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Foreword
It is generally agreed that with the impact of the new federal pro-

grams and the enactment of the Colorado Local Government Audit Law,
many local school districts are faced with the problem of establishing
accounting records. This in effect means an analysis must be made of all
property under the control and jurisdiction of a school district.

This guide is designed as a procedural outline I assist local school
officials in establishing a meaningful school property accounting system
so that compliance with generally accepted governmental accounting prin-
ciples may be maintained and kept uniform insofar as possible.

The exhibits (A to E on pages 25 to 30) are taken from the United
States Department of Health, Education and Welfare Bulletin, 1959, No.
22, Handbook III, Pioperty Accounting for Local and State School Systems.
Local school districts may wish to refer to this publication as an aid in the
development and organization of a property accounting system.

The main objective of this manual is to provide information concern-
ing the accounting for and related problems involving school property;
however, the impact of federal programs has supplemented the accounting
and reporting requirements and, therefore, the requirements specified for
auditing federal programs have been included as supplementary informa-
tion at the end of the manual.

Byron W. Hansford
Commissioner of Education
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Legal Authorization
Colorado law in 88-6-5 C.R.S. 1965, declares, " (a) All reports on audits

of local government shall contain at least the following: (b) Financial
statements which shall be prepared insofar as possible in conformity with
generally accepted governmental accounting principles . . ." These words
imply among other things an accurate accounting for fixed assets.

Property Account Defined
A property account is a descriptive heading under which is recorded

spit ^ific information about land, buildings, and equipment under the juris-
diction and control of school districts and any other units that operate
schools. It is an aid to fiscal responsibility, accountability and property
control for which the local school district is responsible.
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Classification of

Property Accounts

For the purpose of simplicity, the follow-
ing abbreviated classification of proper: y ac-
counts is given. The number which appears
to the left of the account is for identification
purpose.

Abbreviated Classification
Of Property Accounts

Sites -- 100 Series
110 Site Identification
120 Area of Site
130 Cost of Site

Buildings 200 Series
210 Building Identification
220 Size of Building
230 Cost of Building
240 Instructional Areas
250 Administrative Areas
260 Circulation Areas
270 Service Areas
280 Service ystems

Equipment 300 Series
310 Equipment under Unit Control
320 Equipment under Group Control

Purpose of Property

Accounting

1. It will provide an accounting of existing
property under the control and jurisdic-
tion of a school district.

2. It will assure an initial inventory of prop-
erty data.

3. It will assist in the improvement of ac-
counting and control procedures of school
property.

4. It will improve management and utiliza-
tion of school property.

5. It will aid in the impr -oment of school
budgeting procedures.

6. It will facilitate the evaluation of ade-
quacy of school property.

7. It will facilitate valuation of school prop-
erty for insurance purposes.

8. It will improve th.: determination of prop-
erty needs in relation to education needs.

9. It will establish the net worth of school
districts in terms of original costuseful
for short and long-range planning pur-
poses and determining the depreciation
ratios of equipment, where appropriate.

10. It will meet auditing requirements.

11. It will control assets against loss or mis-
use.

Questions to Ask Yourself
A. Site (Exhibit A, page 25)

1. Do you know the original cost of your
sites?

2. Do you have recorded information
about your site?

3. Do you know the cost of improv-ments
to your site?

4. Do you know the correct legal descrip-
tion for each site?

5. Does your district have the necessary
deeds and abstracts to prove ownership?

B. Buildings (Exhibit C, pages 27 and 28)

1. How much recorded information do you
actually have about your building?

2. Do you know how much the buildings
cost your district?

3. In the event of fire loss is your insur-
ance protection adequate?

4. Have you ever had your buildings ap-
praised?

C. Equipment (Exhibits D and E, pages 29
and 30)

1. Do you have a record of the cost of your
instructional equipment?3



2. Does your present inventory system re-
veal anything about equipment condi-
tion and its value?

3. Do you have any idea how many stu-
dent desks and chairs your district owns
or the amount of money invested in
them?

4. Do you have a record of serial numbers
on all unit items?

D. The kinds of information which should be
included in a Site Record (Exhibit B,
page 26).

1. Location.

2. Kind of building on site.

3. Date of original acquisition.
(a) Area of original acquisition.
(b) Cost of original acquisition.

4. Dates of additions to site (area and
cost).

5. Disposal of site.

6. Cost of improvements to site.
(a) Parking, walks, water and sewer

lines, play areas, fences, and land-
scaping.

7. Adjusted net worth of site.

E. What kinds of information should be re-
corded about Buildings? (Exhibit C'

pages 27 and 28)

1. Name, location, cost and building num-
ber.

2. Date acquired, date of construction con-
tract, acceptance date and date dis-
posed.

3. Type of construction.

4. Kind of building.

5. Number of pupils served, total pupil
capacity.

6. Gross floor area.

7. Kinds, types, and numbers of various
classrooms.

8. Type of heating, ventilating, and elec-
trical systems.

9. Fire protection system and communica-
tion system.

F. What information should equipment rec-
ords reveal? (Exhibits D and E, pages 29
and 30)

1. Kind of equipment.

2. Manufacturer No. and Serial No. or
school district Identification No.

3. Assignment and location.

4. Date disposed.

5. Original cost, added costs, and retired
costs.

6. Adjusted cost figure.

7. Physical description.
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Criteria for Equipment

and Supply Items
Differentiating Between a Supply
And Equipment Item

1. A supply item is expendable, usually
inexpensive, and has a significant value
of less than twenty-five to fifty dollars;
also, it loses its identity through incor-
poration into a different or more com-
plex unit or substance.

2. An equpiment item is more permanent
in nature, sometimes inexpensive, and
retains its identity.

3. Items of built-in equipment should not
be listed as equipment, since they are
considered to be a part of the building.

4. School buses and district vehicles are
considered as equipment items and
should be recorded on a unit record card.

Criteria for Identification of
Supply Items

A supply item is an article or material
which meets any one or more of the follow-
ing conditions:

1. It is consumed in use.
2. It loses its original shape or appearance

with use.
3. It is expendable.
4. It is usually inexpensive.
5. It loses its identity through incorpora-

ation into a different or more complex
unit.

Criteria for Identification of
Equipment Items

An equipment item is a movable or fixed
unit of furniture or furnishings, an instru-
ment, a machine, an apparatus, or a set of
articles which meets all of the following con-
ditions:

1. It retains its original shape with use.
2. It is non-expendable.
3. It represents an investment of money

which makes it feasible and advisable to
capitalize the item.

4. It does not lose its identity through in-
corporation into a different substance or
more complex unit.

Descriptive and

Numerical Entries
The unit and group equipment control

forms use numerical entries. Numerical en-
tries are concerned with the number, area,
and cost of pieces of property, while descrip-
tive entries are concerned with the identifi-
cation and classification of property. The
numerical entries as used on these forms are
given as follows:

1. Original Figure at Acquisition (0-F):
The figure entered into the records at
time property was accepted by the school
district for its use. Once entered on the
record, this figure remains unchanged
until district disposes of or releases the
property.

2. Additions After Acquisition (A-A): Ad-
ditions made in the accounts after the
property was accepted by the school dis-
trict for its use.

3. Reductions After Acquisition (R-A): Re-
ductions made in the accounts as a result
of the sale, turn-in, loss, or other dis-
posal of entire property or part of it
after acceptance of the property for use
by the school district.

4. Adjusted Figure (A-F): The sum of the
original figure at the time of acquisition
and additions after the acquisition minus
the reductions after the original acqui-
sition.

The Equipment Inventory
Basic Elements

A property control system consists of two
basic elements which cannot be ignored:

1. Mark and identify each item of equip-
ment.

2. Establish a uniform method for its ac-
countability.

Recommendations for Conducting
A Physical Inventory

A major problem in the establishment of
a uniform property control system is estab-
lishing the procedures necessary for an accur-
ate physical inventory of all fixed assets.

7



Such an initial and comprehensive inventory
can be organized in several ways. With this
point in mind, consideration of the following
list of steps may be helpful.

1. Decide who will perform the various
tasks in connection with the physical in-
ventory and maintenance of records. Be
certain that each person understands
his responsibility. Smaller school dis-
tricts may wish to utilize their staffs,
custodians, and other personnel. The
larger school systems may wish to em-
ploy an outside appraisal company to
conduct the initial inventory. It is con-
ceivable a board of cooperr., dye services
might be able to contract an outside
agency to conduct such an inventory.

2. Develop or secure values for sites, build-
ings, and equipment items listed on the
inventory. Determine what property
will be included with building costs and
what property will be included with
equipment costs.

3. Provide a general check list which will
differentiate between supply items, unit
equipment items and group equipment
items.

4. Develop item descriptions to go along
with the check list insofar as possible.

5. Prepare the type of forms to be used by
inventory teams.

6. Inventory field work should be listed in
pencil.

7. Establish a work calendar with deadline
dates.

8. One person should be charged with the
total responsibility of steering, coordi-
nating and implementing the inventory
operation. Preferably this person should
be the district's chief fiscal officer.

