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e
:LETTER OF 'TRANSMITTAL

DEPARTMENT OF THE INTERIOR,
BUREAU OF EDUCATION,

Washington, b. C., November 26, 19e8.SIR: In 1912 a committee on uniforq records and reports of thedepartent ot supOntendence, with the cooperation of the Bureau 'ofEducation o, the *United States Department of the° Interior, theBureau of the Census, and the AssoCiation of Shool Accounting "44-cers, published a report which was reprinted and ciiculated by theBureau of EduCation agi Bulletin, 19121 No. 3, under the title "Reportof the Committee .on Únifor* Records,and Reports." This bulletinserved a uselfú1 purpose for. miiny years, but it is now out of print..At its Meeting in Indianapolis in 1924, the Na,tional Association ofPublic School Business, Officials, realizing the need for a bulletin toreplace Bulletin, 14912, No. 3, appoilited a committee to cooperatewith the Burefiu of Education jn.the revision of this, bulletin. At therequest. of the Bureau of Education, the department of superintend-ence cif the Nationtl Education Association appointed a corilmittaeat Cincinnati in 165 to cooperate also in the revision of the 1912report. The N'ational League of eompulsory Education Officialsappointed a -c6operating cpmmittep ae its meeting in Cincinnatiin 1927. .

have asked Mr. Emery M. Foster, principal seatistical asSistantin this bureau, to edit (Lnd abridge the reports, of the tooperatirfgcommittees so as to include only thOse portions which are glirectlyapplicable to the Bureau of .Education. I recommend that theabtidged reports be published as a bulletin of this bureitu.
Respectfully submitted.

The SECRETARY OF THE INTERIOR.

y
IA. IVALBACH,

Acting Commissioner..
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A

Report of ICommittéés o'n Uniform Records
' and Reports /

\ IntroductionI

he sections.o(thi: report deal with various divisions of the prob»
Iei of rec,or4idg Llici reporting sehool datii It. was not possible, due
to spar limitati ig, for the department olf superiniendence to cover
all the phases of hi's topic which they hid planned for their report.In thi bulletin it has .been nfemary further to oiiiit the sections on
person el records report§ of teachers to parent:, bibliography, list

4

of age cieS
eb
distr.' ting schttol-reci;td forms, and explanation of Rains -.

on the ta4 form and to apridge seine of the otherÀ,ctiohs.
The nin1!We havsought to avoid .being undWy dogmatic.

Final p-ronouncen ento Mist he made .with caution- hi to just what
data s uld be rec rded by a school systein and as to jOt whattreporta
'should e mfule. vimature decisionspn these matter4 would hinder
rather' t Ian .advan school efficienc$.

.1

iit col, siderable ¡number of forrnp represehtative of gozi practice
htrie'been inchtded in the. report. Rather Olin uncrtti 'ally adopting
any partic,ular iet of rd farms, whether' found in ¡bulletin or
developed by other gge ie, a school stan should eviluate in the
light of best theory.and 1 ,:' own peculiar needs several alternative seta
,of forms, The use of, i 8 : procedure ;should guarantee a schoól
system a system ofirecord orms which will not only meet the demands
of the State and ift:ederal e I vernmentii for data reported on co-mpar.t
able bases, but wi1 supply e information n'eeded for effective local
administration ár4 in4ructi The material in thi report should

.1-4e lookeilupon b 1041 schoo systems 'as the starting point in *the,
6, development or reizisiin of a syst,r(n of records and ..

These are amon¡g e characteristics of an ac local7
.school records:

1. TheY'should make fo imiforniity and comparabilboth'as they
co 4. rn .data from diff: t spurces within the school .syStem an.c1 asth y concern'data Coll: ; in &her school systems. 'must be
ligreemen,t as to the me: es: of4e!ns on which informaiion is col-
lected; ands as to proced used Ilk recording da. I./Record fdrms*mild alwa provide for the coil tiqn of Oe minimai frs,
such as tip required by the State and Federa C4overniptin,te and:.
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2 copairrrNES ON, iiNIFORM RECORDS ANT) REPORTS
. .

O.
, ,,

_ .
.

..

such additional informatiim as is desired locally lor the whole sohool
system.

2. The:mount of data recorded should be no more than is needed
arid will be used. School proceduq're to be eilicient must be based
up,on exact information. Professionally trained leachem;
and executive officers readily recognize the importance of adequate
records. Such records facilitate wise administrative 'control, make
ilosItible the ineasureli3eni tf the' efficier.:cy of school and
its improvement, make ¡mssible the prediction of future needs, and,,
gnerally furnish the factual basis upon which school practice sht;uld

Zased. On the other hand; duplication of effort in reco0 keeping
should he eliminited Aiie'ver possilr so that the cierical burden
on teachets, principals, and their clerical assistants will be reduced to
a miniiimm. Nc 4tem of information should beecollected which is
not used. N6 item should be rticorded more than (ince unless such
double recording is essential: The recording of informatiOn fs not
an end in itself.. Unless` the information reco.tded functrons in

pertinent research dui better school practice, its collection IR 'wasted
effort.

3. The various remrds of (a school system should be coordinated
and unified. Not only sholthi the financial records of a school system

s be unified in 'themselves, but these records should he coordinated with
those having ,to do with child ccounting, supply and textbook

omi other estlilial 'cords. The information collected
in one set of records shoula -rdinate- ith ond supp1enitnt that
recorded in other records.

To assisf school systems vi4oping record system% possessing
the foregoing characterisiic the purpos% of the material in the
subsequent sections.

Financial Records of a Scbool System'

In 191., the commit te'e -on uniform records and reports of the
d'epartment, oi superintendence of the NationsQducation Associa-.

tion pet forth- the desirable scill%dule tor reporting fiscal statistics.'
In presenting this repoh, the committee indicatkd tJk &kilts* of

, having fiscal statistresedifferentiat4wA only with regard to the pur-
. pose for whicll money is spent, but also.iith regard: to the special

typos of shools to be found in a given city. The :form of riport
'reedinmended by the committee provided for a di63:entiation that
would enable anyone to make adequate conparisoná of the different
cities of the UnitedStaterand at the me time called for a system of

I F141 Report of the Committee ori ritform Reco d Reports. Nat. Rate. Assoc., February, 1911
Also published aa Report of. the Committee on I'Mfo .itevortis and Reports. U. S. nu. oftEduo., Bois
kiln, italic No. 3, Washingtoo. D. e.

Ut 8. B o( &WC.. Bulletin, 11112, No. 3, Waahtnytou. 1). ra, pose a&
9. \
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,,FINANCIAL RECORDS

Accounts which would make it possible to4isedver the'cost of partic-ular types of schoolá within the systeM
During the 16-year period since the is. utpee this original reportsignificant progress has twin) Wide in the United States in aehiewing tUe pbrposes set tip byf the original commitiee.' Many. States'have devoted much time and thought. to the preparation of fhlancialaccounting systems which would make valid, financial comparisonpossilk within the boundaries of the State on the basis of the fornis ofreport recominended by the department of superintendence, t.tr.United States Bureau of s&iiic.ation, find the National Association ofPublit School Business Officials. Among. the States which havemade signifiqint, 4ntributions iire Ncw York, New tler4ey, Indiana,Wisconsin, Pennsylvania; and Idaho. The edlicationa proassion isindebted to the -school men of these States and ot her `States who havegiven serious iionsWerdtion to the 'financial -accounting problem andhave contributed to standardization in this field. Yhe State depart-ments of the alx;ve-nnmed Soles have pubhishM valuable

accounting handbooks. These handbook's will materittliy as.r.:W corn-mittees in otbtr States which are desirous of making their contribli-
sbons toward greater unifgrmity in financial aciounting. .

An making this preNent report, the committee has reco*f1ze4 cer-tain diffimitie§ and.neek14 which have dilvelopedi out of tfie univer-.sally expiessed desire to secure unikrinity in finauciitl accounting',It has been recognizeti that a system of accounts shoufd ufficientlycomprehensive to cover all aspects of financial manage ent. Thelack of 'clprical help and other local factors emphasized the neM for acondensation of accounts in the smaller scimol systems. in the prep-arption of this report; the -effort -liaS been -.made to yet)ifirrior thesmaller school system the advhntages of uniformity wit out. increas-ifig unduly the burden that would be plaeed'upon the admiilistra-tive officer.
It is'obviously impossible to reproduce all of tf;e good features ofthe financial amounting 4stems mhich have beeñ'deyelope4 in thevarious States. The gcnebiroutline of the report covers in a suf--ficiently com'prehensive. manner' all of 1.11"6 bafzie financial 'record ina sChool organiziaion. The system of ciassifwatkm follows the.re&muilendations of the United States Bureiu Education andiNational Association ef Publi,F Sehool Busitess Variationfroin the general outlim .reccimmentied by -the c

poisible in iny
priiiciples

órgailization. It is recommended, h
general involved in the-classificallion of iccou ts be accept0'Wherever comMittees revise their State system.3 .0 ly the fort:nit'

4

in the subsequent paragraphs of this meat cet:iain specific
purpose oCillustration. The committee does not rtcommensl other, which accept the emeriti principles of amounting
44
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4 e COMM1TTEESt ON, UNIFORM RECORDS AND REPORTS

necessary to provide data for reportivg itlickitems usually asked for
are shvwn in this section. The' other forms mentioned are shown
either in the complete report' or in 641` Public School Busipess
Administration." 6

ESSENTIAL FINANCIAL RECORDS

I. Minuté Book

Since the minute
.

book should be the record of all offirial acts of
the boardsof education, it is essential that it should" be well main
tained, and so arranged that ready reference can be made to any
single action of the board. The book should provide not only for a
permanent -record of the minutes df board meetings, but also for
standard forms for reporting monthly financial statements, and

4tb detailed statements of expenditures. ( The following mechanical
details are recommended:

I. Loose-leaf form.
2. Standard typewriter sizg.
3. CoMplete alphabetical index.
4. Marginal? index.
5. Each motion entered in paragrarih form.

-e

II. Annual Budget Statement

The budgeLis a statement of estimated receipts and expenditures
and shpuld serve as a basis for accounting control. A full budgetary
statement should be an integral part of the accounting system.
It should be in a form which MakeT ready reference Possible, and may
well be placed ut the beginning of.all records. A convepient form for

..a general statement of the budget is shown in Form 1. (Foi 1,

4, 5, 6, 7, 8, 9, 10, 11, 12, 13, 14, 15, 16, 17, 18, 19, and 20 were
prapared by Fred Engelhardt and Fred vo.n Borgersrode, authors of
"Accounting Procedure for ,Sehool Systems," published by bureau
of publicatioro, Teachers College, Columbia University, 1927.)

III. Purchasing and Requisitioning

Purcha8e order.The purchase order is the conventicaal means
r

used in making Rurshases. This contract form should specify the
amount -to be Olivered, the means'of delivery, the assured price,
and. conditions of payment. The form should be in triplicate Of

qtiadruplicate, depending upon the use.
B. Bid form.Bids "are requested to seduce standard goods at the

best prices and to provide a fair competition,in the open market.

Nat. Educ. Assoc. Research Bul., Vol. V., No. 5. School Records and Reports.
s Engelhardt., N. L. and Fred. Public fichool Business Administration. Bur. of pub., Teachers Cate%

Columbia University, 1927.
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z
IgNANCIAL RECORDS 5

The bid form sent to the vendor should contain the more impor-
, ttnt facts:

1. Date.
2. Agreement to sell.
3. Name and address of vendor.
4. Requirements as to delivery (time, place,

condition).
5. Period to be covered by bids.
6.4rSpecification8 regarding materials or goods.
7. Unitosts and' total estimates.
8. Conditions of pas-ments.
9. Signature of proper officials.

C. Requisition.The requisition au-
thorizes the supply manager to issue ma-
terials to a school unit.

D. Vendor indexo.A card indek of all
vendors, giving address and thè nature of

: stthe purchases, has been found to be .an .

essential record in efficient purchasing. :

The cards should contain the follgwing .8
important facts:

1. Nark of firm.
§2. Order number. co

3. Material. ,

4. Price.
5. Catalogue number.

IV: Initial Records

A. Voucher check.One part of this doc- o
ument serves as a vouchor, one part as a
cheek, one part as a blank Eipace for
indorsements, and% one part as a blank
space for a description of the f3rvices or
ma.terifils being paid for. An example in
actual use is that in Pocatello, Idaho, in
which a carbon copy of the check (Form
2) is made on the inside of the voucher
(Form 3) which serves as a voucher
jacket.

Across tne end of the reverse side of
the check part of Form 2 is the following
stiotement:

41

This is issued according to law and is within the lawful debt limit ofthis seho triet. , I
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6 COMMITTEES ON 'UNIFORM RECORDS AND REPORTS
=Elk

Make indorsements below

The indorsement of this check must be technically correct and is a full receipt
for the account as per memorandum attached or as stated on face of warrant.

B. Journal voucher.The journal voucher provides a mean's for
aulhorizing, adjusting, and initiating certain fihancial proceedings
and' accounting transactions which are not expenditures. It is used
as an authorization for opening the books, as a means for accounting
for petty cash and stores, for providing a recapjtulation statement
for the allocation of salaries to various accounts, for indicating budget-
ary apportionments or adjustments, and siiiilar transactions. It
sages clerical labor and makes accounting control possible. Journal
vouchers should be numbered and filed.

C. Voucher jacicet.A convenient form for init intig accounting pro-
cedures is provided by a voucher jacket on which the superinitendent

FORM 2 *-

I
e

t
iTmtairttuormat
i

i
4

h
I:

41 I
A v

_ __

I

1

. x

SEMIS OP Pocitello Independent School District No. 1 No.
ANNOCK COUNTY. IDAHO s

- . INT.-
IDAHO. 192 TOTA .POCATELLO.

PAY TO .
j OR ORDER. $

. . ...

FUNDOtt OF not
.

TON

BY OecHot Iloocio Taurreas
. I

ay

DOLLARS

.

PavaeLe Wrnson Otecown as vas

. ..

.. 4 ,
maim

Type in the blank space a full description of merchandise or services for which payment is being made.

or fils assistant indicates t°,11e disposition of the expenditure. As the
name suggests, the voucher jacket is an inclosure to which may be
attached the invoice and purchase order involved in the transaction.
One side 6f the jacket is arranged for indicating the accounts to
whicii the various items are tó be charged. Spaces are provided for
each of-the accounts listen in the distribution ledger, thus facilitating
the recording of items. The reverse side cOntains information neeks-
sary for filing and reference. Thd vouchefs should be number d c6n-
secutively, irrespective of the order in which they are paid. ,t'orm 4
has a standard classification` of accounts and Fórm 3 could )ie easily

'reported undër this cjasgification.
D. Vouclar register.The first record of tin expenditure is made in

the voucher register. Form 5 is arranged so that the expenditures
for the major character classifications can be conveniently entered.
The' current expenditures are separated from the capital outlay and

02.
I

t.. :

_ 0

.

Tomcat Dot. No I

..

(

.

.

:

' p.

i

.

-.._

te...p...

.

1 3 46.6 4 4 4 ow .*".
, '
'



FINANCIAL RECORDS

FORM 3

VOUCHER .N,O.
Board of Schgol Trustees

AMOUNT'
INTEREST

TOTAL
. DATE

Code

L=EXECUTIVE AND AD-
MIN.
A. Busnaas ADMINISTRATION

1. School elections and census
2. Clerical salaries
3. Telephone and telegraph
4. Postage, sta., and otber sup.
5. Audits and legal expense
& Other administrative ex-

_.pense
7. Salary store clerk
8. Supplies and other store exp
9.

B. EDUCATIONAL ADMIN.
1. Salaries, supt. and clerks
2. Sta., postage and other sup.
3. Telephone and telegraph
4. Auto and other expopf supt_
5.-

II. INSTRUCTION.
4'. A.. SUPERVISION

1. Salaries supervisors
2. Auto and other exp. super-

. visors

B. ADMIN. AND TEACHING
1. Salaries principals
2. Salaries clerks
3. Stationery and supplies,

principal's office .
4. Salaries teachers

C. ELEMENTARY AND DEPT.
BOOKS AND SUPPLIES

I. Textbooks
2. Laboratory
3. Commercial department_
4. Manual arts cisrpartrnent,.
5. Domestic science dept
6. Music and art.,
7. Physical education
8. Sundry sta. and sup..og
9. Other expense instruction

10.

Amoupt

7

Code Amount

IV.-MAINTENANCE.
1. Upkeep of grounds
2. Repairs of structures
3. Repair and replacement

mech. equip
4. Rep. and rep]. edu. equip
6. Rep. and repl. edu. fur
6. Rep. and repl. sundry epuip
7. Insurance
8. Other thainWnance expense

V.-LIBRARIES.
1.
2.

VI.-PROMOTION OF
HEALTH.

1, Sslaries, nurses
2 Supplies
3. Auto and other expenses

VII.-.---SUNDRY EXP. AC-
COUNTS.

(General fund) .
1.
2.
3.

OUTLAYS (Gen.
fund).

A. LAND AND STRITCTORIF

1. Land (imp. taxes. etc.Y
2. Improvement bull figs
3. furniture and ti. appa-

ratus
4. Mechanical installations
5. Improyemeatf6f grounds
6.

J

CODE TO

A. Bonrieville.
B. Emerson.
C. Franklin.
D. Sr. High.
E. Irving.

SCHOOLS

F. Jefferson.
O. Lincoln.
II. Roosevelt.
I. Washington.
J. Whittier.

..
0

III.-OPERATION.
I. Wages janitors
2. Fuel
3. Water
4. Lights, gas, and power
6; Janitor's supplies
8. Telephone
7. Other operatioh espenal
8.

Code Amount

.11

9

B. DEPT. FURNITURE AND
INUIPMINT

1. Laboratory
2. Commercial
3. Manuill arts
4. Domestic science
6. Music and art
6. Promotion of health
7. Supt. and clerk's office
8. Playgrounds

IX.-TRANSPORT. OF PU-
-% PILS.

1 Salaries, drivers
2. Repairs and supplies
3 Warrant interest
4. Busses and equipment-

X.-BOND BUILDING
1. Land
2. New buildings

, 3. Mechanical installation
4. Furniture and edu. appa-

ratus
6. Permanent improvement

bldgs
O. Improvemenkgrounds

-T.

XI.-DEBT SERVICE.
1. Bond interest coupons
2. Redemption of bonds

e-

IP

CODE TO DEPARTMENTS
A. Senior high

A

sebool I
B. J or high school
C. tary V141111

.

.

.

.

r

VISA

....
Gs

6

........

. -

I

.

b.

'

..*

.

4

o ......

4

.

a.

_

£.

ETND.

p.

