-related, 74-75

processing, 104
property - see,property iniormation

bate %

building repair or maintenance Wo rk completed, 3, 64
construction

completed, 28, 53
started, 28; 53

equipment repair Or maintenance wcit.k completed, 18,
84

of building
acquisition, 28, 54
disposition, 33, 65
modification, 33;64

of equipment
acquisition, 38, 82
disposition, 39, 85.

of site
..acquisition; 25, 46

disposition, 26, 48
improvement, 26, 47

site Maintenance or other work completed, 26, 47
Decisionmaking in education, the .need for property

information for plinning and, 1 ,

Decisions, property allocation, I
Definitions of data items; 41-85
Depreciation, 109-110

method, 28,38, 54, 8.3
Derived files, 15
Description of equipment, 37, $0
Designing documents, 5
Developing

a property accounting system, 13-14
new property accounting systems; 5

Device
audio, 36, 77 ,

computer, 36, 77
electronias display, 36, 77
graphics and graphics reproduction4device, 36, 77

Yiltructional, 36, 77
phdtographic, 36, 77
physical display, 36, 77
prOjected and magnified display, 36, 77
subject-matter-related, 36;78.

Disaster shelter, area of, 30, 58: 88
Dispositian

of building, 33, 64-65
of equipment, 39, 84-85
of site, 26, 4748

Driver
educatiomeguipment; 36, 78
training range, 25, 44'

)
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Pvc.,

Easiments, 24, 43
Educational co,nsultative services, cost of, 92
Electronic display

device, 36, 77
'Materials, .36, 79

Energy
conservation, 65-66

.use/conservation studies, 12
Engineering services, cost of architectural services* ,

90-91

Equipment, 36-39, .75115, 94, 97-101 .

ikccounting systems, 76
acquisition

and cost information, 37-38, 82, 83
cost of, 38, 82, 92
date of, 38, 82 .

source of-funds for._38, 83
allocation, 12
art, 36, 78
book value of, 38, 83
builf-in, 6, 48;76, 99
'business, 36, 78
condition-of, 38, 84
cost

average unit, equipmerit under groupcontrol, 38, 83
method of estimating replacement, 38, 83
of acquisition, 38, 82 .

of lease, annual, 38;82 .

of repair qf maintenance work,.39, -84
of replaceffient, 38, 83

criteria 'for identifying, 98-99
description of, 37, 80
dispositton

mothod of, 39, 85
net proceeds froM, 39, 85
proceeds, receiving fund for, 39, 85
reason for, 39, 84-85 .

distinguishing between
built-in and movable, 99
supplies and. 98-99

driver edUcation, 36, 78,
'expected hseful hfe Of, 38;183, 94
homemaking, 36, 78 . .

industrial arts, 36, 78
instructional, 36, 77-78
insured value of, 38, 83
inventory number, 36, 76
inventory of Supplies and, 99-101
lease, annual cost of, 38, 82
lease, term of:38, 82
list nf +implies, 97-98

kit value of, 38, 83, 94

needs forecasting, 12

IS
. mob ty, 37, 81

move , 6, 76, 99
.'music, 36, 78

organizational responsibility for, 37, 81-82
ownership of, 37, 81

.te

4.
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physical education, 36, 78 ,
physical location of, 37, 81
related data items, 85 .

repair
and maintenance information', 38-39, 84
or maintenance work completed, date, 38, 84
or maintenance work, cost of, 39, 84,92
or maintenance work performed, explanation of, 38, 84

replacement, cost of, 38, 83, 93
room, 34, 70
scientific laboratory, 36, 78
.selection, 12
tag number, 36, 76
typi, 36, 76-77
under group control,

average unit cost; 38, 83, 89
number of units, 38, 83
units of measures, 38, 83 .

warranty expiration data, 39, 84
Evaluating, 12
Evaluation, 104
Expected useful life

ol4building, 28, 54,.94
of equipment; 38, 83, 94

Expenditures, 104
Explanation

of building modification, 33, 64
of building repair or maintenance workperformed, 32,64
of equipment repair or maintenance worldperformed, 38, $4
of site maintenance or other work performed:26,47

Exterior walls, 29, 55

/.