9. Take the initial inventory.
10. Assign values to the inventory using

original cost where possible and if this
is not easily available, establish a cost
estimate.

11. Record information on property account-
ing inventory record.

Establishing Costs
If a district owns one bookcase valued at

eight dollars, this item would not need to be
inventoried. However, if the district owns
four such bookcases, it would become neces-

sary to inventory them, since the aggregate
value exceeds the significant value test of
twenty-five dollars. This information would
be recorded on a group equipment control
inventory card.

Upon completion of the physical inven-
tory, a dollar cost value should be assigned to
each item or group of items. Where possible,
historical costs should be used. Where this
information is not available, an estimate cost
may be taken from a general price index. If
this information is not available, a fair-mar-
ket value at date of acquisition can be placed
on each item.

The inventory information should be
hand-posted or machine-processed on a form
compatible with U. S. Office of Education,
Handbook III forms. (See Exhibits D and
E, pages 29 and 30).

It is recommended that equipment be filed
and retrievable by either total area or by
buildings. For example, equipment areas
might include science, music, home econom-
ics, audio-visual, etc.

Remember to keep a separate accountabil-
ity on all items pertaining to various federal
programs, but be certain these same items
are also a part of your school district's gen-
eral inventory file.

Equipment Classification!cation
A good classification system is the key to

an efficient continuing inventory system. Its
function is similar to that of a table of con-
tents it a bocka means by which a variety
of different objects can be located with ease.
The alternative to a classification system of
property is a single exhaustive list of items
that is cumbersome and confusing. A good
classification system for school property must
allow inexperienced personnel to consistently
place each unit of property in the same cate-
gory as others like it by the application of
simple rules or instructions. This consistent
placement is of the utmost importance, as
misclassified items can become "lost" and
duplicate purchases can result.

The classification system can be organized
so that all property in each room is listed
by the room number or name. A major
disadvantage of this approach is that each
time property is moved from room to room,

-8



the transfer must be recorded in order to
maintain the validity of the inventory record.
In addition to this complication, it is felt that
it is almost impossible to obtain reports of
such transfers. Another disadvantage is that
there are as many records of the same kinds
of items as there are rooms that contain the
items.

A better method of classification is to or-
ganize by function, with categories such as
"general classroom," or "homemaking." Still
another method, and perhaps the best, is to
classify according to the names of the various
kinds of property, with such categories being
"tables," "chairs," "desks," and other items
of property.

Each of the above-described methods will
work well with certain kinds of property, but
none is best suited for all kinds of property.
The suggested system which follows is de-
signed to combine the advantages of both
methods and to minimize the disadvantages.

Marking and Coding

Equipment
After a local school district has completed

its original inventory of all property equip-
ment items, a master inventory record should
be established in the central office according
to the predetermined classification system to
be used by the district. It is highly important
that in all future inventories the equipment
be properly identified and reported. To as-
sure that each item of equipment will be uni-
formly reported, it is also important that each

item be identfied by a mark or code. This is
especially true of unit record items where a
considerable investment of money is in-
volved. There are many systems of marking
or coding property under the control and jur-
isdiction of a school district and the following
example is but one:

LBES Ar -4 -26
LBES Lake Blue Elementary School;

ArArt; 4Easel, wood; 26-26 inches high.
This type of simplified coding lends itself

quite rapidly to a manually operated filing
system of equipment items.

School districts may desire to develop a
more sophisticated system of equipment clas-
sification and coding procedures compatible
with data processing. These districts should
refer to the Standard Industrial Classifica-
tion Manual* or the Property Classification
Code Manual** for assistance.

The problem of a standard nomenclature
for equipment classification is a serious one
and the two publications previously men-
tioned are helpful in establishing a uniform
description of various equipment categories.

Once the local school district has deter-
mined a standard. nomenclature, there are
many ways in which equipment categories
and combinations of classifications can be
properly assigned and marked. A further il-
lustration of this point may be expressed as
follows:

*Technical Committee on Industrial Classification. The
Standard Industrial Classification Manual, Washington,
D. C., U. S. Government Printing Office, 1957.

**Association for Educational Data Systems. Property
Classification Code Manual, 1201 Sixteenth Street, Wash-
ington, D. C. 20036.

Equipment Assigned to Instructional School Plants:

Lake Blue Elementary School (LBES)
Administrative
Cafeteria
Furniture and Equipment
Furniture and Equipment
Lounge and Lobby
Miscellaneous Items

Code
Ad (LBES)
Ca

(General) Fg
(Miscellaneous) Fm

Ll
Mm

Lake John Junior and Senior High School (LJ-JSHS)
Administrative
Cafeteria
Furniture and Equipment (General)
Furniture and Equipment (Miscellaneous)
Miscellaneous

9

Ad (LJ-JSHS)
Ca
Fg
Fm
Mm



Furniture and Equipment Assigned to Departments:
School Department Code
LBES Art Ar
LJ-JSHS Business Education Bs-ed
LJ-JSIIS Distributive Education Di-ed
LJ-JSHS Industrial Education Id-ed
LJ-JSHS Auto Mechanics Am
LJ-JSHS Electricity El
LJ-JSHS English Eg
LJ-JSHS Science Sc

Once a general identification category is
determined, the district may then utilize its
standard nomenclature list to assign a nu-
meric equipment classification code:

Art (Ar) Assigned to Lake Blue
Elementary School

1. Clay cart with lid
2. Clay jar
3. Grinder
4. Easel (wood)
5. Automatic Kiln
6. Loom-small (12")
7. Desks (48")

Business Education (Bs-ed) Assigned to
Lake John Junior-Senior High

1. Typewriter desks (30")
2. Typing Chairs (24")
3. Portable Typewriters (Smith-Corona)
4. Portable Typewriters (Royal)
5. Standard Typewriters (Royal)
6. Electric Typewriters (Remington)
7. Electric Calculator (Olivetti)

Administrative Office (Ad-LJ-JSHS)
1. Electric Typewriter (Royal)
2. Adding Machine (Monroe)
3. Electric Calculator (Olivetti)
4. Manual Calculator (Monroe)
5. Copying Machine (Thermofax)
6. Electric Paper Cutter (Johnson)

Science (Sc)
1. Triple Beam Balance Scale
2. Wilson Cloud Chamber
3. Student Lab. Tables (36")
4. Student Desks (24")
5. Human Anatomical Model
6. Telescope
7. Solar Model (electric)

By following the above system it should
not be difficult to develop an equipment clas-
sification system by building a coding struc-
ture which will not only identify the specific

item but will readily determine its building
location by department.

Each department should have a list of all
property for which it is responsible and is
listed on the master inventory record at the
central administrative office. Whenever new
equipment arrives for any department, it
should not be delivered to the department to
which assigned until the proper information
has been recorded on the master inventory
record and the item has been properly coded.

Supplies and Equipment
Alphabetical List of Supplies
And Equipment

Presented on the following pages is a sin-
gle list of supply and equipment items. Sup-
ply Hens are indicated by the letter S and
equipment items are indicated by the letter
E appearing after the items. In order to clas-
sify an item as supply or as equipment, it
should be located alphabetically. When the
item is found, the S or E appearing after the
item in question will indicate whether it
should be classified as supply or as equip-
ment. While the list of material items in this
chapter is rather extensive, it is not practical,
even if it were possible, to make it complete.
If a specific item cannot be found in the list,
it is suggested that a similar item be located
to serve as a guide.

The list should be used in conjunction with
the criteria for supplies and equipment pre-
sented above. In cases of doubt as to whether
an article should be classified as supply or as
equipment, the issue should be resolved in
terms of the criteria.

Items of built-in equipment are not in-
cluded in the list because they are counted
as part of the building.