-

'



,

a

8 COMMITTEES ON UNIFORM RECORDS AND REPORTS

debt' service iteits. In this system, provision is also made for the
iivolving hind account and for stores. An addition of these columns
provides a ready means foi proper accounting control of these two
items. Expenditures for items not intended for immediate use, but
for temporary retention in stock, should be carefully coded and
extended to the column headed Stores. Materials to b'e *resold
should be coded and extended to the Revolving Fund account column.
The budget estimate for total experiditures for each purpose should be

FORM 4

DISTRIBUTION OF EXPENDITURES
VOUCHER JACKET

PUrd$13349 onier, Invoice. end coneWitte wernant Apitee mmo
Coda AccoUnt Hama Amount Coda Account Marna Amount Coda Account Name Amount

1 Storn (tots!) 300 Auxil.Apn.OetaiJ 700

1

fixed awles

Total Curria Expanse
Rook rood (total 400 Coortiktiv.(tctsAs 800 tDsbt 3arvice ($21

.

. .

%

900 -%1 640041oo rialOantrittotg)
.

OO Ornstbn (total)

Revorie %tide 0/ LburftwJedit
ff

.

o

Instruction Oota0

e

VOUCHER JACKET ,
......... bkhool District

Order Nam... %ache" No....
Date. ..... ..............._--.

tolointensoceLtesr) Addrom.. .... .___ as ....
Amount %id
Di wontu Earned '..71------...
AuthorIty--..... -...

.

,

entered at the head ¿f each column. The voucher rekistet should be
ruled at the end of each month in order to show the status of each
budgetary item. , (Form 5.)

V. Pay-roll Procedure

A. Distribution ledgerPersonal services.The salary register may
be kept in the distribution ledger. An accounting with each employee
is desirable, but the duPlication of names for each pay roll requires
much clerical labor. The register shown blovir .(Form 6) provides a

.
. T.:

te,

.

Attach
4A IC

.

50

I I

'

time

;Lamas.

al 4110MO 41;

-
1

-
V

-

s.

II

. -

.
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,
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10 COMMITTEES ON UNIFORM RECORDS AND REPORTS

cönvenient plan for recording accounts in full with each person.
This register possesses the added 'advantage of permitiing coding and
distribution of. salaries according to type of school or service.

B. Pension reeord.This form is cumulative and provides for the
e&sential facts which should be available for all employees of a school
system coming under the retirement regulations. It should contain
the followIng essential facts:

1. Teacher's name.
2. Years taught in State.
31 Years' taught outside of State.

kruusal salary.
Monthly deductions. iwture from system.

C. Timt,sheet.The monthly report of attendance of teachers and
other employees serves as the requisition or authorizatiori of salary
payments. IthouId contain the following important facts:

1. School.
2. Inclusive dates. \
3. Names of teacher&
4. Days absent.
5. Days present.
6. Reasons for absence.
7. Names of substitutes.
8. Days substitutes taught.
9. Teacher replaced by subaltute.

VI. Distribution of Expenditures

When vouchers have been recorded in 'the voucher register and
before they are filed away, the detailed expenditures s'hould be posted
in the proper distribution ledger. The forms of this ledger are arranged
for the distribution and classification of expenditures according to
their charticter. _ There are, thus, distribution ledgers for: aeneral
control, operation,; maintenance, instruction, auxiliary agencies,
coordiRate activities, fixed charge, capital out ay, and debt service.'

Forms 7, 8, 9, 10, 11, 12, and 13 show t e 1 ger sheets for these
nine fundamental accounts. In ¡mall .places "Auxiliary Agencies"
and "Coordinate Activities" may be combined into one account,
making eight, and the number of subaccounts under each of -the
fundamental accounts may be reduced; but at least these eight funda-
mental accounts should always be' carried separately ard .the items
belonging in each account should always be entered as a part oi that
account.

For detailed definitions of the items of expenditures included under these vitious heads see United States
Bureau of Education Statistical Circular No. 10, Items of Statistic; for Public 86661 Systems with Special
Reference to Reports to the United States Bureau of EduCatiOn,
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14 CommmrkEs ON UNIFORM REWRDS AND REPORTS

VII. General Ledger
'5?

. The accounts 'of die general ledger are strtnmary records deter-
mined by the -other accounts and special needs. 'The accounts to
be kePt, therefore, depend upon the local situation. In general
they serve as controls of the accounts kept in the other books.

VIII. Property

A. Properly ledger.--The property or plant ledger should be kept
for all property owned by the district.. * * * Lind, buildings,
permanènt equipment and- property, and movable equipment in
use or storage are Items which should be recorded in this ledger
(Form 14.)

B. Iniviaory' inveniory book should be peepared 'for each I

feather and for the engineers to whom Woks are allocated. They
should contaifi the following essential facts:

1. Date of invetitory.
2. School or room.
3. Article.
4. Number opi hand.
5. Condition..
6. Date of purchase.*
7. hasc price.

m whom purchased.

C. InsuranCi ledger.The accounling system should summarize
facts reg.carding insurance policies and premiums in order that the
district may be adequately protected against fiie loss without losses
due to over or under insurance. * * * (Form 15.)

.4

IX. Treasurer's Registers

The treasure.r of the district should reportthe exact financial
condition .of the district each month. lie should, ¡therefore,. haie
Complete summary of receipts and disbursements available at all
times. The treasurer's receipt register and the check régister are
designed for this purpose. A complqe list of delinquentst exonera-
trons, and tax hens must be made a a ermanent part of tne account-
ing records. The treasurer should be required to present to the
board a monthly statement of all r iipti, payments, 'bank balances,
and outstanding warrants. (To s 16 and 17.)

X. Reooki Fund Account;

textbooks,E -Petty cash, scliool lunch , athletics, entertainments,-
school papers, and instrustionat material for special departments
usually constitute the funds,or#revalving advancement

.
accounts of

a school system. These accounts illould be kept /in a suilsidiary
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ledger
'In the
should

%

COMMITIUS ok UNIFORM RECORDS MI6 REPORTS

sheet and .theied\ponthly with the. aOotints provided r
last colunin soLthe \-c receipt book. ./Aftekchecking, they
be .posted in the gene ledgei. \ ,

- Xl. &ores Accounling I,

A. Storm irdger.--The accounting 'department
\

shuid keep ti
recora of' all supplies as they pms through or reniaiil n t e store-

asily kept in the st rcs ledger.
he basis of requisitiodl adequate.'
ummary entry f4r e.act requisi-

ndet Stores Issiled oliN,Requisi-
ded as to oromizatión unit.,

as li Credit to stores. The
ppropritatethe\ accounts to be

rooms. Stfch a record may be
JI goods at* issued from stores ow
accoimtini control is possible. A"'
tion is regrorded in the stores ledger
tion. The. total amount, properly
is enterea columnirk Total S
subtotals ati; distributed among
charged as d bits. (Form 18.)

ProOsion is made in -tile sres ledger to
unit With which, have fren returned

1i. Stock reco
ceipts and with
The following

1. Stock reedy
a. Date

crediting frhe organizition
stores.

This fori contains a d 4tile statement
rawals of stock or equipment 'IT
an approved form:

b. Order nu Iò ber
C. Source....
d. Quantity_
e. Unit price.
f. Amount .

2. Stock issuod:
G. Date of Issue
b. Requisition number

- am.

-

---

of re-_
ved and d6pensed.

2. Stock issued:Cont/nued.
c. Quantity'
d. Value

3. Stock returned:
a. Date of iS8'.1e

6.411equialtion number_
C. quantity
d. Value

4. Stock balance:
Should be 1, plus 3j minus 2.

.=

XII. 'rash Receipt book
,

The caiff receit4 book is uSed to enter chronologically all caAh asit is received. Before entry, 'each item should be coded to insure
proper posting. The form shop provides columns for each type and
'sources of revenue, thereby making a detailed analysis of all income
possible. (Form 19.)

XIII. Indebtedness
410.

44. Otaganding indebtedness form.-s-The board of public instruction
should be informed, from time to time iegarding the status of bonds
and loans. The bónd register or outstanding indebtedness regis-
ter should provide a completf summary of such conditions. (Form
20.)

-
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MY*. Financial Reports and Staieinents

A. Monthly or annual statement, assets, and liabilities. A financial
report should be prepared and submitted to the board. In addition
to showing cash receipts and expenditures, it should show the financial
status Cf the budget. * * *

The balance sheet oi statement ofaassets and liabilities is the gen-
erally accepted report which shows true financial conditions at the
close of the fiscal year. Where trust funds exist, the financial state-
ments showing 'the status of these funds should be completely sepa-
rated from the general school accounts. The balance sheet will be
accompanied by other fininciaLstatzments, such as those showing
current operations, re *pts-,Penditures, proFerty, sto,tvs, specialized
ctivities, costs,
Form 21 is suitable for both annual and monthly reports.

As at Math
rliia.m.

FORM 21'

, Consolidated Balance Sheet
Day IL_

Assets

Oeneral fund:
Cash
Tues due hut rat collected
State appropriation due but not.

paid
Accounts receivable
Stores -
Prepaid fixed charges

Amount

Total

Building fund:
Cash
Transfers due from other funds
Stores
Bonds authorized but not sold

Total

Bonded indebtedness:
Cash in sinking funds
Transfers due from other funds
Investments
Interest accrued not due
Excess of liabilities 3 4P.

Total
411111D

Liabilities

Accounts payable
Short-term loans
Amounts due other funds
Excess of general fund assets

Accounts payable
Contracts outstanding
Excess of building fund assets

.Bonds outstanding
Serial issues
Sinking fund Issues

Amount

I Note showing ratio of temporary loans to total assessed valuation.
I Note showing ratio of outstanding bond issues to total assessed valuation.

B. Annual statAmint, assets and liabilities for special and trust
funds.A balance sheet must be prepared for each fund. * *

Ce Annual statement, ¡inking fund investments. It should contain
the following information"

Date.
2. Sinking fund title.

Peseription of security.
4. Value.

4.

s.

;
MIN
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20 COMMIITEES ON UNIFORM -RECORDS AND REPORTS
.4

D. A statement, school plans increases and decreases in per-
manepepropkProperty values have an important place in the
.fikkaticielettftgaet4s of a public school syst4im and are significant to

pth theVanagement and the public. ..( 22.)
41) lAnnige statement, total expendiates.

.
distribntion

enditures under each
ts th the ledg ould be distributed bo
school as f Itóws: Ki gartens, elementary schools,

nizedo ju or hi chools, junior-senior high schools
nizatio arately organized senior high school?,

four years or less, vocational schools (of
other local schools for deaf, blind, feeble-

c. Accounts such as general control, auxiliary
activities,coordin fixed charges, and debt service, that
ed to schools in the ledger, can be distributed at

on some percentage basis.

,oT trie ac
each typo
separal*ty
und *one o
reg&iìar high
sec

, ae nque
agencies,
may not be distrib
the end of the year

XV. Internal Accounting

Where the school authorities assume the direct responsibility for
financing the extracurriculum activities, the accounting . control
through the revolving funds is recommended. In large school systems
where these activiaes aro handled independently in the schools, a
separate accouiiting plan will be necessary. The following are the
most approyed features:

.1. One bank account is kept for all.funds of all activities.
2. The clerk in the central office pays all obligations.
3. Requisitions must be properly approved.
4. Payment made through a voucher warrant form is desirable.
5. The activities accounting ledger form should contain the following important

facts: a. Acitivity, b. class, c. year, d. school, e. receipts, f. disbursements, g.
depository record.

FORM 22

Annual Statement, School Plant Increased and Decreases in Perim-
nent Property, School Year

..

Property

f

Cost
value
last

report

Purchases
and ad-

ons
(cost)

Losses

sales
Present

costvalue
Depre-
elation

,

Estimated value

present
Ulna

Lao
year

Increase
or de-
MVO

over last
year

.

J

I

.,

,

.

As

_______________

4
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FINANCIAL RECORDS 21

The question whether certain materials should be classified as
school supplies or -as school equipment has always been a problem
to the school accountant. Foi lowing the general definition that
supplies are destroyed (worn out, broken, or lost) in the process of
use, and equipment lasts for a comparatively long lime even with
constant use, the National Association of Public School Business
Officials, after extended study of the duration of materials used in
schools, recommends a list of articles which it defines as school sup-
plies and a list which it de6nes as school equipment. A differentii-
tion is made between tools which'are supplies, saws, sho.vels, bits?
etc., and certain articles which may commonly be considered as tools,
but which are really equipment; such as an anvil, band saw, hack-
saw frame, vise, etc., which are not destroyed by use. k,;imilarly, a
bed is equipment, but a bed spring and a mattress are supplies.

Account Winks.
Adjustable handle *ith tools,
Adhesive cloth. .

Adhesive tape.
Aprons, Igrnitory.
Art suppig.
Ash can.
Athletic goods, balls, suits, etc.
Auger.
Auger bit.
Awl.

Banner.
Barometer.
Battery chemicals.
Bedcover.
Bedspread.
Bed springs.
Bedtick.
Bedding.
Bell.
Bellows.
Benzine.
Biology supplies.
Bread board.
Bric-a-brac.
Brief case.
Broiler.
Buckot.
Bit, tool.
Bit brace.
Billheads.
Binding oord.
Blackboard compasses.
Blankets, bedcover.
Blanks.
Blotters;
Blotter holder.
Books, library.
Book racks.
Bookplates.
Book supports. A

,o e24/1

04146

School supplies

Bookkerping supplies, blan k ( hpmistry supplies:
oucliem, etc. Chemicals.

Botany supplin Glassware.
Bott syphon. Rubber tubing, etc.
Bowls. Clips, paper.
Bristol board. Contracts.
Brushes. Cord.
Call bell. Chart type.
Calipers. Clam records.
Calendar pads. Coffeepot.
Candle. Colander.
Cards. Crockery.
Can openitur. ('ups.
Card holders. Corn pencil.
CarpJt. Composition books..
Card racks! Covers, loose-leaf.
Carpenter's gauge. 'Cord holder. Ii
Carpenivr's square. (orkscrew.
Carpet boatel'. Corer for typewriter.
Carpet sweeper. Desk baska,
Carving Dishes.
Cash box. . Door opener.
Chafing dish. Door screen.
Chair pad. Di;.lomas.
Chart. Drafting instruments.
Chisel. Drawing hoards.
Chopper. Drawing compasses. '
Circuit breaker. Drawiríg pens.
Clamps.
Clay-workiiig equipment. Dry measures.
Cleaver. Dry oells.
Clpthes basket. Envelopes.
Clothes wringer. Eraser, rubber.
Coal hods. Eraser, blackboard.
Coal screen.
Coal scuttle.

Filing cards,
Filing folders.

Coal shovel. First-aid supplies.
Coffee grinder. Fire extinguisher reinter.
Coffee percolator. Fire &X .

Chalk crayon. Fire grate.
Cheesecloth. Fire hook.
Check book. 4. Fire hose.

.
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22 COMMITTEES ON UNIFORM' RECORDS AND REPORTS

Fire extinguisher.
Fire shoIel.
Flag.
Flatiron.
Fluroscope.
Foot ¡est.
Forceps.
Forks.
Funnel.
Fuel.
Fumigators.
Gas mantle.
Gasoline.
Glasses.
Globes.
Glue.
Oraduated glam cylinder.
Ornsg shears.
Hirt ge cans.

Outdo cards.
Gummed figures.
aummed
Gummed clot h.
Oummed tape.
°lammed
Handles.
Hand hag.

Hatchet.
Hinges.
Hitching post and strap,
Hoe.
Home economics SUpp1ies:

Dry goods.
Orocerles.
Vegetables.
Fruit.
Ohms jars, etc.

Hooks, clothes.
Ilorse clippers.
Hose.
Hourglass.
Hydrometer.
Ice chisel.
Ice chopper.
Ice pick.
Ice tongs.
Ice.
Ink.
Ink eradicator.
Inkwells.
Index tabs.
Ink pads.
Incandescent lamps.
Industrial education:

Material.
Emery paper.
Lumber.

Paints.
Sandpaper.
Saw Wades.
Screws.

Iron bucket.
Iron wedge.
Interut table.
Jack-plane butter.

Janitor's supplies:
Brushm.
Chamois._
Disinfectants.
Dusting cloths.
Engine oil.

Ga5OJjfl!rW

Kerosene.
Mats, door.
Matches.
Mops.
Pails.
Paper towels.
Soap.
Sponges.
Sweeping compound.
Toilet paper.
Wash cloths.

Kettles.
Keys.
Kindergarten supplies:

Labels.
lkt terheads.
'Manila rope.
Medicine.
Money, toy.
Mucilage.
Notebooks.
Notebook Clwers.
Pads, paper.
Pads, rubber stamp.

K it chen utensils.

l,antern, janitor's.
Lantern slides.
1,(Nither brief case.
Leather portfolio.
Lens.
1.4.1 ter opener.
Level.
Locks.
Magazine cover.
Mallet.
Maps.
Mats, gymnasium.
Mattrtets.
Measures.
Mechanical drawing instruments.
Megaphone.
Meter stick.

all boi.

Palettes.
Pans
Pastry cutter.
Pencil sharpener.
Planes.'
Plane cutters.
Phonograph records.
Photographs.
Pliers.
Pitehfo;k.
Pointer('
Punches.
Paper.
Paste.

Pencils.
Pens.
Periodicals.
Pins.
Pointers, blackboard.
Printed notices.
Pushpins.
Rakes.
Reel for hose.
Raffia.
Rattan. .

Reed.
Record books.
Record's, clam.
ReporL cards.
Relief map.
Retort, laboratory.
Ribbon for office.
Ribbon for machines.
Ribbon for diplomas.
Repo.
MIMI( r bands.
Rubbish cans.
Rulers.
Rulers (accurate).
Satch31.
Saw.
Scoop shovel.
Scrapers.
Screw drivers.
Scoops.
Scales, scientific measurement,.
*lawn's.
Sheet music.
Stencil.
Serving tray.
Shears.
Shovels.
Slide rule.
Spades.
Spading forks.
Spatula.
Spindle file.
Sphere (model).
Spoons.
Spring balance.
Sprinkling cans.
Squares.
Steel measuring tape.
Strainers.
Tablets.
Tape Measure.
Thermometer.
Trays.
Triangles.
Tests, practice.
Tests, standardized.
Tracing paper.
Thumb tacks.
Tools.
Tumblers.
Type holders.
Urn, flower.

ase.
Voltmeter.
Wands.
Washbasin.
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FINANCIAL RECORDS

Washboard.
Wash boiler. Wastebaskets

Washtub.

Washbowl.

,

Water-color brushes.

IR

Addint machine.
Addressing machine.
Anvil.
Automobile.
Balance&
Band saw.
Bathroom fixtures.
Bed.
Bench.
Billing machine.
Binding equipment.
Binoculars.
Blackboard.
Bookcases.
Busts (art).
Cabinets.
Calculating equipment.
Camera.
Carpenter's workbench.
Carts.
Chairs.
Check protector.
Check writer.
Clocks.
Clotworising equipment.
Clotheshorse. .

Collapsible table.
Vooking equipment.
Cooking stove.
Couch.
Curtains, stage.
Curtains, window.
Dating machine.
Desks.
Desk lamp.
Document case.
Drafting machine.
Dumb-bells.
Duplicator.
Electric fan. ,

Fastening machine.

\

.

School Equipment.