Facilities, 6, 104
Facility planning, '12
Family and consumer education (home economics)

space, 33, 68
FEig see Fedgail Education Agency
Fe eral Education Agency (FEA), 7
Files

derived, 15
original document; 13

'property information, 14-16
Financial accounting, 104

records, property accounting records as support for,
18-19

Fixed
::-assets, 6, 104

interior walls, 29, 55
Floor

area
of a space, 33, 67
of adjunct, 36, 74, 87
of building'

gross, 87-88
total assignable, 88

of learning resources space, total, 30, 584 88
of regular initructional apace, total, 30, 57, 88
of sptcial insfructional space, total, 30, 58, 8V

4
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INDEX

finish, 3.3, 73 .

framing, 19, 55
Football figld, 24, 43
Furniture, 17, 79

4

Glossary, 103-106
Grades in building, 27, 52
Graphics and graphics reproduction device, 36, 77
Gross'area per student, 95
Gross floor area of building, 30, 57, 87-88 .

... .Group control, 101 ,
- ,

average unit cost of equipment under, 38, 83, 80
co4iitions for, 101

a
nlut measure of equipment' under,. 38, 83
mnatorium, 34, 70

H

4111

Hand tools, 37, 80
Handball court, 21, 43.
'Handbooks in the SERR Series, 2,
Handicapped

accessibility of instruction location; to, 30, 58
availability of building entrances for, 30, 58
availibility of toillet facilities 'for the, 30, 58

Hcalth-carc space, 34, 70
Heating

medium., 31, 60
primaryienergy source for, 31, 60
source, location of,.30, 59
symem, capacity of, 31, .60, 90
system, type of, 30, 59 oo.

system, ink of standby, 31, 60
Heavy construction machinery, 37, KO
Highereducation, properti3Oped i
Higher Education Facilities INvent

Manual, 1
Home cainomics Ifaly and nsumer educationY

nd Classification

Instructional
device, 36, 77 .

.equipment, 36, 77 - 4.
Insurance planning and claims suliport..13
Insured value

of building, 29, 54
f*

of building contents, 29, 54
of equipment, 38, 83

hiterediate administrative unit.
Education Agency-

IfItermediate Education Agency, 7, 104-105
Inventory, 105 , -

as the basis for a property information syste , 101

deciding what items to, 100
information, 11
list, II, 15
management, 12
process, annual, 12
records on supplies and equipment, 99-101

Homemaking equipment 36, 68
. Horticulture; aboriculture area, 25. 44

How to use Handbook IIIR, 5
5.

see Intermediate

tK

Kindergarten space, 34, 68
Kits, multi-media, 37; 79

rink, 25, 44
Improvements to sites see Site Improttement
Improving comMunications, 5
Individual control, 100
Industrial arts

equipment, 36, 78
spice. 33, 08

Information
for planning and decisionmaking in education, the'

)iarettil for property. 1
ms property,

LEA see Local Education Agency
Learni4 resources space, 34, 69
Learning resources space, total.floor area of, 30, 58; 88
Lease, annual cost of, 92
Leg'al services, coSt of, 92
Legislation, developing bases for, 13

. Limitations of Handbook II1R, 8-9
Linkagei, 17-18
List of supplies and equipment, 97-98
Little or no control, 101
Local basic administrifive unit, 7, 105
Local Education Agency (LEA), 7, IOS
tocal school district see Local Education Agerrcy
Location

building. 27, 49
control, 12
of cooling source, 31, 60
of equipment, physical, 37, 81

; of -heating source, 30, 59
site, 24, 41

Machinery
and apparatus, 37, 79
heavy construction. 37, 80

Maintenance, 105 ,

and repsirihop, 34, 70
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. information
building-repair and, 3, 64
equipment repair.and, 38-39, 84

;site, 26, 47
management, 12
schedule, 38, 84
scheduling system, 75-

Major equipment items,
Make or brand, 37, 81
Manufacturer *name Or number, 37, 81
Market value-

method of estimating, 26, 28, 38, 46; 54, 83
of building, 28, 54, 94
of equipment, 38. 81, 94
of site, 25, 46, 94

Materials
audiorecording, 36, 78
computer, 36, 79
electronics display, 36, 79 '
in structural sYstem, .30, 56-57
printed, pictorial, 364 79
projected and magnified, 36, 79
recorded instructiOnal, 364.78-79
three-dimensioilal, 37, 79

Mathematics laboratory, 34:68
Measuressrelating to school property, 87-95
Mechanical space, 34, 71. . .