10



Alphabetical List of Supplies and Equipment
A

AbrasivesS
Absorbent CottonS
Account BooksS
Accounting FormsS
Accounting

MachinesE
AcetyleneS
Achievement TestsS
AcidsS
Adding Machine

RibbonsS
Adding Machine

TapesS
Adding MachinesE
Addressing Machine

PlatesS
Addressing Machine

RibbonsS
Addressing Machine

StencilsS
Addressing

MachinesE
Adhesive TapeS
AdzesS
Air, CompressedS
Air CompressorsE
Air Conditioning Units,

CasementE
Air Gauges, TireS
Air HoistsE
AlbumsS
AlcoholS
Alidades, TelescopicE
Alignment Gauges,

Camber, Toe-in,
etc.E

AmmoniaS
AmpulesS
Anatomical ChartsS
Anatomical ModelsE
AndironsE
AnemometersE
AnestheticsS
Aniline DyesS
Animal BoxesS
Anti-freezeS
Anti septic GauzeS
AntisepticsS
AntitoxinsS
AnvilsE
Apparatus CabinetsE
Applicators, ThroatS
ApronsS
AquariumsE
Arc Welding

ApparatusE
Arch SupportsS
Archery SetsS
Architect's Scales,

1 in. meas.S
Armature GrowlersE
Arrows --S
Art CanvasesS
Art CrayonsS
Art ErasersS
Art PaintsS
Art Paper--S

AsbestosS
Ash CansS
AsphaltS
Asphalt Roofing and

SidingS
AstringentsS
Astrographs, WallE
Athletic UniformsS
AtlasesS
AtomizersS
AudiometersE
AugersS
Auger Bits- -S
AutoclavesE
Automatic Regulating

ValvesS
Automobile

AccessoriesS
Automobile Controls

for Handicapped
PersonsS

Automobile
Defrosters--S

Automobile Fuel
TanksS

Automobile HeatersS
Automobile LiftsE
Automobile SignalsS
Automobile Tires and

TubesS
AutomobilesE
AwlsS
AxesS

B
Babbit MetalS
BadgesS
Badminton RacketsS
Bags, LaundryS
Baking PansS
Baking PowderS
Baking SodaS
Balances, BeamL
Balances, Small

SpringS
Baling Presses,

Compression
MouldingE

Ball BearingsS
Ball Peen HammersS
BalloonsS
Ballot BoxesS
BallsS
Band InstrumentsE
Band Saw BladesS
Band SawsE
BandagesS
Bands, RubberS
BannersS
Barber Shop Tools,

ElectricalE
Barber Shop Tools,

HandS
Barber-Type

FurnitureE
BarographsE
BarometersE
BarrelsS

Bars, Horizontal,
PortableE

BaseballsS
Bases, BaseballS
Bases, Electric LampS
Basins, PortableS
Basketball ShoesS
BasketballsS
Baskets, ContainerS
Bath Curtains- -S
Bath MatsS
Bath RobesS
Bathtub FittingsS
BatonsS
BatsS
Batteries, ElectricS
Battery ChargesE
Battery ElementsS
Batting, CottonS
Beads, Arts and

Crafts --S
Beakers --S
Bean BagsS
Bearings, BallS
Bearings, RollerS
Beaters, Egg,

ElectricE
Beaters, Egg, Hand--S
Beauty Class

FurnitureE
Bed PansS
Bed SpreadsS
Bed SpringsS
BeddingS
BedsE
Beef ExtractS
BeeswaxS
Bellows, Hand--S
Bellows, PowerE
Bells, Small Hand or

Desk --S
Belt DressingsS
Bench Stops --S
BenchesE
Benzene---S
Bevels--S
Bicycle Racks,

PortableE
BicyclesE
BillheadsS
Billing MachinesE
Binders,

AgriculturalE
Binders, LooseleafS
Binding ClothS
Binding Cord--S
Biological ChartsS
Biological ModelsE
Biology SpecimensS
Bit EracesS
Bit ToolsS
BitsS
Blackboard PointersS
Blackboards,

PortableE
Blackboards, Small

SlateS
BladdersS

11

Blades, SawS
BlanketsS
Blanks, PrintedS
Bleachers, PortableE
BleachesS
Blocks, HatS
Blocks,

KindergartenS
Blocks, Surface

HardenedS
Blocks, TerminalS
Blood Analysis

Apparatus,
CompleteE

Blood Plasma
CabinetsE

Blood Pressure
ApparatusE

Blotter HoldersS
Blotter PadsS
BlottersS
BlowpipesS
Blue Print

MachinesE
Blue Print PaperS
BluingS
Boards, BreadS
Boards, Bulletin,

PortableE
Boards, CarromS
Boards, CheckerS
Boards, DrawingS
Boards, EmeryS
Boards, Ironing--S
Boards, LumberS
Boards, Mounting--S
Boards, SandwichS
Boards, WashS
Boats or CanoesE
BobbinsS
Bodies, BusE
Bodies, TruckE
Bodkins--S
Boiler CleanersS
Boiler CompoundsS
Boiler Firing ToolsS
Bolt Cutters--S
BoltsS
Bond PaperS
Book CardsS
Book EndsS
Book JacketsS
Book PlatesS
Book PocketsS
Book RecordsS
Book StacksE
Book TrucksE
Bookbinding

MachineryE
Bookcases,

SectionalE
BookclothS
BookcoversS
Bookkeeping

Forms--S
Bookkeeping

MachinesE
Books, CashS



Books, CompositionS Bus Tires and Card Punching and ChinawareSBooks, LibraryE TubesS Sorting DevicesE Chisels, :in SetsEBooks, Loose leaf Bus Tokens- -S Card RacksE Chisels, not in SetsSNoteS Bus WagonsE Card TablesE Choppers, Food,Books, RecordS BusesE CardboardS Hand-OperatedSBooks, TextS BushingsS Cardboard BoxesS Choppers, Food,Boring Machines,
Precision Table or
Vertical TypesE

Bottle Syphons --S
BottlesS

Butter SpreadersS
ButtonsS
Buttons, PushS
BuzzersS

CardsS
Carpenters' SquaresS
Carpet BeatersS
CarpetsE
Carrom BoardsS

PowerE
Circuit BreakersS
ClampsS
ClayS
Clay ModelingBowling Alley PinsS

BowlsS
Bowls, Water ClosetS
Bows, ArcheryS
Box Files,

C

Cabinets, ApparatusE
Cabinets, Beverage

Cooling, Ice or

Carrom CuesS
Carrom RingsS
Carving KnivesS
Cases, BriefS
Cases, CardboardS

ToolsS
Cleaners, FlueS
Cleaners, Steam

VaporE
Cleaners, VacuumECardboardS ElectricE Cases, DisplayE CleaningBoxes, ElectricalS Cabinets, FilingE Cases, FileE CompoundsSBoxing GlovesS Cabinets, Frozen Food Cases, LaboratoryE Clinometers,Boxing Rings, StorageE Cases, SupplyE PhotoelectricECompleteE Cabinets, Ice Cream, Cases, TypeE Clippers, Hair,Boyle's Law Ice or ElectricE Cash BoxesS ElectricEApparatus, Complete Cabinets, Cash RegistersE Clippers, Hair,UnitE LaboratoryE Casting BronzeS HandSBrake LiningS Cabinets, Lantern Catalogue CardsS ClipsSBrake Lining SlideE CatchesS Clocks, DeskSMachinesE Cabinets, Print, CattleE Clocks, WallEBrakes, Complete DraftingE Caulking ClothSReplacement Cabinets, Printers, CompoundsS Cloth CuttingUnits --S GalleyE Caulking Irons, All MachinesEBrakes and Folders, Cabinets, Printers, Sizes --S Cloth NetsSHand or PowerE TypeE CausticsS Clothes BasketsSBrass Polishes --S Cabinets, SupplyE CellophaneS Clothes BrushesSBrass RodsS CableS CelluloidS Clothes DryersEBrass SheetS Cake Knives --S Cement, Clothes HooksSBread BoardsS Cake PansS ConstructionS ClotheslinesSBread KnivesS Cake SoapsS Cement, Liquid --S ClothespinsSBread PansS CalcimineS Centering Clutch RebuildingBread Slicers, Calculating MachinesE ApparatusEMechanicalE MachinesE CentrifugesE CoalSBread Toasters, Calendar PadsS Certificates --S Coal BagsSElectricE Calendar StandsS Chafing DishesS Coal HodsSBreakers, CircuitS CalendarsS Chain HoistsE Coal ScreensSBricksS Calico ChainsS Coal ScuttlesS---S

Bridges, Wheatstone CalipersS Chains, Tire Coal ShovelsS--Sand SimilarE Call BellsS Chair Pads --S Coat Hangers --SBridlesS Calorimeters, ChairsE Coat HooksSBriefcasesS Continuous FlowE Chairs, FoldingE Cocoa MatsSBroilers, ElectricE Calorimeters, ChalksS Coffee CansSBronze, CastingS ElectricE ChamoisS Coffee GrindersEBronzing Liquid --S Cameras, Motion Change HoldersS Coffee Percolators,Brooms, HandS PictureE CharcoalS ElectricEBrooms, Power Cameras, StillE Charge SlipsS Coffee PotsSDrivenE Can Covers --S Chargers, BatteryE Coffee UrnsEBrushesS Can OpenersS Chart St andsE Coin, Currency, andBuck SawsS CandlesS ChartsS Check-HandlingBucketsS CandlesticksS Chassis, BusE MachinesEBuffers, ElectricE CanesS Chassis, TruckE CokeSBug SpraysS CannersE Check Handling ColandersSBulbs, Electric CanoesE MachinesE Collapsible Tables--ELight --S Cans, AshS Check WritersE Colored PencilsSBulbs, FlowerS CanvasS CheckbooksS ColorimetersEBulletin Boards, Caps, MetalS Checker BoardsS Coloring DyesSPortableE CarbideS CheckersS CombinesEBunting --S Carbon DioxideS Checks, BrassS CombsSBurettesS Carbon PaperS CheeseclothS CombustionBurlapS Carbon RibbonsS Chemicals --S AnalyzersEBurners, BunsenS Carborundum Chemistry ComparatorsEBus AccessoriesS StonesS Glassware --S Compasses,Bus Repair PartsS CarburetorsS Chemistry Rubber BlackboardSBus TicketsS Card HoldersS GoodsS Compasses, DrawingS
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Compasses,
MagneticE