Field glames.
Filing cabinets.
Filing cases.
Fire-alarm system.
First-aid cabinet.
Fireless cooker.
Flagpole.
Force pump.
Form (for dressMaking).
Furnace.
Furniture,
Garden equipment.
thistittg fixtures..
Oongs.
Gymnasium equipment.
liack-saw frame.
Handy truck.
Ilarne&s.
Heating equipment,
liectograph.
Horse.
ilydrantS.
lee box.,
Indian clubs.
Ironing board.
Kindrgarten equipment.
Kitchen cabinet.
laboratory equipment.
Ladd
Lftnte stereopticon.
Lathe.
Laundry (k( ipment.
Lawn mower.

, Lawn roller.
Lawn sprinkler.
!litter press.
Letter scales.
'Lighting equipment.
Machines.
Mail box.
Mail chute.

23

Water colors.
Wrenches.
Yardstick.

M'..Toscope.
Mimeograph.
Models (art and shop)
Musical in tniments
Negative n photographic.
Negative
Numberin
Paper cutter board.
Piano.
Planer.
'Playground equipment.
Picture irame.
Printing frame (photographii)
Refrigerators.
Register, cash.
Saw frame.
sCales.
Seats, recitation.
Sectional bookcase.
Sewing machjne.

Soap dispensers.
Stepladder.
Stereopticon,
Stoves.
Tables.
Tabulating machine.
Toilet fixtures.
Typewriters.
Towel rack.
Umbrella stand.
Vacuum cleaner.
Ventilating fan.
Ventilator.
Vise,
Wagon.
Water cooler.
Water meter.
Weaving equipment.
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Pupil Records-rPermanent and Cumulative

Permanent and cumulative pupil recôtds are the forms Cin which
are made origitlal entries of important data and subsequent additions
.and alterations, uniformly, for every child in the school system throtigh-

ut his entire 'school history. Suoh reeords, here recommended, are:
(1) Teacher's daily register book; (2) pupil's general cumulaiive
record; (3) pupil's health record; (4) pupil's vocational guidance
record; (5) pupil's psychological clinic record; (6) prineipal'keoffice
record card-. Records (3), (4); and (5) above are for use in school,
districts of sufficient size to mainta¡n departments in health educe- ":1

tion, guidance, and pschological These records will be used
in the offices of these departments and for those,children:Who have
passed through any one of these rek:pective offic6s. It is not inten6d,
that these records be on file i e s eneral office lor-every child in
the school district regardless of his contac se d »eats.

Objedioes to Be Obtained Through Pupil Records.'

1. A higher degtee bf efficiency is secured in the routine adminis-
tration of a schoói building or a sehool system: a

a. The office can bcak, a child.quickly.
b. The 9ffice at a 1 times has a "bird's-eye" view of Cchild's school history.
c. The office alw ys has data on Ole concerning the work of each 1)upil who has

ver attended, a questions concerning pupils can be readily 'and accuratély
wered.

d. The dupli te tplrection of a large number of farts aboid i given-Child 3 ear
after year is e tninated. -,

e. Accuracy is
.

increased by taking necessary precautions to insure accuracy.
These preen( ions can not be taken so readily when all data have to be resecured
each six mopths or each year. ,

. f. Grea accuracy also is assured in the making of reports', since recorded
facts caw utilized in the place of guesses.

70. Th necessary data for age-grade and other studies are provided: Based
, upon the results of such studies, numerous administrative changes may be made.

.or

Alt
. 2. A higher degree of efficiency hi the 'work of instructidn) guid-

ance, and health "follow-up" is made possjble:
a. The teacher cen learn to know her pupil', tno
b. Teachers are provided with facts about their pup s 6*/ an gossip.
C. Because of (a) and (b) above, the teache44i"irtitoiller able to quickly adjust

her class work to the known preparation, mental and physical ability, and interest
of pupils.

'd. The number and variety of facts about eacli-pup4kwhich are available to
the teacher are greatly increased.

I Those studying the pjoblem of child savaging will wish to coriipare the analysis of the problem of
child accaufting given bete with those' given in these references: Moeblman, Arthur B., Child Accounting,
Courtis Standard Teits, Femme Bros.- Press; Detroit, Mich., 1924; and McMlister, Abel J., and Otis,
Arthur S., Child Accoùnting Practice, Worhi Book Co., New York, lint. ti !
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' PUPIL RECORDS 24
e. The tacher can better undarstand why a particulir child does poorly or

misbehave"(
f. It becBmes possible tor a leacher who 113 learned significant facts explain-

ing the conduct of certain children to forward such information to succeeding
teachers.

g. A teacher is enabled to spend more time studying her children and needs
to spend less time id collecting' facts, since much information has been collected
already by all the teachers under whom her piipils previously have worked.

3. The efficient enforcement of compulsory attendance laws isgrey facilitáted by adequate 'records, since the pupil record of
.attendapce ids the offiical record in Court cases for nonattendaace:

a. Data concerning the extent of iiregularity otattendance is made available.
b. For use in all attendance cases, the records provide the complete story of

daily attendance for the year and a sunimarized statement of attendance by
semesters for the child's entire school life.

C. The knowledge that attendance_records ire carefully kept, in and of itself,
tends to %.re..ate an atmosphere favorable to better itendance.

d. Accurate records make possible lustifiable comTarisons between various dis-
tricts as to their school attendance.
- 4. Necessary data are made available for the making of important
investigations such as the following:

a. Age-grade studies.
b. The progress of pupils..
C. The amount and cause; of failure.
d. Comparisons of various types of eichool organizations.
e. Nationality of pupils.
f. Holding power of different school units.
g. lielationship-studies, suchas: (1) Attendant* and scholarshipk (2) attend-

ance and nationality; (3) attendarice and mentality; (4) attendance and phyai-
cal ability; 45) scholarship and mentality; (6) physical ability and mentality;
(7) nationality and mentality; (8) 8cho1arp14 and nationality:

4 5. A higher 'degree of efficiinty in various types of "follow-up"
is made possible:

at Through health records: (1) Officers of tile school. health department can
see what treatment follows inspection and examination; (2) children call be
-protected against, participation in activities which would be injurious to thew
(3) proper classification of pupils into various special classes is made effectivcil

b. Through vocational guidance and psychological clinic records: (1) Infor-
mation obtained by teachers with reference to vocational interests and aptitudes
of the children can be forwarded from teacher to teacher; (2) The vocational
guidanie history of pupils becomes ä means of guidance in and of itself.

Standards for Pupil Records

The major pro.blem in the revision of, pupil jecords is not h'ow to
reduce the amount of data recorded, but how to frovide for the col-
lection jaid reporting of data in a usable form and to make the pro-
cedure of record keeping and report making easily routinized.

1. All major pupil records should be cumulative. -.This means that a record
of a child once commenced shall be- continued throughout the child's. school

16137°-28-3
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26 COMMITTEES ON UNIFORM RECOADS AND RpPORTS

history and permanently retained. Additions and changes 'should be made
upon the record from time to time as Nop information is secured and as old data
change. It should follow the child from grade to grade and from school .to
school. <

2. Records should be umfortn in all school districts with respect to all data
which are to be, used for comparative purposes. These items should be defined
identically and should be recorded in similar places oii similar forms and should
be recorded by equivalent administrative units. Records* should be uniform
as to the various periods (day, or year). The methods of collection and
bases of calculations should also uniform.

3. Record forms should be durable. If records are to be used for a period of'
8 to 12 years, they should be of such material, that they need not be replaced
during this period. .

4. Record forms should be of such a character that repetition of items is
reduced to a minimum. This involves the use of a few comprehensive forms in
place of many forms each ltmited in Elope. Wtiere possible, items of information
should be obtained "o.nce for all."

5. The organization ofr recbrd forms should tend to simplify the process of
recording and reporting. (A daily attendance sheet for each pupil mitigates
against ease in performing both of these acts.) For certain pupil, data, infor-
¿nation need be reported only for pupils varying from the average.

-6. Pupil records should be sufficiently complete to give the teacher informa-
tion which is essential for adapting instruction to the needs of the thUdren.

7. Records should be filed with the. teachers, attendance officers, nurset., and
other school officers .who.have most opportunity for ptilizing the data contained
on the records.

I

8. "Visible equipment." may be desirable for th0 recoid fornis which have to
be referred.to frequently and where ready reference, is essential.

9. In current practice there is a sepiration between some of the elementary
and secondary pupil records. Althpugh it seems impracticable at the present
time to recommend á complete ideiging.of elementary Ind secondary records to
the extent of miking them in all cases one arid die same, a development along
this line is considered probable for the following reasons: (a) Conditions which
formerly justified separating elementary, and secondary 'school records exist to a
much less- extent to-day, si.nce an increasing proportion of elementary school
pupils ultimately become junioy and senior high sFhool pupils; (6) it would be
much more difficult to-day to set a record system separating elementary and
secondary school records because of the great variety of school organizations wlich
makes it impossible to deterniine where the elementary school period terminates
and the period of secondary school education begins; (c) some of the record
cards recently developed in a few of the larger citie already providis for data
to be collected throughOut a 12-year period.

Records Recommended .

j. The Tea'cher's Daily Register Book
s

This form should be a record of attendance find is not Illustrated
because" there are so mariy good examples inns pse. Although the
record of monthly scholarship marks in all subjects may find a place
on the form, it is recommended that the register be an attendance
record primarily. Other dak iiftentimai included in the register
should find a place on the pupil's cumulative record.
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PUPIL RECORDS 27-

The book method of recording daily attendanre simplifies both the
work of -recording attendance and of reporting it.' The names of
all children appeal: on one page or at most upon two pages. Children
absent or tardy .can be recorded very quickly in the column for the
day in question. The report:of attendance for the group is easily
sec-ured for each month by summarizing each page. .

Where is need of a general adoption of a uniform definition of terms
used

,

urf the register. Until better .meanings cav be agreed Upon
definitions presented below should be utilized br all: .

. a. Total enrollment is the total number of differeht :children .who have been
entered upon the tchool roll. Total enrollment may ba reported by teachers or

-clam by schc;ol buildings, by school districts, by States, or by the Unitsvl
States, for any given date. The number of pupils reported by the teacher as the,
total enrollment may be gveater than the number that could be cctunted from
the group 4 securing the totaPenrollmènt for the scho building, due to the fact
that the teacher III question mAy hise- pupils who' d their first enrollment for
the year in the bpi:ding with another teacher. .

Total enrollment figures as secured at present are unreliable, due to the num-
erous duplications arising from the transfer of children from district to disirict.

- To simplify the procedure for securing correct total enrollment figures, it is
proposed thal each teacher throughout the United States, record in ber school
register a single item which has generally bren omitted, viz, the "source" of
the child, i. e., the place in the 'United States where he enrolled in school for the
first time durin5, a given school year. Such a firsi enrollment can be called the
"original enrollment" of the child. '. Code,,letters (a) to (i) which follow;represent
the possible different places of original enrollment which should be recorded:

'I

Code for "Source" of pupil
(a) Original enrollment.
(b) Original enrollment in same class previously.
(c),Original enrollment with a teaCher in same building.
(d) Original enrollment' in a public school in same district.

a (é) Original enrolliii-ent in a priVate or parochial school in same district.
(f) Original enrollment in a public school outside district but in Siate.
(g) Original enrollment in a private or parochial school outside district but in

State. *,
(h) Original enrollment in a. public school outside State but, in United States.
(i) Original enrollment in a private or parochial school outside State but in

United States. b.

In the school register a cold= should be ruled in front of the space
for list' the names òf the pupils. In this space the teacher should
r000v4 the proper code letters for each child: If the system is on the
inn al promotion basis, a, given teacher will have cin the average
50 su'tf entries. Most of these children in the average district will
IA coded the first day of school with (a) because they are enrolling
for the first time dunn th year. All children going to other schools
after) once .enrolling, /en ring school afteil having stopped, will be
given other code letters. Such Children will usually beeequired, upimi

For a =what different point of view see McAllister and Otis, Cblid Accounting Practice, p. 18 IL
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28 COMMITTEES ON iTIMPORM RECORDS AND REPORTS

entering the new school, to report to the principal's office first. The
principal will be responsible for determining where the child first
enrolled in school that year 'and reporting such fact by th ode- to

the teacher.
If the school system is on the semiannual basis, a e teacher will

have tVelicctups to record or practically the same group twice. Such
a teacher during the second semester' would probably need to code
most of her pupils (c) if she received a new group, and (b) if sheretained
most of her first semester group.

In making the anntial report each teacher would report the total
number of pupils having each code lettqr. The principal's office,
the superintendent's office, the State office, 'and the United States
Bureau of Education would each in turn total all such reports from
their subordinates. Each office would be in possession of formula)
which would give for that office such facts as these: The total number
of different pupils enrolled in all schqols (public and private); the
total number of different pupils enrolled in the public schook ifid in
the pHvate schools. It is assumed that private and pariociiiarschools
shall keep-the same fundamenfal records and report in the same way
as do the pu6lic schools.

b. Membership.All children one!) enrolled shall be members until they have
left the local school or district, died, been granted a work certificate, passed the
compulsory age limit and quit school, or have been exempt for other definite
legal reasons. No child shall be dropped from membership because of absence,
regardless of how miny dart% he is absent.

According to this definition, membership is a fluctuating quantity,
whereas total enrollment is a nwer decreasing quantiky.

nie various schemes now in vogue of "dropping" c4ildren from
school membership atter 3, 4, 8, or more days of absence 'ire con-
d rnned. These practites result in fictitious averages and are efisy

ethods for shirking- the State's responsibility for educiting its
hildren.
C. Dale present.A child shall be recorded present who is present one-half or
ore than one-half of a school session. Attendance should be recorded each

day. A session thu3 refers to either the morning or the afternoon perfod
uring which school is open for educni Jnal service.
d. Tardy.A child who- is not in the room when the last bell ;stops ringing is

ounted tardy. If 9 o'plock is the hour for the school to begin, the child is counted
rdy if he enters the 41asaroom after 9 o'clock._ If the child is present less than

ne-half the session, hek shall be marked abaent not tardy.

2. Pripits General Cumulative Record
1

A general cumulative record card for I3upils was recommended by
e committee on uniform records and reports ii 1912.3 The form

Report pi Committee on Uultoini Records and Reports. U. 8. Bur. of Edna. Bur. 1912, No. 8, Wash-
D. O., p.

46.
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PUPIL El:COEDS

recommended in the 1912 report wat called th Admission,
and prom9tion card.4 Forms similar to th
1912 have been widely used and have Proved
meeting the demand of modern education, f r
pmenting a more complete. picture to
abilities, interests, and special aptitudes.

Dereloprnint of cumitila&e record card.F
a further development of the cumulative
similar to this is recommended by the commi tee
Iative-record card (admission, discharge, pro

.committAle -report. This card should folios/ the child from _Wacher
to teacher throughoohis school life.' iti i;!commended that it be
retained by the teacher in closest contact with pupils. In the ele;
mentary zehool this would be the regular classroom teacher./ In the
platoon school it would probably be the home romp or roll teacher,

.1t will thus be most accessible lo the individual most needing it, and
it will be available at times when needed. Likewise its accessibility.
will tend to increase the frequency of its use. Instead of referring
to the record only for the worst problem cases, the teacher will tod
to use it.in dealing with all children of her group. Such a tendon
the comnilttee believes, is desirable. Effective teaching can not
based upon- ignorance of the group to be. taught.. The more knowl-
edge the teacher has,concerning the abilities, the interests, the apti-
tudes, the physical handicaps, and social conditions of the children
of 'her group, the better able she will be to guide .their educational'
destinies.

discharge,
one recommended in
heir value.. They are
a cumulative record

teacher of children's

23 and 24 reppeent
rd card idea.' A car(L

to replace the cumu-
otion card) of the 1912

The cumulative record may take the form of a card, a book, or a
sheet' of ledger paper. In any\ case, the material of which the record

I In addition to this card recommended in 1912,
some school systems have found it desirable to de
neatly filed in the principal's ofike,even though the
lave record which follows the child and provides
all, or the most signifidant data, or the cumulative

s Various altarations in the card given here might
agreement in recordipg data is ci( less importance than uni
to their definitions. For example, the coding of the place
item could be provided for by merely leaving enough space to te
would save space on the card and save the time necessary to
was born. On the other hand the use of tbe coding scheme
accuracy. It is particularly desiritble in the lamer onto where
the handling of large mama of data.

Form 24 is intended to be suggestive rather than prescriptive.
as to the manner in which the results of standard tests should he
method of recording such results those developing Pupil' ao0ouititing
such as the following: McCall, William R., ilogr to Experiment in
York, I923.

Many school systems will wish to develop a ofilas record
retention In each school of all or most of the date /wind on the cumulati

I This recommendation presupposes the adequate training el the
ligently interpret the data of the cumulaUve record card. In some id ns
might best be filed in the school °wrinkles dam, wham nail a pod

ncipal's offiCe.-

intended to follow the child trnm teacher to teacher,
a principals office record card. This is perm-

leaves the school. The card is similar to the min-
the ptroanent recording In the peincipall dace of

card.
made without destroying its value. Complete

ty as to items to be recorded and agreement as -

f birth in Form 23 could be omitted and this
in the country of birth. This procedure

It the code in determining where the pupil
bably makes for greater definiteness and

tabulating devious are tund,in

Id

amide agreement has not been reached
Before decidincas to the beet
will wish to connilt Alterman
on, The Macmillan Co., New

tit provide kai the permanent
record card.
m teacher in that ebe *may het&

the cumulative record. aid
exists in a $abool, aria tbs.
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30 COMMITTEpCS ON Twit, RECORDS AND REPORTS -
i

:. -is m e should be 04ich as to ifithstand usage during the entire school
life o he child. X I the comption of the elementary ool the form
shoul filed in il' entral-offiee. file, or it the child t te : high schoolit shottul be forwaridid to high fichoo and be retained b. the teacher
in t_hi) c t contat with the iagh hool entrant. If graduation
from 'hig school iiiri\iinates the ,,sch 1 life ).of the pupii, it should
then 11 in die citntral office,file If *ledger

,.
paper is used, thè

teachFir ab d keep th.4 sheets filed alp abetically in loose-leaf ledger
cove .;la '. .ta.nk sheet\or card of diff nt color, the same size and

srece sheil '''s,foi a)t speiiial or problem children. ,The stor.4 of the

itweig t as\tlikl Cutoulati-4-e record should bé 'used as a "case study
.

case ¡would 1)e\ erded abd the sheet, *card, or book filed with. the
cilmillative itc -1. . .

.