Media-based instructional laboratory, 34, 68
MIthod

of building
acquisition, 28, 53
disposition, 33', 65

of equipment
acquisition, 37-38., 82
disposition, 39, 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

acquisition, 25, 45, 46
disposition. 26, 48

M ino.r equipment itC1113,
.Miscellaneous, cost orbuilding; 91
Mobility of building, 30, 57
Model number,..37, 81
Motion picture

-studio. 34; 70 ,

studio (instructional), 34, 69
Movable eqUipment, 6, 76, 99
Multi-tnedia kits, 37, 79
Multiple-purpose space. 34, 69
Multiplepurpose space, support space, and other as-

signablc space, total floor area of. 30, 58
Multipurposl .

.eotirt; 25, 43
field, 24, 43

., Mimic
equipment, 36, 78
space, 34, 68

PROPERTY .ACCOUNiING

Name of general contractor, 28, 53 9
National Center for Education Statistics, t
Nature of site improvemeht, 26, 46-47
Nei proceeds from

building dispositiOn, 33,.65.
equipment disposition, 39, 85
site disposition, 26, 48

New or used at time of acquisition, 37; 83,
Nonassignable space, 34, 71
Nonexpendable, 98
Number

building, 26, 49s
equipment tag, 36, 76
-of fixcd-student stationS, 35, 72
of stories (floors), 30, 58
of structures or special areas of given type, 25, 45
of Units, equipment under group control,. 33
site, 24, 41
site addition, 24, 41
space, 33'; 67

v

Obs ck course, 25, 44
Of c, 34, 70-7,1.
0 rating, 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, 103
Ownership

.

.
of building., 28, 52
of equipment, 37, 81
of site, 24, 42

Parking
areas off site, capacity of available, 24, 43, 90
areas on site, capacity of Paved, 24, 42,.90
areas on site, capacity of unpaved, 24, 4211e0

Parochial schools, 7
Participant capacity of structure(s) or.special.area(s)

(off site), 25, 45.
(on site), 25, 45

Paved playground, 25, 43
Per square fdot cost of building acquisition-, 95
Per student 'cost of building acquisition, 95

'Personal property, 105
Photographic device, 36, V
Physical

characteristics of building, 29-30, 55-59
display device, 36, 77 °

education eqtfipment, 36, 78
location of equipMent, 37, 81

rj
1 4 a
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Planetarium, 34, 68-69.
Planning, 12, 105
Planning and decisiOnmaking in education, the need for

propertrinformation for, 1

Policy, making administrative, 13
Preschool playground, 25, 44 )s-
Primary energy source

for cooling,. 31, 60-61
for heat, 31, 60

Principal
use Of site, 24; 42 . .

Use of building, 27,.51
Printed/pictorial materials, 36, 7.9:
.Private schools,
Nogram, 105
Program costing, 12

a-Projected
and magnified display device, 36, 77
and magnified thaterials,"36, 79

Projection. room, 34, 71
Property, 6, 105

accounting, 11
computers in, lip
manuals,:itate-1 el, 8
methOds and procedures, 9
purpose of, 11
records; as support 1'ot-financial accounting records,.

18-19 .; . .
sYstern; 30, 11-12; 14

developing a, 5,1 3-14
selecting data items. for a, 7
for Smaller LEA's, 8

. types of,.12
data, 105
files. 15
information (data), 105

collecting, 11
files, 14-18
for planning and decisionmaking in eduCation, the.

need for, .1
systems:1

basic, 7 .1

inventory is the basis for, 100
sophisticated uses of, 12-13
using, II 4

personal, 105.
real, 0, 105
records, 1-1, 105
terms relating tq, 6
used in higher education, I

Ourchasing controVI2
Purpose qf property accounting, 11
Purposes of Handbook Ill, Revised, I, 3

R

Radio
station (instrational); 34, 69
'studio, 34, 71

Ratios, 9,5
Real estate, 6, 105
Real pranti*.6, 10:r

0
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Reason
for building disposition, 33, 64-65
for equipment disposition, 39,14-85
for site dispoSitiOn, 26, 47-48

Receiving fund
for building disposition proceeds, 33, 65 .