Compasses, Magnetic,
PocketS

Compounds,
ChemicalS

Compounds,
CleaningS

Compounds,
GrindingS

Compounds,
PatchingS

Compressed AirS
Compressors, AirE
Computing

MachinesE
Condensers,

ElectronicS
Condensers, Ignition

DistributionS
CondimentsS
Conduit BoxesS
Conduits and

FittingsS
Connecting Rod

AlignersE
Connecting Rod

Boring MachineE
Connecting Rod

Rebabbiting JigsE
Connectors, Wire --S
Construction PaperS
ContainersS
ConveyorsE
Cookers, PressureE
Cooking StovesE
Cooking UtensilsS
Coolers, WaterE
Coping Saw BladesS
CopperS
Coppers, SolieringS
CopyholdersS
CordS
Cords, ElectricS
Cores, Valve --S
Cork --S
CorkscrewsS
Cornices, MetalS
Correction Fluid,

StencilS
Corrosives --S
Corrugated PaperS
CostumersE
Costumes,

TheatricalS
CotsE
Cotter Pins --S
Cotton, AbsorbentS
Cotton GauzeS
CouchesE
Counter FreezersE
Counters, Revolution

and StrokeS
CountersinksS
CouplingsS
CoverallsS
CoversS
CrayonsS
CrockeryS
CrocksS
Cross-Section PaperS

CruciblesS
Crude OilS
Crushed RockS
Crystals, WatchS
Cues, CarromS
CultivatorsE
Culverts, Sheet

MetalS
Cup, AwardsS
Cup, GreaseS
Cup Ho oksS
CupboardsE
Cups --S
Curling IronsS
Curtain RodsS
Curtains, Shower and

Window --S
Cuticle PushersS
CutleryS
Cutters, GlassS
Cutters, PastryS
Cutters, PlaneS
Cylinder Boring

MachinesE
Cylinder OilsS
Cylinders, Dictating

MachineS
Cylinders, GasE
Cylinders, Hydrometer

JarS
Cylinders, MailingS

D
DampersS
Date StampsS
DatersS
Dating MachinesE
DecorationsS
Deep Fat Fryers- -E
Deep FreezersE
Dental Abrasive

PointsS
Dental BenchesE
Dental CabinetsE
Dental ChairsE
Dental ChartsS
Dental Drilling

ApparatusE
Dental DrillsS
Dental Instruments,

SmallS
Deodorizers --S
Desk BlottersS
Desk LampsS
Desk Letter BasketsS
Desk PadsS
DesksE
Developers,

Photographic S
Developing Tanks --S
DextrinS
DextroseS
DiariesS
Dictating Machine

CylindersS
Dictating MachinesE
Dictionaries,

AbridgedS
Dictionaries, Large

UnabridgedE
Dictionary StandsE

Dies, in SetsE
Dies, not in SetsS
Diesel Engines, Integral

Parts of Larger

Diesel Engines for
use in ClassroomsE

Diploma CoversS
Diploma RibbonsS
Diploma SealsS
DiplomasS
Discs, OpticalE
Discs, Phonograph --S
Dish BrushesS
Dish ClothsS
Dish Pans --S
Dish TrucksE
DishesS
Dishwashing

MachinesE
DisinfectantsS
Display CasesE
Display Mounts --S
Dissecting SetsS
Distilled WaterS
Distilling ApparatusE
Distributor BoxesS
DistributorsS
Ditto MachinesE
Dividers- -S
DoiliesS
DollsS
Door MatsS
DoorsS
DowelsS
Drafting

InstrumentsS
Drafting MachinesE
DraglinesS
Drain CleanersS
Drain PansS
Drain PlugsS
Drain PlungersS
Drain Tile --S
Drainpipe FlushersS
Drapery ClothS
DrapesS
Drawing Boards --S
Drawing Compasses --S
Drawing

InstrumentsS
Drawing PaperS
Drawing PensS
Drawing TablesE
Dressers, Emery

WheelS
Dressings, BeltS
Drier, InkS
Drier, PaintS
Drier, VarnishS
Drift MetersE
Drift Pins, all SizesS
Drill BitsS
Drill PointsS
Drill Presses, Bench,

Floor, or RadialE
Drills, HandS
Drills, PowerE
Drinking Water

Coolers, Electric or
IceE
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DrugsS
Drums, Bass, Kettle,

SnareE
Drums, FiberS
Drums, MetalS
Dry CellsS
Dry MeasuresS
Dryers, ClothesE
Dryers, HairE
DrygoodsS
Drying Units,

Infra-redE
DumbbellsS
Duplicating Machine

BrushesS
Duplicating Machine

InkS
Duplicating Machine

PaperS
Duplicating Machine

PartsS
Duplicating Machine

RollsS
Duplicating

MachinesE
DustclothsS
DustersS
DustpansS
DyesS

EarthenwareS
EaselsE
Edge Tools, except

Cutting DiesS
Educational TestsS
Eggbeaters, ElectricE
Eggbeaters, HandS
ElasticS
Electric BatteriesS
Electric Clippers,

Sheep, HorseE
Electric C-3rdsS
Electric

DishwashersE
Electric Floor

ScrubbersE
Electric FusesS
Electric Hot PlatesE
Electric IronsE
Electric Lamp BasesS
Electric Light BulbsS
Electric MixersE
Electric Sanding

MachinesE
Electric SwitchesS
Electric ToastersE
Electric Tube

TestersE
Electric Vacuum

CleanersE
Electric Waxing

MachinesE
Electric Welding

ApparatusE
Electric WiresS
Electrical BoxesS
ElectrodesS
Electrolysis

ApparatusE



Electromagnets,
LaboratoryS

Electronic
ComponentsS

Electronic Deviation
MetersE

Electronic Frequency
MetersE

Electronic Power
Supply and Voltage
RegulatorsE

Electronic Recording
Devices, Graphical
and VisualE

Electronic TubesS
Electronic Volt-

OhmmetersE
Elements, BatteryS
EmbossersE
Embossing FluidS
Embossing PansS
Emery Boards- -S
Emery ClothS
Emery PowderS
Emery Wheel

DressersS
Emery WheelsS
EnamelS
Enameled WareS
End TablesE
Engineer's Scales,

MeasureS
Engine Flushing

MachinesE
Engines, for use in

ClassroomsE
Engines, Integral Parts

of Larger UnitsS
EnlargersE
Envelope SealersE
EnvelopesS
Epsom SaltsS
Eradicator, InkS
Erasers, ElectricE
Erasers, HandS
EssencesS
Exhibit CasesE
Exposure Meters,

CameraE
ExtensometersE
Extinguishers, FireE
ExtractorsE
ExtractsS
Eye ChartsS
EyeletsS

F
FabricsS
Face and Eye

ShieldsS
Faces, ArcheryS
Fa ling Weight

RammersE
Fans, Electric,

PortableE
FastenersS
Fasteners, ApparelS
Faucets, Combination

or SingleS
FeldsparS
FeltS

Fencing FoilsS
Ferrul.esS
FertilizersS
Fiber RodS
Fiber SheetsS
Fiber TubesS
FiberboardS
Figures, Geometrical,

Models, in SetsE
File BoxesS
File CardsS
File FoldersS
Files, Wood and Metal

WorkingS
Filing CabinetsE
Filing MachinesE
FilingsS
Fillers, BatteryS
Fillers, InkS
Fillers, PaintS
Fillers, WoodS
Film CementS
FilmsS
Filter PaperS
Filters, SmallS
Fingers, RubberS
Fire AxesS
Fire Extinguisher

RefillsS
Fire ExtinguishersE
Fire HooksS
Fire ShovelsS
Fire TongsS
Fireplace FixturesE
Fittings,

LubricationS
First Aid KitsS
FlagsS
FlashlightsS
FlasksS
Flat Irons, ElectricE
FlavoringsS
FlaxseedS
Flexible Cord SetsS

TubingS
Flexible Metal HoseS
Flexible Metal
Floats, HydrometerS
Floats, PlumbingS
Floor OilS
Floor Scrubbers,

ElectricE
Floor WaxesS
FlourS
Flower BulbsS
FlowerpotsS
FlowersS
Flue CleanersS
Fluorescent Lamps--S
Fluorescent StartersS
FluoroscopesE
Flushers, DrainpipeS
Flush ValvesS
FluxS
Fly paperS
Fly SpraysS
FoldersS
Folding ChairsE
Folding TablesE
FoodS

Football Dummies,
TacklingS

Football ShoesS
Football UniformsS
FootballsS
ForcepsS
ForgesE
Forks, SilverwareS
Forks, SpaldingS
Forks, TuningS
FormaldehydeS
Forms, DressE
Forms, Geometrical,