Ai the begiiAneof a .new srhool term (a year or a semester) e.ach
teacher /will rttelve the cumulative-record form he each new pupilhe receives. bOing tubes-or special heavy envelopes of.e type that.-,oveiidcan tbe used over again, should be used in mailing or trans-
ferring these.card

The committee 'commends that if this 'form be of heavy ledger,paper, the lOreserved by. each teacher in a loose-leaf ledger
cover, and that this tilacher record be filed in her desk. The attend-
ance register booklet Cagy be built the same size and kept in thé same
edger cover... This wciiild make a single unit of the major teacher

ords. The ledger co'ver should be of a type serviceable for many

A. cumulative record iS 'recommended for the following reasons:
It 'provides for a cómpleté,story of the child 's past school and home
history; the facts are all filed together insOad of in different files; the

reata quick y available to t e teacher; t e forms are durable an
ecapa of lasting the child's. entire schodl life; the form reduces the

tionre pe of itegs to a minimum,' the system recomended for using
formthe guards agaiiist loss of valuable' data.

i ch a cumulative record will make it possible for tip teacher to\ma a quick survey of ter class even before she sees her 'pupils.
'She n diScover how many have poor attendance records; how manyof th e poor records are due chiefly to sickness; how many td illegal
absen how many have good records for punctuality; how many are
hard orkers; how rainy haye good. scholastic reCords; how many are
well' hayed; in which subject& pupils mostly excel; h9w many move
frequ tly; him many are from homés where a foreign language is
ipoken; how m ; ave several younger brothers and sisters; how
many have numerous hysical ailments; and many 'other types of
information.

-Such a survey makes i possible to localize pioblems which: the
teacher will be called upo s to solve if she is tc; serve these children
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PUPIL RECORDS 33

best. Just what .these problems are can ncq, be known without
data concerning the children.

The Michigan cumulative repord.This form wits dbvised by A. B.
Moehlman of the University of Michigan and pretscribed by the
Michigan State, Department of Education for use in public schoolsin the State.

On the form is a cumulative record of the entire public schoollife of a pupil. It follows the child from teacter to teacher. It isa record, not only of scholarship, but a physical record, a standardtest record, and, a record showing the interests and vocational
aptitudes of th child. The form- folds twice, so that its filing sizeis 5 by 8 inches.

The 'form fl.as many advantages: It is of convenient filing size;it has a more complete history of the child than does the admission,
discharge, and promotion card recommended in 1912 report; thevario facts concerning the child are filed together inste.ad of indifferent files; there is no danger of losing part of the infiirmation
about a chill; the form eliminates a repetition of many items that
would need to be repeated if several cards were used.

Stenquist's 'packet system.A packet devised by J. L. Stenquistis now being used in the public schools in Baltimore. A manila
envelope, 6 by 414 inches, contains 1 to 10 or even mare cards. Eachcard contains information of a specialized character. _One is a record
of scholarship, one a record of the psyciiiatric examination, one arecord of standard test results, one a record of vocational interests
and aptitudes, etc. As many cards can be added as are necessary

Aiik any particular case.
The packet system has these advantages: It has °the possibilitiesof preserving a complete record of each child rthe facts for each

child are all filed together instead of in diffeient files; 'the data, if
filed with the teacher, die easily and quickly available to her; the
forms are durable and capable oi lasting during the child's entire
elementary school life.

*

I -

American council cumulative educational record fo;m.r--This formhas been developed by Ben D. Wóod of Columbia University, but is
now being revised. A manual of directions is being prepared for use in
connection with the card by the subcommittee on unifortri records of
the American 'Council on Education. It is a folder, 12 by 954 inches,
and will thus fit any standard letter-filing system. Since it is a folder,it facilitates the collection of cufrently secured information which can
always be used in conhection with the whole previoUs record andwill this be at the \rigid place when the time arrives for evaluatingand transfeMng information to the permanent record.

The general features of the card are that all the static informationis placed together and thiit all the items that regularly change or
16137*-28----4
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01.

that may change can be entered on a line projection from left to
right.") This makes it possible to follow any one line of history
such, for example, as the I. Q. measurements, mathematics, develop-
ment, vocational experience record, etc., throughout the whole
school life of the child, and also enables one to judge the significance
of any one item of information at any one time in relation to all
contemporary and past information. In the first case we would
follow any line in the profile or any line on the card from Jeft to

A right; in the second citse we nild scrutinize all the entries in a
single vertical column extending down yae whole face of the open
folder and over to the other page.

This folder permits the use of whatever auxiliary forms may be
'necessary, but its value as a permanent record is that it provides
for the recordings& every type of information over a long period
of time and at the same time shows the interrelations both temporal
and otherwise of these various kinds of information and ,shows such
interrelations in a graphic and vivid manner. The form is organized
around the principle that the main value of a cumulative record is
to make deviations from the average in any respect stand out. clearly
so that they can be seen at a glance and also to help explain such
deviations.

Nb

3. Pupil !WA Record

In case á separate pupil health recoTd is desired in- addition to the
health record incorporated into the pupil's general cumulative
record (Forms 23 and 24 above), Forms 25 and 26 are recommended
13y J. F. Williams of Teachers College, tColumiga University.

If the teacher makes the examinations, the Detroit card repre-
sented in Form 25 can be used. The reverse side of this card provides
for the usual identificationdate, name, place and date of birth,
parents, residençe, school, gtade, room, days present, and reasons
for leaving.

The committee recommends that, if this cárd is used, it should
be made large enough to provide for a larger number of examinations.
This is on the assumption that the card is used throughout theAecond-
ary 88 well as elementary schools.

The Massachusetts physical record reproduced as Form 26 is for
use when physicians make the examinations. .The reverse Side of
Form 26 provides for the child's personal historyof diseases and
inoculations, record of defects requiring treatmentdates, defects,
treatment, and results. Space is provided fol. names of other pte-
school children in the family and ample space for notes.

The physical-record card 5 by 8 inches, developed by Strayer and
Engelhardt, has been widely used."

14 For further information concerning the development and Use of this form address Ben D. Wood,
Columbia University, New York City.

11 Strayer and Engelhardt, School Iteoord &rile. C. F. Williams & Bon (Inc.), Albany, N. Y.
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36 COMMITTEES ON UNIFORM RECORDS AND REPORTS

4. Guidance Record

The almo$ éntire lack of uniformity in prictices pertaining to
guidance renders it unwise foz; the committee to suggest any single
guidance,record.

(1 Page)

Name
Address

Date of birth'
Plate of birth

. FORM 26'

tammanwealtil utillagsaillusietts
DEPARTMENT OF. EDUCATION

PHYSICAL RECORD
Town (city).

Parent Occupation
Awe Birthplace, father (country)

Birthplace, mother (country)

Date

School

Grade

Mucous- membrane,
color

Nutrition

Posture

Scalp

Skin

Teeth

Ries (diseases)

..

f

I°
1

r .4.,

w -

.

44-

..

-

1

1

!

1

.

e

Ears (diseases).......
.

Throat, tonsils. and
other

Nose, adenoids. and
other

,°lands . .-.

Ileart

tungs , .i

Feet and spine

Nervous tervosysm

Examiner (inidals)_.....:__.

....

I

.1

.1._

- 1

._

.

.

# e e

WO.

g.

aa1111.0

a a

Code:
0Normal.
ISlight defect.

-0 2Moderate.
3Immediate attention.

XIndicatee notice.
YIrremediable defect.
00Adequate correction.

00/1Inadequate correction.

Grade

Date

VVflittt _

NOrmal wlight

e f I I

bat.
Height.
Weight
Noma! weigh(

4.

-
Date
Height,.W bt
Normal weight

Et.

-*

Date

Normal weight
1
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Sight.. ..
Hearing.

. Speech defects
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- Leaders in this field desire- the follolving among the tecords essen-
tial for guidance of inOividual.children: (a) The pupil's general cumu-
lative record, Forms 23 and 24 above; (b) a psychological clinic
record, and (c) a visiting teacher's report on scicial -and other environ-
mental conditions. In .addition to these records, the- oCcupational
research and counseling divisiOn of the Cincinnati (Ohio) public
schools, for example, has developed three 'different forms: (a) Teach-.

studenter's estimatea form for each is filled in by his teacher.
The teacher checks outstanding character, traits, gives estimate of
family's financial status and child's attitude tbward school; (b) stu-
dent information recordthe qtudent himself inakes this record. It
,gives occupoion of parents and others livingin home, school subjects
'that have been easy and difficult, what outside le'isons have 'been
taken,/ outside activities, jbbs previously held, -and amountrand kind
of fuither schooling or work desired; (c) counselor's 'recordoh this
foim 'the counselor records results of psychological tests, general
scholarship ratings, family and home conditions, health, names of
other social agencies interested in the case, and a full report on crounse-,
lor's interview.

The foregoing material concerning the collection of data used in
\ guidance programs is intended to bé suggestive rather than pre-

scriptive., Procedures are still so unstandärdized in this'field that the
titles and functions of the ichool 'systems and the data which they wilt
consider it desirable to collect will pecessarily vary until further
experimentation has been carried. oh.

5. Pupil's Psycho.loglcd Clinic Record

Directors of Psychological clinics .for public schools will Piobably
be'unwilling to limit themselves to any single clinic,recoild. There has
been developed in Cincinnati, Sider the direétion of Helen T. Woolléy
and later Mabel R. Fernald, a: system of recording which has proven
satisfactory, with but minor changes, over a period of 10 years. A
folder contains ttll intellectual and achievement tests administefed to
the child, plus a copy of the typed report summarizing findings of
the clinical examiénation. The major retord is a sheet 12 by 19 inches,
folded in the middle of the 12-inch axis. This fox4n just fits into the
cardboard folder which is never removed from the file. On page 1
of this,record,- are recorded: (a) The source of .the case, name of. the
examiner, and date of examiriation; (b) name, address, age, colór,'
place and date of birth:years in the United States, and grade in school
of the child examined ; (c) the reason for the examination; (d) the results'
of,. all' the tests that are gilren ; and (e) the treatment that is reçbm.-
.m.ended. On page 2 of this record form-are recorded: (a) The family
history, including name, oc6ipation, and schooling of father, mother,
and other children', and (b) personal history, inchiding. grade, condi-

.
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38 COMMITTEES ON UNIFORM RECORDS AND REPORTS
s

tions of birth, age of walking, age of talking, diseases or accidents,
and further personal `data. The sources of data are indicated. Page
3 gives name of other social agencies interested in child -or family.of
child, statement of principal rega'rding child, and space is pravided
for impression of examiner. Page 4 is available for an informal sub- .

sequent record.
6. The Principal's Office Record

The trincipal's office record. form is essential to the administration-
of a school bpilding. This form is i pupil record. It is commonly

rby 6 inches: The material on the principal's office record should be
icaliiI so far ás it goep, with the. material oq the pupil's cumu-

lati record (Form. 23), so that one may be made from the other or
take the place of the other if ()illy öne is kept. Such forms have fre-
quently been published: The card may be sitgup so as to be used in
either the .upright file case's or in the visible fndex file. The. visil;le
index mks more for the initial installation. Equipment, however,
can be purchased of such 4 character that it will-last for years: Thus,
the cards only need to be. replaced. The speed with which informa-
tion cin be Worded on the card and secured frodi it are file major
arguments .for its -use. This pupil record is always retahied in the
principal's office. If a child attends six different school buildings
during a gi;iren year, be will have had six of the record bards made
and permanently filed: for himin as many principals' offices.
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Census and Attendance Records
Adequate census and attendance repoids are essential if compulsory

attendaçce laws are to be properly enforced and if sll the children of
a State or community are to be guaranteed their educational birth-
rights. This section describes certain of the provisions essential to
an adequate system of census and records.' The term
"record" is defined as a complete,-accurate, and cplitinuing collection
of data in sufficient det'ail to render available find usable at all times
adequate knowledge of the conditions involved in the attendance
program. . ,

Registration of school poPtilation.An. accurte enumeridion.of the
school population is necessaty, .(a) as a basis uPon which.the school
authorities, Staté and local, may determine the effectiveness of the
enforcenfent of compulsory attendance laws; (b). for the distribuz-
lion of State funds on the basis of the total school popubition, where
this basis of distribution is still used; (e) to provide the optimum
educational service for all children for whom the State 'and the.com-
munity° should 'feel an tducational or social responsibility.

For the above purposes, the authorities must have available suéh
information that they may detefmine:

1. How mapy children of all ages 2 up to 21 years live within the jurisdictionof the Eghool authorities?
2. Where do ttwse children live?

41.

.Those developing census and attendance records will wish to compare the discussion given here with thatfound on pp. 147-167 in: McAllister and Otis, Child Accounting PracUce, World Book Co., yonkers,N. Y., 1927.

I There is no universally 3ccepted method of defining age for statistical purposes. Two methods havebeen frequently used. According to tiie first method a pupil is recorded as 8 years old from the time bereaches his eighth birthday until he reaches his ninth birthday, and when ages are being recorded by halfyears a pupil is 8 years old from the time he reaches hiseighth birthday unUl he is 8 years and 6 monthsold,and is 834 years old from the time he it 8 years and 6 months old until he reaches his'ninth birthday.According to the second method a pupil is 8 years old from the time he is 7 years and 6 months old untilhe is 8 years and 8 monthiold, and when ages are being recorded by half years a pupil is 8 years old fromthe time he is 7 years and 9 months old. until he becomes 8 years and 3 months old, and fail% years old fromthe time he is 8 years and 3 months old until he becomes 8 years and 9 months old.
The committee recommends Memo! the first method in recording ages This recommendation is basedupon these advantages of the first method:
1. It is the one commonly used in everyday life. Uwe ask a child how old.hti is and be says, "I am 8 yearsyears old," it is commonly understood that he has reached his eighth, but has not yet reached his ninth'birthday.
2. Tabulation of ages is Made easier. For example, one readily tabulates a child as 8 who is 8 years and anynumber of monttis old. But, under the second method described, added mental effort and time is requiredto decide whether a child whop 7 years and 7 months old should be recorded m 7 orgi years of age.
3. The combining of half years into whole years is possible. Children 8 and 8% years of age, according tothe definition of the first method, can be readily,thrown together into one group all the children of which .are 8 years of age according to the definition of this method. According to the second plan, if pupils are firstrecorded by half rears, then it is impdssible to combine them into whole year grail* slice for a whole yetigroup such as 8, ineluding children originally recorded as 8 and 834 years of age, tbe age limits would be from7 years' and 9 months to 8 years and 9 =fah& These limit' are not Mosey the definition of 8 years of ageaccording to the second method.
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40 COMMITTEES ON UNIFORM RECORDS AND* REPÓRT8

3. Who is responsibie for these children? '
4. On what date these childien are of cbmpulsary school age?
5. How manj,oughtto be in school?
I3. How many are in..puLlic school, private school, or no school?
7. -What is the nonatteddance record with causes?

a

Present 'weakness of school census.From detailed and extensive
studios òf the present administration of the school census the following
weaknesses were discoered:

1. Incomplete and inaccurate information regarding total school populaiion.
2. The information is temporary and collected spasmodically. There is no

definitely organized continuing census.
3. The actual school population is not adequately or re¡ularly checked with

the school enrollrent.
4. There is lack of full cooperation between the school authorities and, 4he

nonpublic schools, making the so-called continuing census in most cities merely
a continuing registration of public-school enrollment.

T1e,,sc400l rather than the home 'is made the basis of information for,the
so-called census.

N

13: The Státe ;shoal census laws are not mandatory 'in some Stites, so"ano
census is no* taften in most of the citios'in Mae states. , a

- 7. The school census it; u'sed-as a basis for a State appropriation for school
funds rather than for the full enforcement of the compulsory school 'raws and
child labor laws.

8. Mani school authorities see no necessity for more, accurate, cpntinuing
information regarding the school population for which they are legally Vesponsible.

9. Often there is failure on the part of school and community agencies to
cooperate-with the administrative officers in maintaining accurate school popu-
lation statistics (a) because they do not understand and appreciate the significance
of a continuing census; (b), because the careless or ineffiiient administration of

4 the schools does notiinspire confidence and cooperation.
Metitod of. continuing census.A satisfactory child registration

must have as its chief objectives:
1. A constant and acourfitt file of every house occupied or Itloccupied..within

the jurisdiction ethe school authorities, with 'the' names and ages of all occupants
of school census ages.

2. Easily accessible information regarding name, age, address, name of
parent, school atiendance or the reason for nonattendance of every child bel¡inning
at birth or at time of becoming a resident of the district.

3. ,to !rider available for the school authorities all the information necessary
for the development of a Modern school system on 'the basis of actual; needs
required by State laws and desirable for cooperation with other social agencies.

To carry out such A progiam the folloving records and forms are
iecommended: Enumeration sheet, permanent record card, follow-up
cardsenrollment card, change of address and school census cor-
,ection card, daily left report, physician's certificate and certificate
of home instruction.'

Mr

3 The following are also frequently essential: Map of city; house card; directions for enumerators; lists of
previously enrollednot entered; weekly summary enrollment, transfers, change of address, lefts; attend-
ance oftloer's report of change of address, notice to enumerators; home information blank; ¡pedal census
inquiry; memorandum blank; notfert label; streetireportand report of enumerator. For example of these
forms, see City School Attendance Service, Frederick Earle Emmons, and other books on the subject.
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4. CENStra AND ATTENDANCE RECORDS .41

Regularity of attendance.The effectiveness (1)f any school attend-
ance law or policy depends upon the promptness, accuracy, and
insistent follow-up with which the teacher reports 4

1. Cases of known or suspected truancy.
2. Uneicused absence.
3. Absences whine there is suspicion of poverty or need of help of any kind.
4. Careful determination of the exact cause of all absences, legal or illegal, and

complete record of remedial measures taken.
S. All cas-es of transfers so as to prevqnt loss of time or school 'a ding

student and loss of time of the attendance officer and to insure p pt
in 'the4schoof census &its.

If cities are to" solve satitactaily the em
attendance its must ge goverti .by
of attainment:

by the
corrections

of regulanty
the. foiltiwinglitaitdods

Thae every child of compuliio'r'y icliool age should attend soliool eyery .dliy.unless legally excused.
T 04 absence of every child for which the school has iio-legal excuse.6e ted at once. ,

3. no child once enrolled in the sells,. public or nonpublic, should be
dropped from the school enrollment without full knowledge of the attendancedepartment ..s

4. That ilia record of the legal and illegal absences of all pupils of all schools,public anti nonpublic, should be available.
5. That there shall be, at all times, constant, accurate, and conTiplete accountingof all attendance service offered by all agencieseof the schOol authorities or outsideagencies. .

For effective service it is recommended that the following forms
be used:

1. Teacher's register or classroom record.
2. Individual record of attendanoe.
8. Periodic reports of nonattendance.
4. Cumulativeabsence record for attindance department.
5. Report of incompleted investigatiOns.
6. NotiCe of transfers. ,

7. Memorandum of transferred record.
, 8. Attendance office record of bonattendance cises assigned to attendance

, officer.
. 9. Periodic reports of attendance officer.

10. Periodic retiarts of entries, withdrawals, and attendance.
In addition to the forms listed* above, ether records, dealing'with

attendance'service. and the courts, child employment, and continua-
tion schools will be necessary if an adequately functioning attendance
service is desired.4

.A few of the form importafit forms for attend-
arfce service are briefly desCribed here, for about these the whole
system of attendance must ftmction.

#1.

4 A full discussion of these and other forms will be found in the books by Emmons, Mead, Ensign, Hinder,Oppenheimer and Mudd, and others._
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42 Cbmbirrnues ON UNIFORM RECORDS' AND REPORTS

Enumeration 8heet. With properly trained rather than the ordi-\
nary makeshift enumerators, accurate information will be obtaineda\--)
from the enuineration sheet, Form 27. The data thus collected form
the source material for the house cards, permanent cen§us cards,
follQw-up cards, and special inquiry cai-ds. Visible record devices may
be used for many of these records. It may be found desirable to add.

another column to this enumeration sheet for the name or number of
the school attended or for information regarding the home conditions.