. for equipment disposition proceeds, 39, 85
for site disposition protiteds, 26, 48

Record, property, 105 \
Recorded instructional materials, 36/78-79
Reference nurnber, data item, 22
Regional education .centers, 7 .

Regular instructional space, 33, 67
total floor area of, 30, 57; 88

Rehabilitation of a building, 105-106
Remodeling33, 64, 106 .

Renovation, 33, 64, 106
Repair and maintenance information

building, 32, 64
equipment, 38-39, 84

Repairs, 106
Replacement cost

of building, 28, 54, 92-93
of equipmen. 38,43; 93

Reporting, 12
Residential sPace, 34, 71
"Resolution on Data Standards", Council of Chie(State

, School.Officers, 2-3
Responsible individual, 37, 82
Rifle/shooting range, 25, 44
Roof

deck, 29, 56
framing, 29, 56
membrane, 29, 56

Room, 66, 94
Running track; 25, 44

Safety
and security systks, 32, 63
planning and evaluation, 12

School, 4849
distriCtIoqal -- see Local Education Agency
or'other operational unit name, 26; 49
or otlfr operational unit nutnber,27-49
systeM, 106
plant, 106 1.

Science laboratory, 34, 69
Scientific laboratory equipment, 36, 78

. SEA - see State Education Agency
Secutity systems, safety and, 32, 63 h .

Selecting data items for a property accounting sygirn,'7
Serial number, 37, 81 vr 'Pr
Significant value, 98, 99
Site, 24-26, 41-48

acquisition
cost of, 25, 464 93
date of, 25, 46
method of, 25, 45-46

- source of funds for, 25, 46
addition number, 24, 41
additions, 24; 41 r"
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)-3° .

area of, 24, 42, 88
capacity

of availabk parking areai .off, 24, 43, 90
of paved Atkins arelLon:, 24, 42, 90
of unpaved parkingiplis on, 24, 42-43, 90

cost
.of acquisition, 25; 46, 93
of imProvement, 26, 47, 93-94
oflease, annual, 25, 46
of maintenance, 94
of maintenance or okheK Work, 26, .47

dis d, area of, 26, 47
disp firm; .

date of, 26,48
methocl. of, 26,.48
net proceeds .from,.26, 48
proceeds, receiving fund for, 26, 48
reason for, 26, 4748

improvement, 6,.93-94.
cost of, 26, 47, 9344
date of, 26, 47 .

'nature of, 26, 46-47
lease, .1

anntial cost of,.25, 46
term of, 25,46

location, 24, 41
maintenance

cost of, 26, 47, 94
Or other'work completed; date, 26, 47
or other work, cost of,126, 47
or other Work done, explanation of, 26, 47

market value, 25, 46, 94
name, 24; 41 .

number, 24, 41
ownership of, 24, 42
prihcipal use Of; 24; 42
selection, .12.
type

of struct re (exCluding building) or special area off,
25.4

of str ture (e.xcludin.g building) or special area on,'
24-25, 3-44

Site-related data 'terns, 48
Sites, 6 ,

imProvements t , 6, 93-94
SoCcer

stUdio,-34, 71
studio (instructional),.34, 69

Source .

of electrital supply-for building, 32, 61
-of funds

for building acquisition; 28, 54
for building modificatioh, 33, 64
for equipment acquisition, 38, 83
for kits acquisition, 25, 46 .

of Water for building, 31, 61
Space, 33-46, 67-75

assignable, 33, 67-68, 74
athWtic/ physical education, 33, 68
businese education, 33, 68
, capacity of a student, 84-90
Circulation, 3.4, 71

V.

I 1

.

PROfgRTY ACCOUNTINS\
"..

'computer[data-prócessing34, 70
.computer! data-Rocesaina (instructidfia)l, '34, 69.
custodial, 34,-71
dimensions,_33, 67, 94 -,

family and consumer education (home normcs), 33,
68

floor area
of a, 33, 67, 89 .