Model, in SetsE
Forms, PrintedS
Foundry MachineryE
Frames, BlueprintE
Frames, DoorS
Frames, MirrorS
Frames, OphthalmicS
Frames, PictureS
Frames, SawS
Frames, WindowS
FreezersE
Freezers, Ice CreamE
Frequency MetersE
Friction TapeS
FruitsS
FuelsS
FumigantsS
FumigatorsS
FungicidesS
FunnelsS
Furnaces, Heat

TreatingE
Furnaces,

LaboratoryE
Furances, Remelting,

Type MetalE
FurnitureE
Furniture PolishS
FusesS

G
Gages, TireS
GalvanometersS
GalvanoscopesE
GamesS
Garbage CansS
Garden HoseS
Garden ToolsS
GarmentsS
Garnet PaperS
Gas CompressorsE
Gas CylindersE
Gas MantelsS
Gas Meters,

Laboratory TypeE
Gas PlatesE
Gas StovesE
GasesS
GasketsS
GasolineS
Gasoline Dispensing

Pumps, ElectricE
Gasoline Dispensing

Pumps, Hand
OperatedS

Gauges, TireS
GauzeS
GearsS
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Gear Cutting
MachinesE

GelatinS
Gelatin DuplicatorsE
Gelatin PadsS
Generators, Integral

Parts of Larger
UnitsS

Generators, not
Integral Parts of
Larger UnitsE

Geographic Globes,
Large Stand TypeE

Geographic Globes,
Small Desk TypeS

GlassS
Glass, WatchS
Glass CuttersS
Glass WoolS
Glasses, DrinkingS
Glasses, MagnifyingS
Glasses, OphthalmicS
GlasswareS
GlazeS
GlidesS
Globes, Electric

LightS
Globes, Geographic,

Large Stand TypeE
Globes, Geographic,

Small Desk Type - -S
Gloves, RubberS
GlueS
GlycerinS
GogglesS
Graduated MeasuresS
Graph PaperS
GraphiteS
Grass SeedS
Grass Shears, Hand

OperatedS
Grass Shears, Power

OperatedE
Grates, StoveS
GravelS
GreaseS
Grease Guns, Air,

Gun OnlyS
Grease Guns, HandS
Grinders, Hand

OperatedS
Grinders, Power

OperatedE
Grinding

CompoundsS
Grinding WheelsS
GroceriesS
Guards, ArmS
Guards, LampS
Guards, ShinS
Gummed ClothS
Gummed FiguresS
Gummed LabelsS
Gummed SealsS
Gummed TapeS
Guns, StartingE
Gym ShoesS
GypsumS

H
Hacksaws--S



Hair Clippers,
ElectricE

Hair Clippers, HandS
Hair DryersE
HairpinsS
Hall TreesE
Hammers, Autobody,

Pneumatic, etc.E
Hammers, Ball PeenS
Hammers, Electric,

HandE
Hammers, Light

ForgedS
Hammers, SledgeS
HampersS
Hand BagsS
Hand SawsS
Hand Stamps S
Hand Tools, in SetsE
Hand Tools, not in

SetsS
Hand Tools, Power

Driven, Pneumatic
and ElectricE

Hand TrucksE
HandballsS
HandbooksS
HandlesS
Handscrews, Wood

and Iron --S
Hangers, ClothingS
Hangers, HardwareS
HardwareS
HarnessesE
HarrowsE
Hat BlocksS
Ha tchetsS
HeadlightsS
Heaters, PortableE
Heating PadsS
HectographsE
Hemp FibreS
HennaS
HingesS
Hods, CoalS
Hoes, GardenS
Hoists, Electric or

PneumaticE
Holders, BlotterS
Holders, ChangeS
Holders, CopyS
Holders, DictionaryE
HooksS
Horns, Motor

VehiclesS
HorsesE
Horses, Gym

EquipmentE
Horseshoes --S
Hose, ApparelS
Hose, Flexible MetalS
Hose, GardenS
Hose ClampsS
Hose NozzlesS
Hot PlatesE
Hot Water BottlesS
HurdlesE
Hydraulic Jacks,

Garage TypeE
Hydrometer FloatsS

HydrometersS
HygrometersS
Hypodermic NeedlesS
Hypodermic

SyringesS
I

IceS
Ice Bags - -S
Ice Cream FreezersE
Ignition CoilsS
Incandescent Lamps,

BulbsS
Index CardsS
Index LabelsS
Index TabsS
Indian ClubsS
Inductance

StandardsE
InkS
Ink DrierS
Ink EradicatorS
Ink PadsS
Inkwells and PartsS
Inner Tubes, AutoS
Insect NetsS
Insect ScreeningS
InsecticidesS
InsigniaS
Instruments, Band and

MusicalE
Instruments, Dental,

SmallS
Instruments,

DraftingS
Instruments,

DrawingS
Instruments, Medical,

SmallS
Instruments,

MusicalE
Instruments,

Recording,
ElectricalE

Instruments,
Surgical, SmallS

InsulatorsS
Intelligence TestsS
InterferometersE
Interval TimersS
IodineS
IodoformS
Iron FilingsS
Iron GauzeS
IronersE
Iron, SheetS
Iron WedgesS
Ironing BoardsS
Irons, ElectricE

J
Jackets, BooksS
Jacks, Garage Type,

HydraulicE
Jacks, MechanicalS
JarsS
JointersE
Joints, PlumbingS
Juice Extractors,

ElectricE
Jump Standar dsE

K
KeroseneS
KettlesS
Key RacksE
Key RingsS
KeysS
Keyboards, Piano,

PaperS
Keyhole SawsS
KilnsE
Kitchen TablesE
Kitchen UtensilsS
Kits, First AidS
Knee PadsS
Knives ---S

L
LabelsS
Laboratory Balances,

BeamE
Laboratory Fittings,

PlumbingS
Laboratory

FurnitureE
Laboratory

GlasswareS
Laboratory ModelsE
Laboratory MountsS
Laboratory Tools,

Small HandS
LacingS
LacquersS
LactoseS
LadlesS
LagscrewsS
Lamp BasesS
Lamp BulbsS
Lamps, DeskS
Lamps, Drafting

TableS
Lamps, Electric

FloorE
Lantern Slide

CabinetsE
Lantern SlidesS
LanternsS
Lathes, Brake DrumE
Lathes, EngineE
Lathes, Turret, or

Automatic Screw
MachinesE

Lathes, Wood
TurningE

LathsS
Lawn MowersE
Lawn RollersE
Lawn Sprinklers,

MovableS
LeadS
Lead PencilsS
Lead, RedS
Lead, Slug and Rule

Casting Machines,
ElrodE

LeatherS
Leather Brief CasesS
Leather Working Tools,

HandS
LecternsE
LedgersS
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LensesS
Letter BasketsS
Letter FilesS
Letter OpenersS
Letter PressesE
Letter ScalesS
LetterheadsS
Lettering PensS
Levels, Precision

Machinists'S
Levels, Small or

Carpenters'S
Library BooksE
Library FurnitureE
Library TrucksE
Lifts, VehicleE
Light BulbsS
Light GlobesS
Lighting Units,

BlueprintingE
LimeS
Line Markers, Large

Push TypeE
Line Markers, SmallS
LinensS
Liners, Staff, MusicS
Liners, TypeS
Lining, BrakeS
Lining, ClothS
LinoleumS
Linotype MetalsS
LinotypesE
Linseed OilS
Liquid BronzingS
Liquid PolishesS
Liquid SoapsS
Litmus PaperS
LivestockE
LoamS
Lockers, not

Built-inE
LocknutsS
Locks, Small, not

Built-inS
LoomsE
Loose leaf NotebooksS
LubricantsS
Lubricating OilS
Lubrication FittingsS
Lugs, SolderingS
LumberS

M
Machine ToolsE
Machinery, CanningE
Machinery, Cement

MakingE
Machines, AddingE
Machines,

AddressingE
Machines, BillingE
Machines,

BookkeepingE
Machines, Brake

LiningE
Machines,

CalculatingE
Machines, Check

HandlingE
Machines, Coin

HandlingE



Machines, Coin
OperatedE

Machines, Dating,
PowerE

Machines, Dating,
Small HandS

Machines, DictatingE
Machines,

DishwashingE
Machines, DraftingE
Machines,

DrycleaningE
Machines,

DuplicatingE
Machines, LaundryE
Machines,

MimeographE
Machines, MixingE
Machines, Numbering,

PowerE
Machines, Numbering,

Small HandS
Machines, PolishingE
Machines, PressingE
Machines, SandingE
Machines, ScrubbingE
Machines, SewingE
Machines, Stamping,

PowerE
Machines, Stamping,

Small HandS
Machines,

TabulatingE
Machines, WashingE
Machines, WaxingE
Magazine CoversS
Magazine Racks,

Large StandE
Magnets, LaboratoryS
Magnifying GlassesS
Mail BoxesS
MalletsS
Manicuring ToolsS
Manila FilesS
Manila FoldersS
Manila Rope --S
Map TracksS
MapsS
Markers, Line, Large