Permanent censu8 card.This card 1 .
provides for the separate filing

'bf the information, entered upon: the :mutation sheet. It should
'ivovide for futizi, changes of adiiresi, schoo \t9ended, did a record
of employment. It should be kpeitianent, continuing registration of
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6ENSUB ATTENDANCE RECORDS 43Ji_,
the individual. Upon the thoroughnegs and promptn *of thesupkeep
of these cards'clepends the value of the censue as a ftiotorin safeguaid
ifrg the enrollment in school *of every child of compiory school ag,
(Fdrm 28.)

j

Daily- report of.attendance-officer.Upon the attkinflance office, to ia
great extent, depends the attendance information/required by the
school adminiktration authontis. .The amouth an character of he

00011t,
2410000

44t%

tisiosto

work accomplished by the attendadce officer is the lest of his èffi-
ciency. * * * The daibr report of the attendance officer furnishes
the basis oLthe principal's report and the superintenaent's outlook .4
upon his attendance problem.

Monthly attendance report of principal to supelintendent.The
superintindent 'of schools should have a record of school attendance
service not only in terms of that offeed by the attendance depart-
ment, but that offered by thé schools. For this purpose monthlydu;
'attendance report of the principal to the superintendent should show.
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- CENSUS -AND ATTENDANCE RECORDS 45

the distribution of all absenCes and the disposition of the cases as given
'on Form 29. IP

The report :hould also show the number of cases un er eAch item
17. n investigated by the school and, by the attendance

y such a report the superintendent will be able to
at extent the school is assuming a responsibility for

wiance thmugh the school nurse, teacher, or otherwise;
eug of time required to *close the case and itirunderlying
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child accounting.McA.pster and Otis app'.y a prin-
ial accounting to child aoGunting which is worth study-
balancing the child account!' The total discharges in

t. must equal the total entries in the account. This is
one pupil, teacher grade, room, or sehpol 'for the whole
This gives a much-needed check.on the areVricy of child

nsibility 4 the Skie.Sinceoducation is. a funcOon of the
e prime responsibility for. an adequate and accurate school

es with the State legislature and State department of educa-
Os includes prescribing minimum 'regulations concerning
'ce records and reports within the State.
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SuPerintendent and Poard Reports to County or State
Administrative Units

The problem of reports of superintendents and boards to 'county
or Státe education departments involves, first, a brief coRsideration
of administrative units. These units are in process of evorution. At
the present -time we have four prominent administrative' units(a)
the district; (b) the town, township, or city; (c) the county ; and
(d) the State. The first two of these may be referred to definitely
as local units and consequeittly thèse become the reporting units.
While the county, as an administrative unit, is 'constantly changing
in character it can hardlik be Aoubted that the tendency is toward
its ultimate development as a local unit.

%In so far as aZministrativeunits are local units ihey willrnot be
reported to except by their own educational staffs. Ilenc'e, as the
county bécomes more truly a local administrative unit, the county
school authorities will organize their own immediate records and
reports, as' means of administration, just as the.town, township, or
city- does to-day. So far as the county is concerned the problem will
decreasingly bé that of orranizing a repört systein for its sub 'diary
units, but miller- of organizing the rxto3rds and th'e reporting o the
county staff as a local staff.

Wherein, howevero the county -is not a local administrative unit
the problem of a reporting system will approximate that which is the\
State's. The county will be an irhermediary. It will be rep-orted
to by subsidiary. units And ill turn it 'will report to the State. This
is the situation in which the county largely finds itself to-day. And in
thiq situation :the character of the county system óf reports will
depend much upon thesystem evolved for -the State. There is,
howgver, this difference. The county orOtnization is closer to its
people, it has a more detailed responsibi*, and, consequently, its
reporting system should be more complete a d more finely organized.

In view of thé trends in administrative u ts and the subsidiary
position of the county, it will be the chief co cvn óf this section of

- the report to consider the purpose and proce urea to be pursued in
organizing a system of reports to the State dep tment.

State Ft:mdions in Educatipn

*Of

the functions of the State in education ma be delimited by
analysis until they ,are Intosoondensed two corn rehensive assign-
ments. The first bas to do with administration, and this may be
sOdivided into (a) the direct administration of i ertain phases of
the educational program, such, for example, as gher education,
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SUPERIN'kENDENT AND BOARD REPORTS 47

and (b) the administration of certain controls established or authorized
by the legislature and pssigned commonly to the State department,

The second function is that of educational leadership. Leadership
involves activities of diverse types, but these may be reasonably
subdivided into (a) supervisory service, (b) research, and (c) publicity.

%A Dynamic &le for Repiois

With this analysis in mind it may be seen that reports from the
local units to the State department become of tremendous import--
ance. Whatever may be the extent of the State departments' charge
for direct educitional administration or the administration of con-
trols, it must be admitted that a system of reports presenting cogent
data will be essential as a basis for action. Furthermore, the all
important function of leadership, 'whether it be concerned with
supervisory service, researcfi, or publicily, will be strong or weak in
proportidn to the extent to whicbt thig leadership is based on adequate
data from the local units for whom this service is purposed. Leaar-
ship service must know where local units are, educationally, before
it can proceed to improvement..

The pngt 4uarter century has witnessed leadership increasingly
rise above '` best-guess" methods iind increasingly place reliance upon
its scienti,fic substituteresearch:. Publicity, involving informa7
tional service, tends to become substahtial, pointed, and meaningful
as it; is bosed on research. SuperVisory service becomes scientific by
increased reliance on research findings. But research,. especially
administiative research, is dependent upon, among okher things, data
.that arè complete, that are timely, that are gertineiA, and, particu-
larly, that are rgliable.

The case for On adequate reporting 'system in the several States
rests-basically ui)on the need 21 data of the quality just indicated.
The problem of . supplying theTe data is the proNem of reports to
State education 'departments. A reporting system so organized as
to asshre these data will go far toward enabling a State department to
improve educational publicity, research, and supervisory service
wjthin tbat state. States developing adeqfiatezeporting systems will
find their own leadership service improved. They will also find
themselves in a position to make cooperative research arrangements
with graduate colleges of education and other research agencies, with
the result that valuable researches enhancing State leadership will
Accrue to the State department's resources.

Essential Element., to be Considered in the Drelopment and Operation-qf a Syslan
of Reports to Stale Departments of Education .-

1. Basic to a system of reports are data in the form of records made
both ádequate And accurate at their source. The source being the
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48 CO-MPMTEES ON UNIFORM RECORDS 'AND REPORTS

local administrative unit, it becoles essential that the developmentof a system of reports be begun through the establishmeni of a localrecord system. In developing this record system the report featuret1
deemed essential will be the key. The development of 'a uniformrecord sysfem and a State report must go hand in hand.

.2. The reporAg system, consisting of various reports from local
superintendents and boards, either to the county office, as an inter-
mediary, or direCtly to the State office, should consistently develop outof and be in harmony with the previously determine& record- syfitem.3. In the inauguration and operation of a thoroughgoing system ofrecords and reports to a central department, an interpretive and edu-
cational service maintained by the State department will be of valueto the local unit and to the department, both in assuring intelligentrecording and reporting and in creating a sympathetic local responseto the cause for which the system is established.

4. In assuring the accuracy essential both tb the successful opera-tion of the system of records and reports and to their utilization inresearch, publicity, and supervisory service, it becomes essential toprovide for an &casional inpection and audit.
5. A plan for the development of improved systems of records andrepôrts needs to be considered. Where State depittnents of educa-tion possess the resources, leadership in the project may well be located

there. In other cases the leadershit) may well emanate from col-.
leges of education in Stfite or other universities where the necessary
resources are to be found. Where a division of research exists in theState department, the director of this division may well organizeand direct the project. Through such leadership a State cooperatingcommittee should be constituted by the appointment of qualified
persons representing local school systems. This cooperative com-mittee will prove of great value in a liaison capacity, in counselingproceduré, in reviewing and exercibing approv0 of proposalsas the study
progresses, and, finally, in providing the means through which the ulti-mately developed*yi3tem may find its súccessful induction'into service.The foregoing constitute the basically important elements in the
development and operation of a system of reports to a State school

, office. In review, they comprise (1) a system of records, (2) reports
developed from these records, (3) interpretive and educational serv-ice iñ the keeping of records and the making pf reports, (4) audit and
inspectional service to insure accuracy, and (5) a plan to insure leader-ship and cooperative enterprise in the development of the system.Every State in the Union requires that school boards submit anannual financial report.' Most State statutes authorize the State

N. L. Efigelhardt and Fred Engelhardt. "The Financial Statements and Reports of a Local SchoolAdminibtration." Teachers College Room], Vol. XXVIII, No. 6, p. 623. (Citing Smith J. E. "FinancialResponsibilities of School Officials," University ot Mizpoota Librari.)
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SUPERINTENDENT AND BOARD REPORTS

school offices to require the essential educational retilrns from local
school officials. Many of the States have faiiily complete systems in

. opbration for secaring anntial statistical returns. In a few State&
special investigations have been made with a view to establishing
improved systAimspf records, particularly in the line of fiunce account-
ing. It is apparent, however, that what has been done in the different
States 'leaves much to be accomPlished before in each State the ele-
ments referred to above wilr be satisfied.

49

A Problem for Each Stale

The time is ripe for each State to undertake, through`a designated
leadership and a cooperative enterprise, the project of developing a
thoroughly adequate system of records and reports. It is main-
tained hat the results of such a project, in the form of adequate,
accur , and comparable data, are essential to such leadership as

rightfully be expected of State departments through supervisory
service, researCh, and publicity. Furthermore, it is felt that such a
project may, for a combinatiofi of results, best be undertaken at this
time by each State as a unit. The various sections of this bulletin of
the committee on uniform record4 and reports will be found helpful
and unifying in the undertaking. Many original contributions should
evolve from the proposed undertakings. Enlarged realaa4ns will
unfold and 4velop. In time a greater ,uniformity among States will
accrue.

The progra here outlined has many ramifications. It -.may be
thought to involve the whole problem of records and reports, and there-
fore to preempt this field. And indeed it does in the sense that it is
futile to develop ;ries of reports to thQ cential State office without
consilering basic records. True, not all records locally needed will be
utilized to constitute essential data for reports to the State. In
deciding, however, what are the items of usefulness in a teport to the
Sfate, the whole field must be surveyed. Furthermore;to assure the
success of a reporting plan, certain uniform records must be required
and safeguarded at the source of educational statistics. It is precisely

,because of the broad nature of the problem that it is beyond the scopeof this report or the possibility of a single individual. Each Stateweds to make an attack upon the problem, which in turn will be con..
summated most surely, it seems, by making it a cooperative enter-
prise.

In the hope that some help in the form Of guides in the processmay be offered, the points of suggestion found below are presented,
Points of Suggestion in the Project of Developing 'ft System of Reports to the Slate

1. In view ol the fact that the development of a system of recordá
should precede the development of a system of reports, it is sugge!4d

. 16137°-28-5
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50 COMMITTEES ON UNIFORM RECORDS AND REPORTS

at the following points be adhered to in developing a State system
of ducational records:

) Application of the prindiple of utility infletermining upon the records to be
kept. The main rôle of _records apd reports is a dynamic one.

(b) Äpplication of the principle of timeliness, involving determination as to
what records shall b* yearly, continuing, and permanent, and what records shall
be otherwise.

(c) Distinotion between recopds in which there should be State-wide uniformity
and those which may be peculiar to a local school system:

(d) Distinction between records to be kept by different local units, such .as the
town or township, the city, and_the Cpunty.

(e) Differentiation in required reoerdsk,efween classes of local units, such as
rural and urban.

(f) Consideration of the qualifications of local officials upon whom the keeping
of records will be dependent.

(g) Consideration of the form; publication, sale, filing, and ease of reference to
the records.

2: In developing the subsequent reporting system the following
points are suggested as'essential for consideration:

(a) Adherence, so far as possible, to points developed under I above, which
are in the main applicable here. .

(b) Conformity, so far as possible, in arrangement and content to items included
in the record system. ,

(c) Limitation of reports to items that prove thtif importance through use in
supervisory service, research, and publicity.

(d) Provision for such special reports as may be required from time to time
for the prosecution of research and for official or public enlightenment.

(e) Avoidance of duplication in returns.
(I) Determination of (hie dates as nearly as possible in harmony with the

purpose to be served by the Information given in the reportS.
(g) Assurance of an official status, through making reports public documents

and requiring affidavits of authenticity.
(h) Assurance, so far as possible, of an, ease bf checking and recording data

included in reports.
(i) So far as is consistent with utility, .continuity of repoited data should be4assured.
(j) Consideration of the separatioq of report forms to the end that the reports

May be ailized administratively or otherwise after their utilization for statistical
purposes.

3. Wherevér possible the offrcials in the State education department
who are to carty an the interpretiye and educational work, as well as
the audit and inspecOon referred to herein, should sit with the cooper-
ative committee during the developmefit of tbe system of records and
reports.

4. Where statutes do not so prhvide, legislative action should be
instituted and supported to the end that the State education depart-
ment may be authorized/ to establish a system of records and reports

- and to furnish the guidance and checks essential to its operation.
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Star Reports to the Public

Education has been definitely recognized as a function of the State,
'by which term is meant the people acting collectively through their
ehosen representatives; and not fundamentally a responsibility of the
local communitY. Such legal obligations as are ntt met locally are
essentially delegated duties. These obligutions are obviously. sup-
plemented- and made effective by the interest of .the comm4unity in
the education of its youth and by its concern for the common good.

In-order that the schools of the State may be administered effec-
tively, certain. responsibilities have been delegated to the State
school officers, both by constitutional proviskin and bY statute law.
Furthermore, since the schools of the State exist for and' through the
efforts of the people, they have a right to expect and to demand
from both the local and State officers a periodic accounting.

This portion of the committee's- report is concerned with the
annual or biennial report of the, State school officials to the public,
and such a seport is primarily a report of accountability. Thereare at least three respects in which the State officials are accountable
to t h people. These are:

1. For a record of past accomplishments.
2. For an estimate of present conditions.
3. For the statement qf a constructive program for the future.
That the State report miy adequately serve its purpose the cdm-

mittee recommends that it,be divided into two parts and thae'the
first part consist largely of a narrative discussion of the educational
achievements of the period of reporting,- the present condition of
educational activities, preferably grouped about large and significadt
topics, and a suggested program for the future development. . Its
purpose is that of informing and interesting the piople rand .the
legislitture. in order that they may .consider intelligently the policies
presented by the "State school officials. Beciause the legislature in
general constitutes a cross section of the public,-it will be sufficient
to consider the latter as the audience for which the report is prepared.

In determing the character and content of part .one of the report
certain limitations should be kept in mind. The public is not familiar
with the professional" language of education, nor is it obligated toread the report. Consequently such a ieport should be in nontech-
nical language. It should be written clearly and in a style which
will interest the average citizen. As an aid to clarity and ease of read-
ing, much use shouldbenude of comparative tables, ages, and graphs:'
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52 . COMMITTEES ON. UNIFORM, RECORDS AND REPORTS

These should -cdntain and interOret.comparable data, for periods 8f
years. The meaning of all tables, charts, and graphs should be
esplained- as simply as possiMe iri 'order that the lay reader may be
able to see their significance and to discover trends in educational
practice. In making recommendations' for educational betterment,
a sharp distinction should be made between those mafters which may

' be helped by legislative action and those which may be affected
through professional knowledge and skill, coupled with popular
understanding.

The second part of tile tate report to the public has an entirely
'different set of aims. It should present the educational statistical
data. of the' seVeral administrative units of the SCate in dhailed
form. such a report should serve as a souirce of original and com-
parable data for- the use of local school officials in studying their
own problems. UnifollniLy among the States in fill. matters of sta-
tistical-. reporting, will for some time to come be impossible' as, to
cite but a single instance, the methods of distributing State funds
varies widely, and frequently statute law determiries the form's Qf
reporting.; Aside'from this limitation, the committee is convinced,
from a study of many forms for recording and reporting, that
desirable "uniformity may be still further realized if its.recommen-

_dations are accepted.
Just here &word of caution may be opportune. In the formulation

of both the narratie and statistical poitions of the State report
there is serious need of Eiafeguarding the accuracy of' the original
data. At present there is too_great a degree of inaccuracy and con-
fusipn in the use of the statistical data. Two factors that contribute

..to this condition are inaccuracy in the original reports from the various
local units, and variation in the interpretittion of the 'term's. used.
To remedy to smile degree this tonditión is one of the purOoses of other
sectiofis of this report. . a

The committee repeats a previous recorrimendation to the effect
thai the forms us.ed by State department§ of educationtsin gathering
statistics within' the 'State ihould- tonform so far as possible to those
employed by the Federal Bureau of Educatión, supplementing.the

. points covered therein with those required , for local use.' Such a
procedure would obviate the necessity of a second reporting by
local officers to the Bureati of Education, and hasten the time when
all statistics° relating to the units of the State would be gathered
through the various State departments and forwarded tó the Bureau
of Educatipri.

With regard to. the statistical content fo! State 'reports the .com-
Mitiee commends to State officers that each State report shall Contain

Report¡X of the Committee oo.UnIform Root& and Reports, U. 13. Bu. of Wm., Bul. 1012, NO. 3, p. B.
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STATE REPORTS TO' THE PULC 53

the signifisant st-atistics of the State for whicI it is made and that
these statistiCs include those relating to, pupil well ¡is to finaocial
accounting.. In ariiplification of this recommendation the committee
mentions the follo*ing as a suggestive but by o means com 'lete,

,

1. Detailed statfOc§ of all public schools under loc inânagemetr
(a) elementary, (brtiecondary (junior high school a ct senior igh
schbol), c) normal -

(teacher training)f (d) collegiate, ) vocati nal,-
.(f) practical arts, (g) for special pupils, (h) extensional, i ether with
coinpartitive summaries of the foregoing.

2. Public schools under direct Stkti management---(a) ele e
(b) secondary (junior high school anVisenior high school); (c) n rmal

- (teacher training), (d) collegiate, (e) technical or vocational, ro-
fessional, CO schools for educationally exceptional children, (h)
extensional, (i) special, together 'with comparative summaries of the
foregoing..

3. -Schools under private management(a) elementary, (b)
ondary, (e) collegiate, (d) vocational, (e) professional, (J) sckiols for
kivcationallk exCeptional children (g) special. .

4. Statistics relating to_the prsonnel and expense of maintaining
*the administrative staff 'of the State department of education and
relating to such activities of the department as are not included in
the" foregoing paragraphs.