'of learning resources, 30, 58, 88
of regular instructiona1,430, 57; 88
of special instructional, 30, 58, 19

for exceptional children, special instruction, 34, 69'
health-care, 34; 70
industrial arts, 33-, 68

,kindergarten, 34, 68
learning resources, 31, 34., 58, 69, 88
mechanical, 34, 71
multiple-purpose, 34; 69
music, 34, 68
needs analysis,. 12
nonassignable, 34, 71
nuniber, 33,67
regular instructional, 30, 33, 57, 67, 88-
residential, 34, 71
.special instructional, 30, 33, 58, 670, 89
storage, 14, 71
structural, 34, 71
student 6apacity of a, 35, 72, 89-90
support:. 34, 70
type of; 33, .67
vehicle storage, 34, 71-71

Space-rttated data items, 74-75
Special

deed restrietions, 24, 42
education cooperatives, 7100
instructional space, 33, 67-68

--trrststAiclional space for exceptional children, 34, 69
instructional space, total floor area, 30, 58, 89".

Spectator capacity of structure(s) or special area(s)
(off site), 25, 45
(on site), 25, 4S

.Standa d net assignable, area, 89
Stand rdization, 87
Stand rdized terminology, 2
State, 106

board of education, 7, 106
department of education, 7, 106
Education Agency..(SEA), 7;106
education aUthority, 7, 106
education commission, 7
Educational Records and Repot-I Series, 2

State-level properly accounting manuals, 8
Statistics, education, 2
Storage space,.34, 71
Stories (floors), number of, 30, 58
Story, 94-95.
Structural space,34, 71

-Student capaCity .

of a space, 35, '72, 89-90
. of a building; V, 52, 89
Student, gross area per, 95
Student stations, number of fixed 35, 72
Subject-matter-related device, 36; 78

. ,. .

It
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Supplies,
and equipment, distinguishing between, 98-99
and equipment, inventory records on, OA RH
and equipment, list of, 97-98

'criteria for identifying, 98-99
Suppoit

space,14, 70-71
space, and other assignable space, total floor area-

"of multiple-purpose space, 30, 58.
System

property accounting, 7, Vb, lf-12, 13-14
property inf matiOn, 1, 7, 11; 12-13, 100

Systems analys 106
Swimming pool, 25, 44 -

Teaching.station,.106
Television

studiO, 34, 71
studio (instructional), 34, 69

.Tenniacourt, 25, 43
Term.

.

of boilding /lease, 28, 53
of equipmenhlease, 38; 82-
of Site lease, 25, 46

Terms relating to property, 6
,Three-dimentiOnal materials, 37, 79
Tools,'hand, 37, 80 0

Topics covered in the hahdbook, major, 5-6
Total

1/4

assignable-floor area of building,'30, 57, 88
floor area;

of learning resources Space, 30, 58, 88
of multiple-purpose space, supportspace, and other

assignable space, 30, 58
of regular.instructional space, 30, 57, 88
ofspecial instructional space, 30, 58

track and fipd areit, 25, 44
:TYPe

of adjunct, 36, 74
of building design, 27,-49-51
of communication systems, 32, 62
of emergency electrical supply, 32; 62
of heating system, 30, 59

WY'

of lighting, 35, 73
of space, 33434, 67-71
of standby heating system, 31, 64
of structural system;29-30, 56
of structure (excluding building) or special area off

site, 25, 45 .

of structure (excluding building) or special are* nn
site, 24-23, 43-44

of ventilation, 31, 61
of wall finish, 35, 73

Types of education agencies, 7
Types of property accounting systems, 12

Uniform information, 2
Unit control, 100
Unit Of measure, equipment under group control, 38, 83
Unpaved playground, 25, 44
Use

of building, principal, 27, 51
pf property information, 12-13.
of site, principal, 24, 42
of the handbook, 5

Users of the handbook, 5
Using property information, 11 .

Utilization scheduling and monitoring, 12

V.

Value, significant, 98, 99
Vehicles, 37, 80, 85'

4/chick-storage ispace, 34, 71-

Vendor name dr number,' 37, 81
Volleyball court, 24, 43
Volume Of building, architectural, 95

. Wading pool, 25, 44
Wall flexibility, 35, 72
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