Push TypeE
Markers, Line,

SmallS
Matches --S
Matrix, TypeS
Mats, Door and BathS
Mats, Gymnasium,

Tumbling,
Wrest lingS

MattocksS
MattressesS
MaulsS
MealS
Meats --S
Mechanical Drawing

InstrumentsS
Mechanical PencilsS
Medals S
Medical Instruments,

SmallS
Medicine BallsS

Medicine CasesE
MedicinesS
MegaphonesS
Memo BooksS
Mending MaterialsS
Mesh, Steel WireS
Metabolism

ApparatusE
Metal PolishesS
Metal Working

MachineryE
Metal Working Tools,

Small, Hand
OperatedS

Metals, Die CastingS
Metals, LaboratoryS
Metals, LinotypeS
Meter SticksS
Meters, Watt,

Laboratory TypeE
Microfilm Readers and

Viewers for Office
UseE

Micrometers, in
SetsE

Micrometers, not in
SetsS

MicroprojectorsE
MicroscopesE
Milk CansS
Milking MachinesE
MilliammetersE
Milling Machines,

Bench or FloorE
MillivoltmetersE
Mimeograph

MachinesE
Mimeograph PaperS
Mineral WoolS
Minerals,

LaboratoryS
Minute BooksS
Mirror FramesS
Mirrors, Large WallE
Mirrors, SmallS
Mitre BoxesE
Mixers, ElectricE
Modeling ClayS
Modeling ToolsS
Models, Shop and

LaboratoryE
Molding, MetalS
Mop PailsS
Mop TrucksE
Mop WringersS
MopsS
Mortar --S
MortisersE
MossS
Motion Picture

ProjectorsE
Motor AnalyzersE
Motor Generator

SetsE
Motor Vehicle

PartsS
Motor VehiclesE
MotorcyclesE
Motors, Integral Parts

of Larger UnitsS

Motors, not Integral
Parts of Larger
UnitsE

Mounting BoardsS
Mouse TrapsS
Mowers, LawnE
MucilageS
Music StandsE
Music, SheetS
Musical InstrumentsE
MuslinS
MustardS

N
Nail Polishes--S
NailsS
Napkins --S
Napkins, SanitaryS
Neatsfoot OilS
NeedlesS
Needles,

HypodermicS
Negative RacksS
Negative TanksS
Nets, ClothS
Nets, SteelE
NewspapersS
Nibbling MachinesE
Nickel PolishesS
Noise and Field

Strength MetersE
Notebook Covers --S
NotebooksS
Nozzles, HoseS
Numbering Machines,

Pow erE
Numbering Machines,

Small HandS
NutsS

0
OakumS
OarsS
Office Composing

Machines, Varitypes,
etc.E

Office FurnitureE
OhmmetersE
OilS
Oil CansS
OilclothS
OintmentsS
OleomargarineS
Openers, LetterS
Ophthalmic FramesS
Optical DiscsE
OrgansE
OscillographsE
Outlets, ElectricalS
Outline MapsS
Output MetersE
OvensE
Ovenware DishesS
Oxygen --S

P
PackingS
PaddingS
PadlocksS
Pads, ChairS
Pads, DeskS
Pads, Ink- -S
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Pads, StampS
Pads, TypewriterS
Pads, WritingS
PailsS
Paint BrushesS
Paint DrierS
Paint RemoverS
Paint Spraying

OutfitsE
PaintsS
PalettesS
PamphletsS
PansS
PantographsS
PaperS
Paper ClipsS
Paper CupsS
Paper CuttersE
Paper FastenersS
Paper NapkinsS
Paper PunchesS
Paper TowelsS
Paraffin --S
Parts, Radio, Resistors,

Tubes, Transformers,
etc.--S

Parts, RepairS
PasteS
Paste BrushesS
PasteboardS
Pasteboard BoxesS
PastriesS
Pastry CuttersS
Patching

CompoundsS
PatternsS
Peat MossS
Peelers, ElectricalE
Peelers, HandS
Pen PointsS
Pencil SharpenersS
PencilsS
Pencils, MechanicalS
PenholdersS
PenknivesS
PennantsS
PensS
Percolators, Coffee,

ElectricE
PeriodicalsS
Permanent Waving

MachinesE
PestlesS
Phonograph NeedlesS
Phonograph Record

AlbumsS
Phonograph RecordsS
PhonographsE
Photocopying

ApparatusE
Photoelectric CellsS
Photoengraving

ApparatusE
Photograph MountsS
Photographic Lenses --S
PhotographsS
PhotometersE
Piano PartsS
PianosE
PicksS



Picture FramesS
Picture WireS
Pictures, Large

WallE
PigmentsS
PillowsS
Ping Pong SetsS
Pinking ShearsS
PinsS
PipeS
Pipe Dies, in SetsE
Pipe Dies, not in

SetsS
Pipe FittingsS
Pipe, SteelS
Pii:.-AtesS
Piston RingsS
PistonsS
PitchersS
Pitch PipesS
PitchforksS
Plane Cutters- -S
Planers, PowerE
Planes, HandS
Planing Machines,

PhotoengraversE
Plaques, PermanentE
PlasterS
Plaster, AdhesiveS
Plastic WoodS
Plate GlassS
PlatesS
Plates, Addressing

MachineS
Plates, BatteryS
Plates, BenchE
Plates, BookS
Plates, HotE
Plates, Lantern

SlideS
Plates,

PhotographicS
PlatformsE
PliersS
Plows, FieldE
Plows, SnowE
Plugs, DrainS
Plugs, SparkS
Plumbing and Heating

ValvesS
Plumbing Fixture

Fittings and TrimS
PlumbsS
Plungers, DrainS
Pockets, BookS
PointersS
Points, DrillS
PolarimetersE
PolariscopesE
PolesS
Poles, ClimbingS
PolishesS
Portfolios, LeatherS
Postal MetersE
Posters- S
Postslio
Pot CleanersS
Potato Peelers, Large,

MachineE
PotsS
PotteryS

PowdersS
Power Sprayers and

DustersE
PreservativesS
Presses, ArborE
Presses, Book,

BookbindersE
Presses, Cylinder, Flat

Bed, PrintingE
Presses, EngravingE
Presses, LetterE
Presses, Lithographic

or Offset PrintingE
Presses, PowerE
Presses, Punch, Foot

PowerE
Printed MaterialsS
Printing CasesE
Printing FramesE
Printing InkS
Printing MaterialsS
Printing PressesE
Printing sets,

Rubbers
Printing TypeS
PrismsS
Projectors, Motion

PictureE
Projectors, StillE
ProtractorsS
Pruners, HandS
Pruners, PowerE
PsychrometersS
Public Address

Systems, PortableE
Pulleys --S
PumiceS
PunchesS
Push ButtonsS
Push CartsE
PuttyS
PyrometersE

Q
QuinineS
Quivers, ArrowS

It
Rackets, BadmintonS
Rackets, TennisS
Radio Receiving

SetsE
Radio TransmittersE
Radio TubesS
RaffiaS
RagsS
Rakes, Garden --S
Rakes, WindowE
Ranges, CookingE
RaspsS
RattanS
ReamersS
ReceptaclesS
Record Books--S
Record Forms --S
Record PlayersE
Recorders, SoundE
Recording Tape and

WireS
Records,

PhonographS
ReedsS

Reels, HoseS
Reels Motion Picture

FilmS
Reference BooksE
Reflectors,

ParabolicS
Refracting

ApparatusE
Refrigerators, Electric

or Ice, not
2.uilt-inE

Registers, CashE
Registers, PrintedS
Regulating ValvesS
Regulators, VoltageS
Relief MapsS
Repair PartsS
Report FormsS
ResistorsS
RespiratorsS
Retorts, Glass

LaboratoryS
Ribbons, Adding

MachineS
Ribbons, Addressing

MachineS
Ribbons, ClothS
Ribbons, TypewriterS
Ring Toss, GameS
Rings, CarromS
Rings, FlyingE
Rings, KeyS
RivetsS
Rock, CrushedS
Roller BearingsS
Rollers, InkS
Rollers, LawnE
Roofing MaterialsS
RopeS
RosinS
Rotten StoneS
RougeS
Routers, Plate,

PhotoengravingE
RowboatsE
Rubber GoodsS
Rubbish CansS
Rugs, Room SizeE
Rugs, ScatterS
RulersS
Rules, Shrink and

CircumferenceS
S

SaccharimetersE
SafesE
Safety GlassS
Safety PinsS
SaltsS
SandS
Sanding MachinesE
SandpaperS
Sandwich BoardsS
Sanitary NapkinsS
Sash, Combination

Screen and StormS
Sash CordsS
Sash, ScreenS
Sash, StormS
SaucersS
Saw Blades --S
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Saw FramesS
SawdustS
Saws, BandE
Saws, HandS
Saws, CircularE
Saws, Power HackE
Scales, Beam