In addition to the periodic report to the legislattri3 and to the
ptiblic the committee strongly urge, its previous recommendation a

that the State office-issue frowtime to time bulletins or special reports
dealing with studies and resedrch. The following suOjects ire offered
as a su estion: School consolidation, transportatip of pupils to
elemen ary and to secondary schools', rural progress, free textbooks,
local hool reports, migration of pupils, salary trends, su ions

boAs of education relating to' .the organization ftnd con o. c of
their. ork, financial itudies. 'of subject costs, pupil mqrtalit
pro otions, etc. Many Statci de jiartments aye found a ye
bull tin of current education0 hair elpflil in promo

lc understanding of educational ovements within a
th State» These have been supp mented by fre nt c lar
le ers addressed

,

to the profession interests o erent oups
of teachers and schgol officials. T commit elieves that corn-

unications such as these are usefu ii cr ng an intelligent apOre-
ation of public school activities.

s Ibid., p. 10.
4 Some 16 Stilts departments publish such bulletins, among which are: Connecticut Schools, Conn. rate

of Educ., Hartford, Conn.; Hawaii Educational Review, Dept. of Pub. Instr. of Hawaii, Hgnolulu,
Hawaii; Educational Press BuSeUn, Dept. of Pub. Instr., Springfield, School Bulletin,
State Dept. of Educ., Baltiniore, Md.; Edfication Bulletin, State of New Jersey Dept. of Pub. Instr.
Trenton, N. J.; and The University of the State of New York Bulletin to the Schools, Stet0 Dept ig
Albany, N. Ir.
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54 COMMITTEE:a ON ITNIFORM RECORDS AND itEPORTS

A brief, summary "a recommendations relatipg to State repotts isas follows:

1. That the State report consist of two parts.
2. That the first or narrative part of the report relate

throughout the State, with recommendations
advance.

icational condition8
ructive program of

3 That there by'a clear statement pf thc.. terms ised and meticulous care inthe collection and in the accuracy of the data used.
4. !That State educational statistics conform as completely as possible to thosecollected by the Federal Bureau of Education.
5. That the statistical data ofdthe periodic report cpver all essential activitiesof the local and State educational systems,"
6. Thaht statistical tables, charts, and graphs be accompanied by adequateexplenati9ils and interpretation.

. . .7. Thit special 'bulletins covering studies and research be issued at opportunetimes. .

8. That there be rggular and more frequent bulletins than the legal reportissued to the public and to the professional staffs of the schools.- 9. That a clear distinction be made in departmental reco;irimendations betweenthose matters to be effected by legislation and board action and those whichdepend upon a larger 'degree of professional insight:. and skill.
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State Reports" to thétFederal Goyemment

The increasing social importance of a system bf public education
in a democracy makes it imperative that widespread; uniforni, and 4.

accurate 3tatiatical idformation be available from the several States.
'The rising cost of education; the rapid increase in pupil enrollment;
the growing demand for professioAal improvement of teachers; the
tremendous crutlay for new school plants; and the increasing tendency
to reorganize the units of ,the system to incorporate the junior high
school are a few of the factqrs that call for information on a uniform
basis from the se-veral States of thé Union.

There are i*ly items commonly secured by Slate department, of..
education fof use *in making' their reports to the-legislature anti to
local school officials within the several States which are of peculiar
value only in the State or States where they are sought; othem are of
general value and should be made available for all States. The NI-
lowing items appear to be of such general importance as to-war-
rant their inclusion in the form used by the United States Bureau of
Education in collecting statisticAfrom State departments of educa7

-rtion. State reports to the Federal Government, should annAlly
provide uniform and accurate statistics on the items suggested below.
General statistics. t.

A. Number and distribution by position of adininistrative officers.
B. Number and distribution by position of supervisory officers.
C. Number and distribution I)) position, and sex, of. full-time puplic day-

school teachers.
D. Pupils enrolled, distributed ,by sex and among' the commonly mcognized

units of the school system.'" .
E. Aggregate attendance distributed among the commonly recognized units of

the' school system.
F. Average daily attendance distributed among the conunonly recognized

units of the school system.
G. Average number of days the schools were actually in sessiondistributed

among the commonly recognized units of the school system.
H. Distribution of minors, I to 15 years of age, inclusive:

1. In public day schools.
2. In continuation schools.,
3. In vocational or trade schools.
4. In private schools:
5.' Not enrolled in any school.

I In collecting data under items C to<I, inclusive, a this outline, the junior high school should be mom-
- fired as a distinct school unit wherever it exists in separately organized form, and the data for Wit unit
should be presented separately from those concerning tbe elementary and senior high school.

The distribution of minors of compulsory school age, showing tbe types of schools they are attending
and those over compulsory school age showing illiterates would be valuable data if they could be obtalued.
Because of the variation in the number of years included in the compulsory school age group in different
States, these data are not available at present. It b therefore recommended that for reporting purpose.)
data be gathered for these groupew suggested in items II and I. It will then be possible for the Federa1
bureau to assemble thee figures for all States on a uniform bads.
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56 COMMITTEES ON UNIFORM REC4DS AND REPORTS

I. Number of illiterate minors 16 and 20 ytars ot age, inclusive.
J. Eveniag school enrollment.

. 1. Elementary7-teachers ind.pupils.
Secondaryteachers and pupils. .40

K. Enrollment in public day schools, distributed as to -grade and sex. This
table should include specigtand postgraduatepupils. Provision should
be made in the blank to enable systems with junior high schools to make
a separate reporte for these schools.

L. Information concerning private schools to include (a) teacherw--distriliuted
by sex and school units; (b) pupilsdistributed by sex and &tool units;

s and (c) copt by school units.

41Financial stalistia.
A. Expenditures for public scfioolsday and everiingdistributed as provided

for on page 60 in Form 30, items 9 to 17, inclusive, which are grouped
under the heading Payments.

B. Receipts, distributed as provided for on page 62, in Form 30, items 23 to 32,
inclusive, wfiich are grouped under the heading Receipts.

C. Payment of debts, as provided for on page 62, in Form 30, items 18 to 19.
In addition to the foregoing information, to be secured annually,

it is suggested that information be secured once every three or five
years on the following items:

At Professional training of teachers, distributed as to school units and sex,
and showing (a) college graduates; (b) normal school graduates; (e)
secohliary school graduates with professional training of one year; (d)
secondary school graduates oglx; (e) aot graduates of secondarrachool.

B. School buildings in use January 1. 11. One-room buildings.
2. Twc;-room buildings.
3. Three-room buildings.
4. Four400m buildings.
5. Buildings of five rooms or more.
6. Total number of buildings..

C. Estimated value of school property, distributed among the units of the sys-
tem, to include:

1 Sites.
2. Buildings.
3. Equipment.
4. Total estimated ;ralue.

It is suggésted that the United States Bureau of Education con-
sider the desirability of indieating the. ranks'of-the States (in certain
items significant of educational progress. The publicition of rank-
ings for lopal systems-within States has contributed to edticational
progress. A similar influence should result on a,nation-wide scale if
a plan were gradually IleielQped for ranking the States on certain
Items for which reliable lid comparable data are/available.
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Repoit Formi of the United States Bureau of Eduattion
The statistical report.% of the United States Bureau, of Eduqttion

title tased almost entirely on information supplied by State and local
.units of school control. The exactness and comPleteness of the data
furnished by these 'Inks determine the character of the Federal
reports. The p;omptness with which the bureau can issue reports
and their accuracy and completerless are dependent upon the coop-
eration of State and local school officials. This report reproduces
two of the more irnportánt forms used by the Bureau of Education.
The committee urges that State and local school systems.collecf their
school trecords in sucb form as to facilitate reporting to the Federal
bureau.

The forms of the United States Btireau of, Education are in the
process of revision'. It will be noted that the forms used in collecting
dati from the State differ in siimerespects frbm those uáed in collect-
ing from city school sys s. It is anlicipated '1)3'7 the bureau that
these two forms will la ti L brought into complete agreement in so
far as This is advisable.'

It is recommended that State departments of educatiim ciAlect
data on. (1) the number of teaching positions, and (2) the number of
teachers actually employed, distributed awarding to grades or sub-
jects

,

taught
...

various typesthe of schools; so thatth. United
Bureau of Education can collect these data on a nation ale. This
information is neCessary to show the relation of Ripply an demand
and the labor turnover of teachers for different fields and to revent
a large number of teachers being pripared for positions scr ch do
not exist. Normal schools are in neeii of this information to guide
them in théirteacher-training programs.

Form for Report of State Dejkrtments of Education

Form 30, reproduced on page 59 and following, is used by the
United States Bureau of Education in pollecting data from State
departments of education. This form has been revised

-
to accord

with the suggestions of the committee given in the section beginning
on page 51.

e

1 For the explanation of items of statistics used in these forms see the Bateau ot Edueption Statistical' .Circullir No. 10, "Items of Statistics for Public School Systems with Special Reference to Reports to theUnited States Bureau of Education." This circular is also in the report of tbe committees on *mittenrecords and reports of the Department of Superintends:3os,
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commrPrzEs ON UNIFORM RECORDS AND REPORTS
0-

Under item, 9; Form 30, payments for general control have been
divided according to the various local units of control. The total
should give-ts: complete amount for this item from whatAver-source
the money ma derived. To promote accuracy the form provides
for a recapitulation which wilhbalance current income, item 32, with
current expenses, item 22. The State blank has also been revised so
thit it will make available on a national scale the facts relative to
the newer typeti of school organization on the secondary level.

There has been added to the State blank a section 43 be .used in
collecting rIlibal _school statistics. In acéordance with the praiice of
the Unitea States Bureau of the Census, "rural" refers to places
less than 2,500sin.population..
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Commarms ON UNIFORM RECORDS AND RiPORTB

FORM Continued

I:I.PAYMENTSContinued

.viceA
Itedemption of MAI§ and short-term loans by 1
I) Payments from current funds to retire bonds

_PaYments from sinking funds to retire bonds
Pone bf new bonds to retire old bonds which have matured

(b) (era to schooloOting fund
Interest paidtmknibbsted-... JO) Payments from current funds

1(2) Payments from sinking funds.
(d) Refunds (tax, tuition from patrons only, etc.)

19. Total payment oidebt and interest, excluding items 18 (a), (2), (3), and (e) (2)

20`.. Recapitulation of expenditures from current funds:
General control, item 9
Instructions, items 10, 11, and 12 .
Operation, item 13
Maintenance, item 14
Auxiliary agencies, item 15
Fixed charges, item 16

10.

Total current expenses, items 9 to 16, inclusive

Capital outlays, item "17
Debt service, item 19

or.

Total, items 9 to 17, inclusive, and 19

21. Balance carried to next year ,

22. Whole amount available for use during year, same as item 32

......

C. RECEIPTS
All moneys received for school purposes should be reported under C.Receipts, whether they come from

funds reserved for school purposes, or from general-State, county, city, or other local funds

8oiir I State moneys

23. Income from permanent funds
24. Income from leasas of school lands
26. Appropriations from general funds
26. From taxation (property, business,

poll taxes, etc.), for all school pur-
poses, including debt obligations

27. Federal reimbursement 1. voca-
tional education in put ic high
schools (paid through t State)._ XXXXX

28. Subsidies from educati .1 founda-
tions XXXXX

29. Ajl other rev e receipts (fines
and penal , gifts. bequests, con-
tributio rents, interest, tuition
flee fro., patrons only, etc.)

Total revenue receipts (23 to
29, inclusive)

30. tionrevenue receipts:
(a) From loans and bond sales!
(b) Frwn sales of property and

proceeds of insurance adjust-
ments

(c) Other nonrevenue receipts
31. Balance on lland from previous
*D. school year (do not include in

preceding totals)

Local moneys not paid into
the State treasury for general

distribution

County

X X X X X

X X X X X

T

Township, dis-
trict, and
municipal

Total

6

X X. X X

X X X X X

32. Whole animist avallabléfor use
duringetbe year

t

:=

31. Trandersl* one district to another for tuition, transportation, and because of changes in district
1111" etc., ..... . (Do not include this item under "Recelpts".or "Payments.")

I be not tno*de money borrowed and paid back during the same fiscal year.
.
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REPORT FORMS, U. S. BUREAU OF EDUCATION 63
FORM 30Continued

PIOUS STATISTICS
34. School census ages years to years, inclusive Date of lated census,.

number of children enumerated, boys ; girls
36. Total number of schoolhouses used ; number used exclusively for high-school purposes

; number of 1-room school houses used ; number of consolidated
schools ; number of consolidated schools established this year

34 Number of pupils enrolled in day schools that were actually in session: Fewer than 81 days
81 to 100 days ; 101 to 120 dáys ; 121 to 140 days
141 to 160 days ; 161 to 180 days ; 181 to 200 days
over 200 days

37. Public summer schools: Number of teachersMen women ; numberof pupils enrolled, male , female
38. Public evening schools:

1. ElementaryNumber of teachersMen , women
of pupils enrolled, male , female

t 1 niber

2. SecondaryNumber of teachersMen , women ; numberof pupils enrolled, male , female

39. ENROLLMENT OF PUPILS BY GRAMM (DAY SCHOOLS). (EXCLUDE DUPLICATES)
Include pupils in elementary pades of junior high schools under elementary

Elementary
schools Boys Girls Junior high

schools Boys Girls

4

Regular and senior
high schools

kindergarten
First grade.
Second grade
Third grade
Fourth grade
Fifth grade

'Sixth grade
Semi h grade
Eighth grade.

Elementary
Elementar-
Elementary
Secondary
Secondary.
Secondary_ .

First secondary year
Second secondary year
Third secondary year.
Fourth (senior) tear

Special and ungraded

Boys Dirls

40. Principal of permanent school funds (invested money, not including university and agricultural collegehinds), $ This total includes théState permanent funds, ams:Ainting tocounty funds, $ ; township and district funds, $ ; municipalfunds, $ endowment funds of individual public schools, $41. Unsold school lands (not including university and agricultural college lands): Number of acresEstimated value, $
42. School bonds outstanding (State, county, township, district, city, etc.), $.

forms of debt, $
43. Total amount in sinking funds (State, bounty, township, district, city, etc.), $
44. PRIVATE AND VAROCHIAL SCHOOLS

a

Grade of schools

Kindergarten
Elementary
Secondary

Number
of schools

Teachers Pupils

Men Women Boys Girls

Total
exPendi-

tyres

(Name and title "reporting officer)

a
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COMMITTEES ON UNIFORM RECORDS AND REPORTS

FORM 30Continued
UNITED STATES DEPARTMENT OF THE INTERIOR

BUREAU OF EDUCATION
WASHINGTON

Statfrstics af
(State or Territory)

For the year ending

I SUPPLEMENTARY REPORT FOR RURAL SCHOOLS
(Read carefully Statistical Circular No. 10 for explanation of items before filling the blank)

Data for rural schools should be included in the general statistics of State school systems upon the blank
to which this is a sUpplement, and should.be reported separately upon this tilatik. ' Rural schools" in the
meaning of this inquiry are schools in the open eountryior in villages of not more than 2,500 inhabitants.
lilt is not practicable to make the report of viral schools upothis basis, make it upoh the basis upon which
rural-school statistics are annpiled in your State. In man)/ States schoob under the direction of county
superintendents or county school commissioners and reported by them would comply ifith the definition
,of "rural." All consolidated schools should be regarded as rural. Describe clearly the basis o7 the statistics
reported:

B.MINERAL STATISTICS (PUBLIC SCHOOLS)

Tounty
State de- superin-
partment tendents'

()films
PUBLIC DAY SCHOOLS

48. General control: Administrative officers and .em-
ployees devoting half or more of their time to rural
school activities

46. Instructional personnel:
A. Supervisory staff 1

(a) Supervision of general instr,uction (several
subject or grades)

(b) Supervisors of special subjects, music,
art, etc

Se

Township
and district

superin-
tendents

Total

k.

B. Principals (supervi-
sory)

TeachersC.
. (a)Numbor of

teaching lío-
sitions (count
each position
but once)

1. Filled by
men

2. Filled by
women

(b) Number of dif-
erent indi-
viduals em-
p lo y as
tftcbers-

1. Men__

2. Women
47. Pupils enrolled (net regis-

'Outten, excluding dupli-
cates):

1. Boys
2. Girls

48. Aggregate attendance in
days

4% Average daily attendance
BO. Aterage /lumber of days

schools were actually in
session (excluding boll-

° daYS) "

Rural elementary
schools

0110-
teacher
:;chools

o

r-

o

Consoli-
dated

schools

Two or
more

teacher
rural

schools

Rural seeondar) schools

Junior Junior-
seniorhigh I hi,h

schools 3 "1"schools

Senior
high

schools

Regular
4-year
high

school

Regular
high

school
less

than 4
years

_J
Total

j.

4

s List.here all supervisors devoting half or more of their time to mill school supervision.
Consdlidated schools are defined as rural schools which have been formed by the union or combination

of 2 MOTO districts or schools formerly existing separately, either with or without transportation. .

s Reptrt any' form of junior high school in this column except those listed as junior-senior high schools.
Report m teachers all principals and supervisors who devote half or more of their time, to teaching.

J.

..

s

t.
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REPORT FORMS, U. S. BUREAU OF EDUCATION 65

FORM 30Continued

F.PAYMENTS '
(Report all moneys expended for various types of rural schools whether they came from tares levied specifi-

cally for schools or Irom general funds appropriated for school purposes) -

.

PUBTIC DAY 8C1190111

. .

Stale de-
partment

County
superin-
tendenta'

offices

Township
and district

superin-
tendents

I. General control: Salaries and expenses of admini-
,

strative officers and employees devoting halror
more of their time to rural school activities . _

62. Supervisors: Salaries and expenses of supervisors of
0 instruction in.rural schools

,

$

l.

.
.

Total

s.,

53. Instructional personnel
(day schools):

(a) Salaries and ex-
penses oesuper-
visory princi-
pab

(b) Salaries of teach-
ers-4

1. Men
4

s 2. Women
(c) Supplies, text-

books, school
libraries, and
other expenses
of instnwtion

64. Opemtion of school plant :

Wages of janitors, engi-
neers, etc.; fuel, water,
ligM, power, janitors'
supplies, and other ex-
penses

. Maintenance of school
Marti (repairs, replace-
ment of equipment, and
other upkeep charged')

66. Auxiliary agencies and
coordinate activities
(a) Transportation of

pupils
(b) Othen auxiliary

agencies

57. Fixed charges (pensions,
rent, insurance, contri-
but lonslcon tingencies,
etc.)
,

58. Capital outlays

59. Total of payments, ex-
cluding debt service

Ruralidementary schools

One-
teacher
schools

Two or
Consoli- more
dated teacher
schools rural

schools

Rural secondary schools

Junior
high

schools

$

-4

f

Junior-
senior
high, ,

sr hbals

Senior
high

schools

Regular
4-year
high

school

010

Rular
high

school
less

than 4
years

'Total

.01

_

00. Of the amounts included in items 53 to 59, inclusive, bow much Ionia distributed by theetate from State -
funds to stimulate or promote rural education: (1) As building aids, $ ; (2) as transportation
aids, $ ; (3) as library aids, $ ; (4) for promotion of consolidation,
(5) as aids for ctther purposes (specify), $

81. Total number of rural schoolhouses used, ; numbee used exclusively for high-school purposes,
; number of I-room schoolhouses uied, ; numbei of consolidated schools,

number of consolidate() sclioob established thiS year,
02. Total number of veldcles used for transporting pupUs, ; motorized, ; horse-drawn,

; total number of put;ils transported, ; number transported tò consolidated
Pchools,

16137-128-6 (Name and title of reporting Meer)
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COMMITTEES ON UNIFORM RECORDS AND REPORTEI.

f I Blank for Report of City School Systems
;

.- There are three iorms.for the use ot school systems in large, middle-4
, sized, and small cities, respectively. The form for cities over 30,000

population has " revised in accordance with the suggestions of
the commiitie o i uniform records and reporti öf the National Asso-
ciation of Public Schoöl Business Officials. Forms for the smaller,
citiei are contraCtions of the larger form, bdt follow the same general

- accounting principles; therefore only the large form is shown here.. .

(Form 31.). .

Accounts kept as outlined in the ,report on,financial records 2 can
be expanded or 'contracted 4Mr reporting on anY, of the city forms.

Each of thehe blailks has two parts. Part I pro.vides for the repórt
oi 'personnel statistics. This part of the report should be filled out
Under the direction of the person in charq of the personnel recdrds of
the school system. Part II provides 'for the collection of fiscal sia-
tistics. This part of the. ieport should be filled out un4er the direc-
tion of the 'person in charge of the financial and business affairs o(
the 'school system. These reports should 'be compared previous to
transmitting them to tke United StatesBurcaii of Education to iiisure
çomplete statistical agreement.

See p. 73 and fallowing.
.

0

sir

1.

0

I 1,

40

66

.4

. .

ê. .

.4+

A

4
1

t.

e.

t.

b

40.

41-

4



REPORT FORMS,. U. S. BUREAil OF EDUCATIO14

FORM 31

DEPARTMENT OF THE INTEglIOR
at.

BUREAU OF EDUCATION

WASH INTION

67 4

PUBLIC SCHOOLS IN4 CITIES, TOWN.S, BOROUGHS, kND YILLAGES
-

YEARPART LenzRAL STATISTICS FOR THE SCHOLASTIC ENDING ISL.
City ' State SupFintendent ....

MINISTRATIVE OFFICERS (EXCLUDING 4 AND STENOGRAPHERS)

1. umber of superintendents hf schools, incltiding associates and asMstant superintendents
2 Number of chiefs of compulsory attendance and school census . % ; field workers
3. Number of medical inspectors ; dental inspectors ; school nurses
4. Numtier of directors of research ; members orboard of esaminors ; vocational

guidance officials _
6. Number of business aril financial officials ; officers in charge of buildings

in charge of supplies , ; members of the board of education .
6. School mums, age . to , inclusive, boys girls. Date of census 1

SUPERVISORS, PRINCIPALS, TEACIIiRS, PUPILS, ATTENDANCE, SCHOOL TERM.
SCHOOLS, AND BUILDINGS

; officers

4.

bay schools

7. Kindergartens
8, Elementary schools 4,..
9. Special schools:

(a) For the anemic
(b) For the blind
(c) For'cardiac caws
(d) For the crippled
(e) Por the deaf
(J) For the mentally defoo-

tive
(g) For the incorrigible (tru-

ant).4.
(A) For the tubercular

Total special schools _ .

10. Junior high schools 44
H. 110echools
12. Vocational and trade schools..

(a) Full time
(b) Part time

13. Continuation schools
14. Normal schools (under city

board of education) Ii
15. Colleges (undit city board o4

bducat ion) Is .
16, Americanisation-classes

Total diy schools

as
OD

Teaching
pmitione

Oiled by s-4

7;44

141.

Pupils en-
rolled ex-
cluiling

duplicates 4

to,

41.

e

..... .0

s.

-

w,

Additional
ilupils en-

led in
private and

parochial
schools

_

116

1

......110

a'

W
awe

==1

4.

OS

Novs.Tbe schools for which data arewrequested in items 10 to Z3, inclusive, under the above headings'
are tbe same as the schools given in items 16 to 29, inclusive, in Part II of this blank; so they are omitted
here to save space. 0
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68 4commrrrzEs ON UNIFORM RECORDS AND REPORTS

a FORM 31Continued
PART IIFISCAL STATISTICS FOR Tù TSAR RIDING

Read carefully the "Explanation of Reins" hefóre !tiling the blank

C ty , Ettate

"Nos
Sources

11,

(Signature and title of4ameer making thq report)

A.r-RiCE1PTS AND BALANCES

1. Income from permanent funds
2. Income from Imam of school

lands ?
thmeraL tic, and emee

e ap priationsV", taxation for maintenance
- (property, busin('5s

poll taxes, etc.), excluding
dept obligations

& From taxation for debt service 14
6. From other school districts for

tuition 11
7. All other revenue receipts (a)

flaw and penalties; (b)
bequests, contributions; (c)
rene; interest; (t) tuition
(tees from patrons only),
etc

Total revenue receipts (1-7,
incl.)

.111,

8. Nonrevenue
(a) From loans and bond

sales I4
(b) From sales of propert y

se, and proceeds of insur-
ance adjustments 41 , xxxxxxxxxxxxxxxx

(c) Other nonrevenue re- I
oelM5-41 :xxxxxxxexxxxxxxx

Total nonrevenue i lulu's us
ceipta.

Federal moneys

IIIIIIIIIXIIIIII

s

%IlltIMUMIXXXX
MIXIXIMOLAil

%XXII XXXIIIIIII

.41

*.

IIUIIIZIIII

====1-

Es

State
moneys I

Local moneys not
paid into the
State treasury
for general dis-
tribution

County 4

'MO

Toivo-;
ship, dis-
triet, and
munici-

pal s

g. Balance and inventory at beginning oryear:
(a) Cash balance on hand from previous school year 1?
(0) Stock on hand at beginning ot year I"

Whole ouvount available for upe during year . ,

a.

-
Other

. 80111te3
Total

.wr 171.

B.PAYMENTS 1)1

Items

B.I. ADMINISTRVION (MINIMAL CONTROL)

1, School elections
2. Board of education and secretary's office
3. Finance offices and accounts
4. Officen in charge 9f buildings
& Officers in charge of supplies "
6. Legal services
7. Operation and maintenance of administration builtrizip
8. Supwintendents of Is and their onion
a. Administration of v. 6 6 nal relations and school census

10. Administration of 000rd te activities . ..
11. Other expenses of general. clout
12. Total

o

Salaries Supplies Ot her
leth Total

4
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FORM 33Continued

Day schools

Supervisor* Principals

B.II. (4T OP INSTRUCTION

13. Kindergartens
14. Eleniontary schools &moo
15. Spec&l schools: -

(a) For the anemic
For the blind
For cardiac cases .
For the crippled._

e) For the

¡iv) For the incorrigible (truant)_.
A) For the tubercular

For the mentallP defective

Total special 'boob
101 Junior high Kitools
17. High sopoob 17
18. Vocatiofial and trade schools:

(a) Full time
(6) Part time

19. Continuation schoob
20. Normal schools (under citrboard of edu
21. Colleges (under city board of education)
n. Americanisation classes

Total day schools

Algid schools

21. Ekmentary schools n
24. Junior high schools
25. High schools n
Z.' Vocational and trade schools

Total night schools,
-

Rummer wheels

27. Elementary schools
28. .tunior big)] schools
29. High schodls n

TI;tal summer schools
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s.
FORM 31Continued

a

Items Salaries Other
objects

COORDINATI ACTIVITIZ8 *

Mt Compulsory attendance
31. Medical inspection
al Dental inspeotion
$74. Nurse servioe

Total coordinate activities

1.Iv. AVXILJART Ammo
34. Libraries (public) "
35, Transportation of pupils h

. rare of children in institutions (parental ungraded).
37. Public lunches and lunch rpm deficit s,letcluding equipment Is
38. Adult lectures
39, Community centers, including joninirs' service, fuel, etc
40. Operation of playgrounds. including janitors' service, fuel, etc
41. Recital kin other than ph) ground
42. School gardens
43. *tool savings banks
44. Tuition payments to other school norporat ions

Other (military agencim

Total auxiliary agencies
V

V

4

Schools

a

Personal
serv ice

(wag of
Ptnitors,

pnginkrs

11.-4 OVULATION OF SCHOOL PLANT 0

46. Kindergartens S. $ $
47. Elementary schools
48. Special schools a

49. Junior high schools ,
I M. High schoob

51. Vocational ind trade schools . t
5,2. Continuatitib schools .., ,

53. Normal schools (under city hoard o( education) _

M. Colkges (under city howl nf education) ...,

I

i

55. Americanisation claw" 4. . i

1

t.

Total operation-of school plant

Total

$ 00

-........

Engl. Fuel. Ot her
and light, expense

janitors and of own.
upi dies water 11 lion

Items

Total

.4

1.VI. sun CHASMS
Pensiphs

57. Rent
tt& Insurance
b9. Taxes

,a

00. Compensation law
61. Payments of orders of ling year n
a Other expenses of flied charge.

1

Total fixed charges

s's
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Total
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FORM 31Continued
.

.
.

p

.

Schools .

-
.

4-
.

RerLir
buildings
and up-
keep of
grounds

Repair
And re-nk-I&
meat of

.i. own
sind

Joni tea'
equip-
meat

.

Repair
and re-
OM
meat

of educe-
Uonsl
equip-

.ent and
furniture

,

Other.
el Pealed
;=,,,..,..`"5`14

,

.

Total
. .

e.vu: MAINTINANtlt Or SCHOOL PLANT "

C. Kindergartens .

64. Elementary schools
65. Spedal schools ..0

86. Junior high school:,-,67. High schooli 1

eg. Vocational and trade schools 4
89. Continuation schools ig'
70. Normal whools (under city board of education)
71.4C ollftee (under city board4of education)
72. Ameicanization dames a

Total maintenance a plant
. e \ -

$
.

,.

.
1

a

s

.

..
.j

$

-.

.

_

,

.

. 4. .

r4.

New buildings
11.

Old buildings

Areal- I Land-
und land scepIng

=I's ;And en-1 and

ing fees . s

play-

1,VM. CAPITAL OUTLAY

73. Kindergartens ,
74. Elementary achodls
73. Special schools
76. Junior high schoob
77. High schools
78. Vocational and trade

schools
79. Continuation schools
MO. Normal schools (under

city board of education)
81. Colleges (under city

board of education)
82. Americanisation classes

Total capital outlays

3.-11. DIST IlitifiCI''
J

83. Redemption of short term loans (do t include money lxitri borrowed and repaid during
same fiscal year) I

84. Interest, on ghtitt-tti si loans
f ir

.
8& Redemption of bala

(a) Payments frs is current funds to redeem bonds 4 4
(b) Payments frotn sinking funds to redeem bonds
(e) Loans of new bonds to redeem old bonds which have matured

86. Interest paid on. bon4s:
(a) From current funds R At.

(6) From sinking funds ... -,
V . Payments to sinking funds
88. Refunds of tax and tuition

Other items of debt servioe ,

Total excluding items 86 (0) and (c), and item 88 (b)
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4' FORM 31Continued

(N.CONDENSE) BALANCE WIER'!"

ser

Reoelpts and opening inventories

1. Cuh receipts (revenue and nonserenue).
2. Cash on hand dim previous school year
& Stock on head Porn ptexious school year

flotal

Expenditures and closing inventories:

4. Total expenditures excludInl itfms AS
(s) and (c) and 86 (b)

3 Cuh on hand at end of fiscallear
G. ptock on hand at end of fiscal year..

Total
V.

D.VALUE OF SCHOOL PROPERTY

Schools°

1. Kindergartens
2. Elementary schools 1.
L Special schools
4. Junior high schools
B. High schools
9. Vocational, trade and =Lindell= schools .

& Cols (under en adjust/on) .1
2. Normal *diode of education)... _

9. Amdcanitation classes '

ellP

Total value ci school propeft

E.BONDS AND SINKING' FUNDS

1. Schoo) bonds outstanding
2. Other forms of school debts . ......
3. Total amount lo 'school sinking funds

at close of fiscal year

V.

4

V.

1r.--ThXATION
* -

I. School tax rate for maintenance pur-
posts: ,

1(q
\tatil

Count f
t

2. &tool tax ratio for other purposes M-
ing debt service s

3. Assessed valuation of property taxed
to produce school revenue

4. Estimated percentage assessed valua-
lion is of the true property value. 4

e

,

1.0

4.

;
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44.
a

'Explanation of Items of City School Blank for Large' Cities
Part

SupervisorirInclude upder supervisors those perKns who give half or
more than half their time to tbe supbrvision of instructiOn in special subjects
and grades, such as supervitpors- of manual ttaining: home economics, music, and
drawing, and supervisors of kindergartens, and elementary irradee. Stiperefsors
who give more Man half Oteir time to teaching should be reported as Isaacs. In
case sulierviiorys 'divide their time between two types of schools, as elementary
and secondary schools, prorate these stipervisors accordin¡ to the portion of their
time given tit each type of school. If no adequate prorating is possible, count
supervisors tinder organization to, which major part of time is given and note
other organizations to which time is devoted.

Principals.Include prineipals of groups and districts' and principals of
building or similar units; such as principals of high schools, elementary schools,. ,
vocational sChoolS, etc., who devote nail or More thap half their time to a4FninisT ".

tration and supervision of instruction. -Principals ta lo oredevote m. than half Omit
time to teaching should be ¡nduded as teachers. Incase principals divide their
time between two types ot schools, is demeittary and secondary, prorate these
principals according to' the Portion of their time given to each type of school.
Principals 'tvho are really superintendenti in charge of ihe adininistration of a
small school system should be reported under general 6ontrol personnel.

Number of toachinf positiona.rThis is the number of teaching positions
making up the organizMion of tfie schobkor the number of persons tbat would tel
required to fill all teacihing positions in the schools of a school system at ope and
trte same tinie and is !Usually less than the number of different teachers employed 4

during the year. In ease a position has been held part of the year by a man and
part of the year by a woman, count the one by whom the position was filled the 6

greater part.of the ¡year. POsitions of .supervisors and principals should be included
under telsching positions when theoccupants of such positiòns devote more than hajf
their time to elafsrom instrudion. ln such cases these officers should not be re-
ported as supervisors and principals. This ftem is of importance in determining

jhe average salariies paid to teachers durisg the year. In ease teachers divide
their time between two types of schools, as junior high anAl senior high, prorate.
.these teachers between the two types of schools according to the portion of their
time devoted to' each type.

4 Pupils enrotled.This includes the total number of boys and girls whose
names ate on the schhol regijiters, counting each name but once. If pupils move
or are transferred during the year from one school to another, they should be
counted as enriolled only by the school first attended that school year, and not by
any school subsequently attended that school year

6 Aggregate :attendance.This is the sum of all the days actually attended by
all the pupilsin all ihe schools during the entire school year. In some schools the
attendance op pupils, because of Congestion or for other reasons, may be limited
to ha4-day tetiions only. Tú stich schools count eich pupil present'as being present
for-a full diV. (This does not Tier to part-time or continuation schools.) This is
an Mtn of treat importance, ant should be secured accurately for each type of,
school indidated. --Days on which schools were closqg for any purpose whatever
should not ibe included in ascertaining the aggregate attendance.

- 6 A verage daily attendance.The average number Of pupils actually present
each day the schools were in session should be comfouted as folloWs: For a single
school ackk together the %amber of &ye/each pupil was present during the year
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(in sejlools in which pupils are limited to ha4(-day sessions only, count each half
dity is a full day; this does not refer to part-time or continUation schools) and
divide the, sum, w.hich is the aggregate attendance in days,. by the number of

'days the school was actually open for instruction. To secure average -daily attend-
ance for a Kroup or system of schools, add together the average daily attendance
of each school in the group or system, secured as above. The average daily
attendance should ,be ascertahied for each. type . of sebool as indicated in the
blank.

7 Length of school year.This should inolude only.: the pumber of dais the
schools were actually open for.instruction, and should not iiiclude legal or reli-
gious holidays on which schoOls were not.in session, nor days on which the schools
were_closed on account of inclement 'weather, teachers' institutes, or any other
cause. A school term _may be 9 months o? 180 days, but on account of holidays
or other causes the schools may hive been abtually in session for the ingtlition
of pupils .a.number of days less ihan the legal school term.

In a sChool system having different lengths of school year in its various units,
the average number of days in the school year is %found by dividing the combined
aggregate attendance in days of all schoOls in the system by the combined average
daily attendance of all ,the sch6ols in the system.

s Number of schools.A school', for reporting piirposes, is defined as a 1-room
school employing only one teacher, or a school of two oi% more rooms usually
housed in" the same building, and having a principal in yharge. , In case an ele-4
mintary school and a high school are housed in the same building, count thpm as
two separate schools. The number of kindergarten schools will be the same as
the number of buildings which maintain kindergarten departments. In buildings
having more than oni teacher, each room used should not be considered a school for
the purposes of this report.

Scifool buildings.Do not include poitable or temporary structures operated
as a part of a permanent building. In case a building houses two or more schools,
such as a kindergarten and an elementary school, report the building only once
and after the type cif school havrng the largest number of pupils enrolled in it.

Io Elerfientary schools.Under this item include only the statistics of such
elementary grades as have nbt been definitely organized as a junior high school,
senior high school, or Ss a high school (grades 9-12, inclusive). In case super-
visors, principals, or teachers give pall, of their time to the .elementary grades
and part to the junior high school, prorate suchpersons and their salarieS between
these schools according to the portion of their time devoted to each.

11 Junior thigh schools .Separate statistics for all definitely organized junior
high schools should be reported, whether suph schools are housed separately
or with an elementary or senior high sichoo.l. High schools organized on thq
¡unior-sepior plan 'should be reported here only in the junior classes. Ili cas:e
junior high-school supervisors, ifirincipaK or teachers devote part of their Arne
to the elementáry grades ör the senior high eshool, prorate these persbns among
these types of schools according to the portion of their time devoted to each
type.

12 High schoolcMter this item report the statistics of all senior high schools
and of all high schools not organized on the junior-senior plah. In case high-
school supervisors, principtls, ,or teachers devote part of theii.time to junior

,high-sphool work, prorate these persons between the two_typesaof schools accord-
ing to the portion of thOr time devoted to each types High schools organized
on the junior:senior plan should be reported here only in the senior class.es.-

I Is Vaeatianal and.traa 8400111.-4teport hero. the data for schools definitely
organiied for giving "vocationial or trade cotIrses: -Do not include departmenta
of regulir high school. Offering such courses.
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14 Normal schools.Include only those schogls (city normal schools) definitely
organized for giving teacher-trainiag work. Do not include leacher-training
work offered as a part of the regular high-school course or offered in a county
normal school.

15 Folleges.--,-Riport Lere atatistics of such municipal colleges and universities
as are managed and controlled by the city board of education. Jungtcolleges
as well as 4-year colleges should be incitded here. Do not' fnclude data for
municipal colleges or unIversities controlled by a separate board of trustees.

16 Under night elementary schools include night Americanization classes.
k Under, night high schools include flight schools in city normal schools and city
colleges when such schools are under control of the city ',ward of education.

"Under summer high schools.---Inclilife summer sessions of city-normal schools
andscity colleges when such schools are under control of city boareof education.