BalanceE
Scales, Draftsmen'sS
Scales, SpringS
ScalpelsS
ScissorsS
Scoop Shovels,

rlandS
Scouring PowdersS
Scrapers, HandS
Screen DoorsS
Screens, Projection,

PortableE
Screens, WindowS
Screw ExtractorsS
Screw EyesS
Screw HooksS
ScrewdriversS
ScrewsS
Scrubbing

CompoundsS
Scrubbing MachinesE
ScythesS
Sealers, EnvelopeE
SeasoningsS
SeatsE
Sectional BookcasesE
SedativesS
Seed, GrassS
Separators, BatteryS
SerumsS
Serving TraysS
SetteesE
Sewing MachinesE
Shakers,

LaboratoryE
ShampooS
Shapers, Bench and

Floor --E
Shapers and

RoutersE
Sharpeners, PencilS
Shears, Hand-

operatedS
Shears, Pnwer-

operatedE
SheavesS
Sheet MetalS
Sheet MusicS
SheetingS
ShellacS
Shelving MaterialsS
ShinglesS
Shock AbsorbersS
Shoes and BootsS
ShopcoatsS
Shorthand Writing

MachinesE
Shovels, HandS
Shower FittingsS
ShrubsS
Shuffleboard SetsS
ShuttlecocksS
Siding, Sheet MetalS
SiftersS



SignsS
Silk Screen Printing

Apparatus, Complete
UnitsS

Silver PolishesS
SilverwareS
Sink FittingsS
SkilletsS
SkisS
SlatsS
Sledge HammersS
Slicers, Bread,

MechanicalE
Slide RulesS
Slides, Lantern --S
Slides, MicroscopeS
Slides, ProjectorS
SnapsS
SneakersS
SnipsS
Snow Shovels,

HandS
Soap DispensersS
SoapsS
Soccer BallsS
Soccer ShoesS
Socket Wrench SetsE
Sockets, Wrench --S
Socks, PairsS
Soda, BakingS
SoddingS
SoftballsS
Softeners, Water,

ChemicalS
SoilS
Soil PenetrometersE
Soil Test MoldsE
Soldering CoppersS
Soldering MaterialsS
SolventsS
Sound RecordersE
SpadesS
Spading ForksS
Spark Plug Cleaning

MachinesE
Spark PlugsS
SpatulasS
Specimens,

LaboratoryS
SpectroscopesE
SphygmomanometersE
SpikesS
Spirits - -S
SpirometersE
SplintsS
SpokesS
SpokeshavesS
SpongesS
SpoonsS
SpotlightsS
Spray MixturesS
Sprayers, HandS
Sprayers, PowerE
Spreaders, ManureE
Spreaders, TireE
Spreads, BedS
SpringsS
Springs, FurnitureS
Sprinkler, Lawn,

MovableS

SprocketsS
SquaresS
SqueegeesS
Stacks, BookE
Stadia RodsE
StadiometersE
Staff Liners, MusicS
Stain RemoversS
StainsS
StakesS
Stamp PadsS
Stamping Machines,

PowerE
Stamping Machines,

Small HandS
Stamps, RubberS
Stand&rds, JumpE
Stands, CalendarS
Stands, ChartE
Stands, Engine

RepairE
Stands, UmbrellaE
Staplers, Foot or

Power OperatedE
Staplers, Small

HandS
StaplesS
StarchS
Starters, Electric - -S
StationeryS
StatuaryE
Steam PackingS
Steel Measurin.:

TapesS
Steel, SheetS
Steel WoolS
Stencil Correction

FluidS
StencilsS
Stenographers'

NotebooksS
StereoscopesE
Sterile GauzeS
SterilizersE
Sticks, ComposingS
Sticks, HockeyS
Stilts, SportS
StitchersE
Stock RecordsS
StockingsS
Stones, PrintersE
StoolsE
Stop WatchesS
StoppersS
Stops, BenchS
Storage BatteriesS
StovesE
Straight EdgesS
StrainersS
Straws, DrinkingS
Stretchers --S
StringsS
Striking Bag OutfitsE
StylusS
Sunglass FramesS
SunglassesS
Supply CasesE
Supporters, AthleticS
Surface Hardened

BlocksS

Surgical Instruments,
SmallS

Surgical PowdersS
SwagesS
Switch BoxesS
Switches, ElectricS
Synchronizers,

CameraS
SyringesS
SyrupS

T
Table ProtectorsS
Table Tennis BallsS
Table Tennis

RacketsS
TableclothsS
TablesE
Tables, ComputingS
Tablets, MedicinalS
Tablets, WritingS
Tabs, IndexS
Tabulating

MachinesE
Tack HammersS
TacksS
TagsS
Talcum PowderS
Tanks, Bulk Storage,

not Integral Parts of
Buildings or Build-
ing ServicesE

TapeS
Tape MeasuresS
Tapes, MeasuringS
TapsS
Tar Roofing and

SidingS
Targets, ArcheryS
Team UniformsS
Television SetsE
Television TubesS
Tennis BallsS
Tennis Court Nets,

CordS
Tennis, Court Nets,

SteelE
Tennis RacketsS
Tents, WallE
Tents, ShelterS
Terminals, BatteryS
Test Tube BrushesS
Test Tube RacksS
Test TubesS
Tests, AchievementS
TextbooksS
Theatrical CostumesS
Theodolites and

TripodsE
Thermogr aphsE
ThermometersS
ThermostatsS
ThimblesS
Thinners --S
Threads --S
Throat ApplicatorsS
Thumb TacksS
TicketsS
Tile, DrainS
TimersS
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Tin CansS
Tin CuttersS
TinwareS
Tire ChainsS
Tires and TubesS
Tissues, CleansingS
Toasters, ElectricE
Toggle BoltsS
Toilet PaperS
TokensS
TongsS
Tongue DepressorsS
Tool Sets, HandE
Tools, Hand, not in

SetsS
TopsoilS
Tow BarsS
TowelsS
ToysS
Tracing ClothS
Tracing PaperS
TractorsE
TrammelsS
Transformers,

LaboratoryS
Transmissions, Integral

Parts of Larger
UnitsS

Transmissions, not
Integral Parts of
Larger UnitsE

Triangle:. DraftingS
Trimmers, Hedge,

HandS
Trimmers, Hedge,

PowerE
Tripods, CameraE
TrophiesS
TrowelsS
Trucks, HandE
Trucks, MotorE
Tubes, InnerS
Tubes, RadioS
Tubes, TelevisionS
Tubing MaterialsS
Tumblers, GlassS
Tuning ForksS
Tunnels, Models,

WindE
TurpentineS
TweezersS
Twine- S
Type CasesE
Type Casting

MachinesE
Type CleanerS
Type LinersS
Type, MatrixS
Type, PrintingS
Typewriter BrushesS
Typewriter CoversS
Typewriter DesksE
Typewriter RibbonsS
TypewritersE

U
Umbrella StandsE
UnguentsS
UniformsS
Upholstering

MaterialsS



Urns, CoffeeE
Urns, FlowerS
UtensilsS

V
Vacuum BottlesS
Vacuum CleanersE
Vacuum Tube

VoltmetersE
Valve PartsS
Val vesS
Vaporizers, ElectricS
Varnish DriersS
Varnish RemoversS
VarnishesS
VasesS
Vaulting PolesS
VegetablesS
Vending MachinesE
VibrographsE
Nil n esS
Vises, BenchE
Vises, Small HandS
Vision ChartsS
Volleyball NetsS
VolleyballsS
VoltmetersE

I.

W
WagonsE
Wa31 BrushesS
WallboardS
WallpaperS
WashbasinsS
WashclothsS
Washers, Rubber and

LeatherS
Washers and Dryers,

PhotographicE
Washing MachinesE
Washing PowdersS
WashtubsS
Waste, Machinists,

etc.S
WastebasketsS
Watch CrystalsS
Watches, StopS
Watchmen's Time

ClocksE
Water, DistilledS
Water Color

BrushesS
Water CoolersE
Water GlassesS
Water Meters,

Laboratory TypeE
Water SoftenersS

Watt Meters,
Laboratory TypeE

Wave Meters and
Wave AnalyzersE

Wax CrayonsS
Waxes, LiquidS
Waxes, PasteS
Waxes, SealingS
Waxing MachinesE
Weaving Machines ---E
Weighing Scales,

BeamE
Weighing Scales,

Small SpringS
WeightsS
Welding ApparatusE
Welding RodsS
Wheel Straightening

ApparatusE
WheelbarrowsE
Wheels, AutomobileS
Wheels, EmeryS
Wheels, PotteryE
WhetstonesS
WhiskbroomsS
WhistlesS
Window GlassS
Window ScreensS
Window ShadesS

Window Working
Safety BeltsS

Wipers ---S
WireS
Wood, PlasticS
Wood FillersS
Wood PreservativesS
Wood StainsS
WoolS
Wool, GlassS
Wool, SteelS
Work BenchesE
Work TablesE
Wrapping PaperS
Wrenches, in SetsE
Wrenches, not in

SetsS
Writing PaperS

X
X-Ray Machines E

Y
Yard BenchesE
Yard BroomsS
YardsticksS
YarnS

ZincS
Z



III

BUILDING AND SITES

INFORMATION



The Building Inventory

Basic Definitions
School Site (Exhibit B, page 26)

All of the land serving the school, to-
gether with all improvements to the site
(other than buildings) such as grading,
drainage, drives, parking areas, walks, play
areas, and covered walkways.
Building (Exhibit C, pages 27 and 28)

Includes the building "shell" itself and
the plumbing, sanitary, heating, ventilat-
ing, and electrical work. Also included are
lockers, cabinets, and shelves which are
built into the structure at the time of its
construction.