Pari II
A. Receipts and bdances.

Revenue receipts (items 1-7, inclusive)..=-2Report as revenue retelkts `all re-
ceipts which do not result in increaging school iridebtednefis or in the 'depletion
of school property. All rdventie receipts should be net._

2 Federal mjneys.Under this leadipg and in item 3 tepórt the amount of
money received from the Federal Government for vorAtional education from+
the Smiih-flughes fund.

State mone7J8." State moneys" includes all school revenue paid into the
State treasury and distributed therefrom on a different basis from that on which
it was collected; i. e., the- city usually receives an amount either greater or less
than the amount paid b'y the city to the State. If impossible to distribute the
total amount of money received Wm the State among the various items 1 to 7,
report the total amount received from the State in the 'State monT" column
after 'Total revenue receipts."

4 Courdy moneys.Include all school revemle raised by the county, which is'
turned over to the city for the support of the city 'schools. In States .having
the county unit ¿f taxation all moneys received from county sources should be
reported in the column for county moneys.

t-

Township, district, and municipal moneys.Includp all moneys collected
directly from the city and all revenue accruing to the city school system from the
township, district, or town (" town" is used here in the iensé of a pchool dis-
trict, not a village or timall city) in which the pity is located or of which the city
forms a part:

e I ncomeirom permanent funds.This item includes all income from permanent
inveited fUnds exclusive of invested moneys designed to meet future hond
obligations. The interest aCcruing from invested sinking funds should Ie re-
ported in item 7. It is important that income from invested-permanent cloudy
funds be reported -mar " county."

Income from leases of school lands.Include only.the inoome from school
lands which have been set apart for the partial sugpovt of the school system.
Do not include temnporary rents from city school lots, as such income should ,be
reported under item 7. 4.

Getterai;...pecifie, and emergencir appropriationa.ThIB item includes ippro-,
priations distributed annually by the State or couniy.on some, per capita basis

'for school pu 'sea; moneys appropriated by the Fediral Government, State,
or county for :, me specific ptfrpase, such as vocational education, Mgh-school
aid, teaCher training, education of the handicapped, etc.; a any mcineyo appro-
priated from'any-totitical unit to meet eperfiencies such appropriations from
the State to sruppiltment teachers' ies, the general., city trpasury to ,

increase thetiioniy ,available f6r mutil .
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6 COMMITTEES 0 UNIFORM RECORDS AND REPORTS \

Taxation for maintenance. Include all moneys raised by local (I. e4, town-
ship, district, or city) taltati n personal firoperty or real estate, on' públie
and private utilities, from busin taxes, and from poll taxes, for school-mau-
tenance purposes only. All mo ra d by State school and county sch
taxation which are transferred tp t e city-s ool fund should be included here,\
The relationship of thiEi item to section F of this blank is highly important. \
Specific school tales should be carefully distinguished from appropriations which
may be allotted to the city for school purposes but which have not been specifi-
cally collected as school taxes. Item 4 should include only the taxes raised for
mee'ting the cutrent expenses of the school system and the taxes collected for
the construction o! school buildings. r-/

lo Taxation :for debt service.Include here all moneys raised for meeting debt
obligations, such as the accumulation of a sinking fund, payment of interest on
bonded indebtednets, awl) interest on shgt-term !Clans.

" From. other 8chooledi8tric4s for tuition.This ¡teen includes all school moneys
transferred from one local school unit to another. It will ljenerally. include
only tuition money (not tuition from patrons) but may include also alsoney
received from another schdol unit for various purposes. Since the money thus
transfdrred Must be eliminated from the final State report to the United States
Bureau of Education in order to avoid a duplication of receipts and expenditures,
it levery important that transfer money be separated from other receipts.

13 411 other revenue receipti.Include all fines and penalties, all gifts, bequests,
and contributions to the city schools, all receipts from the rent of school: buildings
and school lots (not school lands in the serve of a permanent investment), all

a Interest on bank deposits and invested sinkinNunds, and-all tuition fees paid by
School patrons (not tuition money transferred from one district or city to another).

This item should inclw,le any excess in the selling price of textbooks anti sup-
plies to pupils or tither persons over the cost. It should include also the profit
accruing from lunchrooms carried on with school funds. Net admission receipts
fr9m public enterttiinments should also be included.

V Nonrevenue receipts.Nonrevenue regeipts *should inçlude all amounts
obtained from loan/IC:Id bond sales and, from the sales of PrOpert¡r and supplies.
All such receipts either incur indebtedness, which must be .paid at some future
date, or result in decreasing the, amount and value of the school property. All

. nonrevenue receipts should be net.
14 Receipti from lamp and _bond Wm.Include all receipts from bond sales

negotiated during the fiscal year but do not rePort new bonds which were issued
to redeem old bondst Include also all short-term loans which Were rectived and
not paid during the fiscal year. may sometimes be necess,ary to borrow money,
to maintain the schools until taxes are collected. These short-term loans, thee
paynient of which doesapt carry over into the next fiscal year should not be
repo

eceipts from sale& of property and proceeds of insurance adjuattnent.,Include
moneys received form the sale of school buildings and grounds, sale 'of library
Ica, furniture, scientific appaiatus, automobiles, truck, machineiy, fuel, or

other property belonging tò -the city schooF.system. Include also the proceeds
of insurance adjustments. Receipts.from the sale of textbooks pu-ichased during
the school year are duplicates and should not be included

14 Other nonrevenue receipte.InClude all other-receipts derived by devreasing
the value of th% school proyerty or by obligating the school system to make
payment at some tut iré time.

17 Ptah baiance'on hiM.Include balances from both ,revenue and nonrevenue
receipts. r

, ...

4 II $104 oil htind.inettlde all Stock-room supplies and textbooks whiWilave
, not yet been distributed to tile various scheol buildings for use..
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CITY SCHOOL BLANK FOR LARGE 6ITIES

B. Payments.
I. Administration (general control).
I Board of education and secretaryl office. Under this heaIshould be included

all expenditures for salaries of members of school boards, of secretaries, arid of
other officers or assistants engaged in the business of administration, and all

'other expenditures for suet officers for supplies, traveling expenses, etc.
12 ()Peers in charge of buildings.Include the salaries and expenses of those

having charge of the construction and maintenance pf physical properties, such'
as superintendents of buildings, school architects, inspector of buildinks, super-
intendent of repairs, and schoolhouse commission. Payments to special employees
engaged exclusively on new work should be charged to outlays.

Officers in charge of supplies.Include the salaries and expenses of the super-
.

intendTlt of supplies, business manager, or other
.

officers whose duties are .con-
cerned.with the purChase and-distribution of supplies.

4 Operation and maintenance of administration building.;hiclUde alsd rents
paid for general control offices.

5 Superintendents of4ehoo1s.and their offices.Include all payments for salaries
of superintendents, assistant or deputy superintendents, direciors of rnsearch,
and other subordinate administrative officers whose duties are largely adminis-
trative and who are not primarily supervisors of instruction; for office assistants,
clerks, and stenographers; for stationery, postage, supplies, traveling expens,
printing,'and other miscellaneous expenge9 in connection with the office of super-.
intendent.

Administration of vocationdl relations and scheW)censua.Include salaries
and expenses of officers in charge of procuring vocational information, of giving
vocational guidance, and of issuing working permits, and bf census enumerators,
including clerical help, necessary blanké, and other supplies, car fare, ete.

7 Administratiori of . coordinate adivities.This includes payments for\ all
salaries mid expenses of persons who- are in the central office exercising direct
control oi all the coordinate activities as specified in SeCtion Do&not
includefikid workers.

II. I nstrudion.
a Superviwrs.Include salaries and expenses of those persons who give hilt'

or more than half their thne to the supervision of instruction. in their special
subjects a`nd grades, such as supervisors of manual training, home economics,

drawing,..etc., and supervisors of kinAergartens, -.elementary grades? etc.
Salaries of 8upertlefi)wko give more than au their time to teaChing should be
reported under t-ea'heri salaries.

In case a supervisor renders service as supervisor in more than onf kind of
school, prorate his salary, clerk hire, and other.fxpenses among these types of
schools actording to the portion of his time given to each type.

a Other expenses of supervision.Include traveling and other expense's allowed in
attending conventions, institutes, etc., stiseet-car fareilreport blanks,stationeryetc.,
used by supervisors, expenses in cunnection with holding teachers' institutes, teach-
cue traveling 4ind other expenses allowed in attending conventions, institutes, etc.

la Principala.Include salaries and ex'Penseseof principals of groups, and dis-
tricots apd principals of buildings or similar unitii, such as principals of high schools,
eleméntary schoóls, vocatainal scli.00ls, etc., ivhd devote half or more than half
their time to administration and supervision of instruction.

II Educational supp1ies.-84ppl1es are those things which, when once used, are °
actually ór constructively consumed, inchtding writing paper, drawing paper,

r blank books, ch+, ink,"pencils, pens,. adfisives, fastehers, catbon paper, iubber
stamps, typeivriter supp.lies,"magazines for' classroom toe. (not those purchased.
for the sch-ool library), newpapers, test tubes, Httnus piper, filter 'paper ptildt
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78 commninap ori tr4PORM .RECORDS AND REPORTS

ing and abrading supplies, drtigs, chemicals, cleansers, laboratory supplies, food
supplies. Freight ansi cartage on supplies should be inéluded. Care should be
taken to exclu-de from education& supplies any árticle made of durable material
which is supposed to last year after year with reasonable use. No permanent
laboratory" apparatus or equipment should be included.

13 Free textb6oks.Include only paynfents for textbooks furnished free to pupils.
Payments for texbooks sold to the plipils during the school year Ahould not be
entered in this report, as the money so spent is still available for use.

II School library books."Include the cost of supplementary boas and alSo mag-
azines, library books, etc., 811pp1ied to the school, library when paid for out of
school district furidse; The cost of school librAry books for a new library should t3e

°reported unit:1er "Capital outlay." The expenses of 'maintaining and operating
public libraries to which all pupils or even the public may have access should lie
reported under "'Auxiliary agencies'. "

14 Other expenses of imtruction.,Include expenses in connection with commence-
ment exercises or school entertainments, such as musitl, decorations, programa,
diplomas,. etcA Street-car hole of teachers, where alloweti, -should be included
under this heid. Expenses incident to teachers' institutes should be included
under supelwigion.

13 Elementary schods.-r-For, explanation see "elementary schools," item 10,..page 74. I

13 Junior high schods.=-For explanation see "juniini: high schools,
tal? 74, of explanations of city school

I High schooli.For explanation see "high sphools,"
1 iexplanatiovs of city school *ilk.

Is Vocational -and trade schods.For exbiiiigtqlon see "vocational and .träde
schools," item 13, page 74, of explanatiasiLi4iy.pabool blank.

9 `Normal schools.For explanation see "ntirmal schools" item..1.4, page 75,
of explanations of city school blank.

Colleges.For vxRlanation see "colleges". iteub_15, page 75, of definitions of

item 11,

item 12, page 74, of

city school blank.
31 See item16, imge 75, of city school blank.
n See item17, pagb 75, of city sçhool Wank.

II I. Coordinate activities.
. .adivates.Inn Coordinate this section report salaries and expenses of all field

workers in -compulsory attendancit, medical inspectimi, debit& inspection, and
nurse service. The salaries and expenses of the directors,of these various activi-
ties who-supervise the field vorkerfi ihould be reported alder .

general control.

IV. Auxiliary agencies.
34 abraries (public).Report: here salaries, cost of books, Tnagazines, patn-

phiets, and operating expenses for maintaining free public librhrics in case such
likraries are maintained by the city board Of education. Do not include public
libraries unOer tiieiptroT of other public boards nor the libraries devoted exclu-

O

4) 'Lively to the service o
33 Transportation of

any individual school. ,

pils.Include all expenditures out of school funds for
the transportatiOn of pupils to and from school,. including the hire, operation,
,and maintenance of vehicles, street-far f e

* Public lunches' and lunchrorim deficits. ncl e all costa of providing free
lunches to -the undernourished and also any &fief incurred in plaintning.the
usual school luhelrooms. Profiitt from stich sou ces are to be reported under
"all other revenue. receipts."

C.

elikration of paygrounds.include payiments er recre!ition activities, includ-
ing salaries and vies of directors, supervisors, teachers, and attendants having
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ivith playgrounds and reçreation centers, school athletics, track and field. ,

meets, contests, field days, mgtched games, and all other exerales of a recreative
nature not included as a'part of the retular cwrictihtm. Salaries and expenses
of physical training teaChers instructfon'required of puitils should be s

reported under "Instruction."
.

V. Operationoof plant. . I ,

28. Operation of school plant.Urider 'MO general heacling,should 1?4e includd,,
all expenditures for keeping the buildings 7op4 and ready for use. In cases where
schools of different typesioccup3; the same building or building% the expebses for -

okrating the plants should b6 apportioned aMfrng the difitiéntAindslipf schools
according to the number Of square feet of floor space occupiéd by them," .

" Personal servise.Include salaries of lanitors, ¡suitors' hels, engineers,. .
firemen; switchboard opciators, matrons, watchmen, etc.

30 Engineers' and janitg-rs' supplies,Supplies'include articles vThich are con-
sumed _in using or are not expected to last from year to year, luch as brooms, mops,
soap, dusters, floor oil, -and other cleaning supplies; eleCtric bulbs, paper cups,
and toilet supplies; and-other miscellaneoui articles necessary for the operation
of the school plant*

$1 Fuel, light, and water.-2-Ine1ude all expenditures tbr'Coal, Wood, and bther
fuel, icluding freight, cartage, and other expenses incutKed-in iecuring the salt

VI. Fixed charges.
LI Payments of warrants and orders of preceding year.fhis fideal teport is t,q, be

executed on the payment basis and not Con the order' basis. Under this heading,
therefore, should be included all payment for warrants dr orders issued in the
preceding school year. Although the supplies other articres Ordered *may not
have been or may 'have been dehyered, used, or consumed in the current school
year, such payménts phould be entered 'under this headifir

VII. Maintenance of school plant. ,

Maintenance of 'school pkInt,ùnder tpis head should be included all experidi-
tures made for the restoration of any piece of property (grounds, buildings, or
equiprirent) to its original Condition of completeness of efficiency. Thit -includes
the repair of buildings and upkeee of grounds awl repairs And replacement or
old or worn-out equipment. Include cost of labor and materials incident to the
'repair of buildings, including ¡jointing and ¡lazing, and to repair of plumbing,
lighting, htAting, and ventilating equipment. Do not include expenditu
improvement of grounds in ,the nature of permanent equipment, alteration o old
huildir;gs, sucli as tearing out wails, enlarging rooms, fiuilding of additions, putting
in partitions? 'nor for additions to equipment, all of which should be included under
"Capital outlay."
, Viii. dpital outlay.

" P hase of land.Include all land purchasedschool sites, additi(ns to
jich sites, playgrpunds, athletic fields, etc., together with all cost of acquirino
title to such growth:Is.* .

u Buildings.This heading includes payments for 'new buildings, advertlie-
ments for contracts, payments 9n contracts for construction, installatioh of plumb-
ing, lighting, heating, ventilation, electrixial wiring, etc., apd all expenditures
for legal services chargetible specifically to new buildink. costs.- A

" Landscaping and playgrounds.Include, under this heading; the postilf Ian&
scaping incidental tto the erectiewbf *a new building and the cost of pla*etsinda
to be operated in connection with a new builditig.. DO not inAude herv ofiginak
cost of such sites of plYrounds e

iliagirtipment.-LInelude purchase of all 'new eqUipment (eatappt swilA as ¡s pro
vIdect to.répHace worn-out piarts, or destroyed almilir efiultnint)* such is tables,
. .
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80 COMMITTEES ON UNIFdRM - RECORDS AND REPORTS

desks, ,cupboards,' filing cabinets, tacks, stands, typewriting machines, adding
mathines, duplicating machines, abd othor labor-savi4 devices; electric fans;
physical, chemical, biologiéal, and dtfier scientificlaboratory and demonstration
apparatus; machinery, tools, and other equipment fot vocationaj instruction,.
domestic science, manual training, etc.

Is Alteration of old building8.Include cost of tearing out yvalls, enlarging moths.,
building of additions, putting in partitions, being earefUl not to include mere
repairs.

D. Value of school property.
Value of sitehool property.There are three plausible bases'on which the value

-of school property .-May bwestimated: (1) Original cost of building, (2) replace..
ment value;ind (3)1re.sent value. To satire uniformity in reports it is suggested
that ,I,he original cost ot school property ,be reported. The replacement value--
thials, what it woulecoSt, to replace the present buildingdoes not represent the
true and actual value of su:c property and does not represent the original cost
to -the taxpayer. Fprthermor9, such values are largely gross estimates. The
present value of seliool propc:ity is likely to be a mere guess, since, if such property
were sold for commercial use, it might, bring considerabl more or less than its
present value for school pturpostts..A The original cost is,' therefore, the mpst iecu-

te value, the most easily fiecure,tiqitnd reprevents whAt a given building costo
the eomnwnity. The original cost, however, does not take depreciati6 into
account, but in many instances this factor is offset by appreciation, or increased
value irí school lots or (4en in school buildings, To secute accurately the values of
depreCiation and appreciation is practically impossible and is not contemplated
In this section of tl)e schedule.

F. Taxation.
I School tax raft for maintenance purposes---ThiA ratti, should be expressed as

mills On the dollar or as cents on the.liuuldrvd dollars (stake whkch Inethod of
designation is used). The rate given-here sliould include 'fife tax rate levied for
meeting the. current expenses of the school year. . There. WrIl usually bekonly a
city tax which should be reported under al;)eaf/j ) If sepvratZ State county
taxes are levied on city' property for, school purposes, these shatsild iueluded
also, care beinglaken to indicate in the proper Owes the rates for "Ktate" or.
"county" purposes. Do not includii special tax raft.% for the construvtif ;II of new
bUildings for ,meeting bonded and other del Migntions. "Paynwnts of

*Interest cin bonded indebtednesq," if not includ . e special tax rate levied to
proOde sinking funds, ithoutd be Irielnded here. The ttix rate refer 41 to in this
note shall be computed by dividing the Money raised by taxation durillg the yeac
by the valuation of the city for the year.

School tax rate for other purposes.-v-Inclu-de the speci4 jOritates' (city and
oountif levied for th construction of buildings and the purchase of grounds;
for meeting bonded and(other debt obligations; and for providing sinking funds.

The ridded valultion of ploilerly taxed to product school. revenue.Report
the 'valuation of property (personal, real Atate, and public ptilities) pn which
Site tax rates reported in items 1 and" 2 are levied. This valuation-will ueually
be the assessed v,aluation. In- States where thé asseised valtiation la differt
(mu:110e monetary valuation on which taxi are 4evied, do not repprt the assessed,
valuMion, but instead the valuation of property on vrtlek the tax rates Lre actually
computed.

4 Estimated percelltage assessed valtiation is of the true pooperty volue.--This per-
mirage ihould express the relatldnship 'between the.valtatlon pnyvhich the tal
rate, apt actually computed (see item 3 and the estimated ' e 'property vilue..
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