Insurance Implications
A major portion of the task in establish-

ing the value of a building and its contents
can be accomplished by contract with a com-
mercial appraisal company whose primary
responsibility is to provide insurance values
on buildings and contents. There are also a
few architectural firms who are exploring
this concept as an additional service to school
districts involved in new building programs.
The possibility of utilizing such an appraisal
service should be evaluated in terms of cost
and services rendered as against that of dis-
trict personnel conducting such an appraisal.

Values for Sites and Buildings
The values of buildings should be modi-

fied by the deletion of uninsured items such
as excavations and foundations. Building
fire insurance rates are lower than content
rates; such items must be specifically iden-
tified so that their value can be included with
the value of the building; for example, built-
in lockers, cabinets, shelves, tables, etc.

Sites. The determination of the replace-
ment cost of an ex:Iting site will probably
not be difficult if it has been acquired re-
cently. The cost of land and land improve-
ments will generally be available and can be
reviewed to reflect current replacement cost
without undue difficulty.

Buildings. Many insurance companies will
appraise buildings for their customers. They
will generally supply replacement and actual
cash value. The best source for estimating

building value is from an appraisal com-
pany. Where this service is not available,
the insurance company should be used and
it is not beyond the realm of possibility for
a school district to accomplish this task by
using the appraisal manuals already devel-
oped by insurance companies.

TITLE I, ESEA,
PROPERTY ACCOUNTING
Equipment Inventory

Rules and Regulations. The rules and
regulations of Title I of the Elementary and
Secondary Education Act of 1965 require that
inventories of all equipment having a unit
cost of $100 or more must be maintained. The
inventories should also include all items of
equipment temporarily placed on the prem-
ises of or in a public or private school.

Record Retention. All inventories devel-
oped under a Title I project must be kept
intact and accessible for a period of three
years after completion of the project. The
title to property under Title I should be in a
public school district which will be respon-
sible for administering such property.

Procedures
To comply with ESEA Title I federal reg-

ulations and U. S. Office of Education Prop-
erty Accounting Handbook III definitions,
the terms used in this equipment account
are defined as follows:

Equipment. Includes machinery, utilities,
and built-in equipment and any necessary
enclosures or structures to house them, and
all other items necessary for the functioning
of a particular facility for providing educa-
tional services, including such items as in-
structional equipment, books, periodicals, and
documents. Equipment does not include sup-
plies.

Supplies. A material that is consumed in
use or transformed and may not reasonably
be expected to last longer, than one year.

Inventory. A detailed list or record show-
ing quantities, descriptions, values, and, fre-
quently, units of measure and unit prices of
property on hand.

Unit Cost. Expenditures for property
divided by the total number of units for
which the property was provided.
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a
Common Definitionsions

Appraisal: The act of making an estimate
of value, by systematic procedures that in-
clude physical examination, pricing, and
often engineering estimates.

Appreciation: An increase in the value of
property; the excess of present value over
original cost.

Book value: Value as shown by book of ac-
counts.

Capital Outlay: An expenditure which re-
sults in the acquisition of fixed assets or
additions to fixed assets. It includes in-
stallment or lease payments on property
leased or rented with an option to buy.

Cost: The amount of money given for prop-
erty or services. Costs may be incurred
even before money is paid.

Current expense: An expenditure except for
capital outlay and debt service. If accounts
are kept on the accrual basis, current ex-
pense includes total charges incurred,
whether paid or unpaid. If accounts are
kept on cash basis, it includes only actual
disbursements.

Date of acquisitions: The date which the
school district consummated the transfer of
ownership (land, buildings, or equipment).

Dates of construction: (1) Date the construc-
tion contract was signed with contractor,
and (2) Date of acceptance.

Deed references: Information pertaining to
location of a deed, where deed is on file, the
volume and page number of the book in
which recorded.

Depreciation: Loss in value or service life of
fixed assets.

Fixed assets: Land, buildings, machinery,
furniture, and other equipment which the
school district intends to hold or continue
over a long period of time. "Fixed" denotes
probability and intent to continue to use
or possession and does not indicate immo-
bility of an asset.

General property ledger: A book or file or
other device in which accounts are kept to
the degree of detail necessary, summarizing
property information.

Group control: A method of property control
whereby equipment items that are the
same with respect to function, material,
shape, and size are accounted for as a single
group rather than as single units.

Inventory: A detailed list or record showing
quantities, descriptions, values, and fre-
quently units of measure and unit prices
of property on hand at a given time.

Liabilities: Debt or other legal obligations
arising out of past transactions which are
pa4 '-)le but not necessarily due. Encum-
br ,:es are not liabilities; they become lia-
bilities when the services or materials have
been rendered or received. Legal contracts
are encumbrances.

Original costs: Costs involved in purchasing
an item of property.

Present worth: Current replacement cost of
a piece of property less deduction for de-
preciation.

Replacement costs: The cost of replacing a
piece of property with another new ma-
terial of like kind and quality in a given
time and place.

Salvage value: The actual or prospective sell-
ing price less the cost of removal or dis-
posal of buildings and equipment that have
been retired from service or damaged, but
are not junked.

School property: Refers to land, improve-
ments to site, buildings, and all equipment
used for public school purposes, including
both publicly owned and nonpublicly
owned.

Unit control: A method of property control
whereby a piece of equipment is accounted
for as a single unit or entity in itself so
that it retains its separate identity in the
records, either on an individual record card
or form or as a line item in a ledger.
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IV

ESTABLISHING

FIXED ASSET ACCOUNTS



Establishing Fixed

Asset Accounts
Grouping of Accounts

General f ix e d assets, more properly
known as property accounts, are those assets
of a local school district which contain fi-
nancial information about land, buildings,
and equipment.

To be classified as a fixed asset in this
category, a specific piece o' property must
possess three characteristics:

(1) Tangible in nature;
(2) A life expectancy beyond one year;
(3) A significant value.

The significant value test is important be-
cause many equipment assets are tangible
and long-lived, but their cost va:ue is so small
that the time and expense of maintaining
detailed accounting and inventory records
are not justified. On certain items the dis-
trict might keep group equipment accounting
records. Examples of fixed assets not having
a justifiable significant value would be pen-
cil sharpeners; paper cutters; scissors; small,
inexpensive tools, and other miscellaneous
items.

In the case of equipment, the amounts of
$25 and $50 are widely used as the lower limit
of significant value, while for building im-
provements, the figures will run from $500
to $1,000.

It should be stated at this point that al-
though the manual indicates that only those
fixed assets with an estimated life of one
year or more and a minimum value of $25
need be recorded, it is intended that this
minimum apply to each kind of item rather
than to each unit. If a district owns one
bookcase valued at $8, this item would not
need to be inventoried. However, if a dis-
trict owns four such bookcases, it would be
necessary to inventory them since the aggre-
gate value exceeds $25.

For those fixed assets which have a sig-
nificant value, it is important that account-
ing records be accurate and complete. The
accuracy of accounting records for general
fixed assets is essential to the protective cus-
tody of property under the control and juris-
diction of the local school district. The value

of fixed assets in a school district is far
greater than its monetary assets. Safeguard-
ing such a large public investment is essen-
tial to sound financial administration and
can only be effective through an adequate
system of fixed asset accounting procedures.

An accounting of fixed assets is a pre-
requisite to the preparation of a satisfactory
and complete financial statement. Without
such accounting, accurate fixed assets infor-
mation does not meet the legal requirement
of 88-6-5, Colorado Revised Statues, 1963, or
the requirement of full financial disclosure
and to this extent such reporting is deficient.

Acquisition of General Fixed Assets
The fixed assets of a school district may

be acquired by several methods: purchase,
lease-purchase, construction, gifts, and en-
dowments.

For example, ill the case of outright pur-
chase, the school district enters into a con-
tractual agreement and makes full payment
for the asset and thereby acquires full own-
ership. A recent type of acquisition is the
lease-purchase plan under which periodic
lease payments are made to a vendor by the
school district with the option of applying
such payments to a total purchase price at
some stipulated later date. If the district
exercises its option, lease payments already
made become partial payments on the agreed
total purchase price and, with final payment
of the district acquires ownership of the asset
as if it had made only one lump-sum pay-
ment at the outset of the original transaction.
If the school district elects not to exercise its
option, the periodic payments amount to
rent and the district does not acquire a fi:. ...d
asset. Payments made prior to the exercis-
ing of the option should be charged to "rent
with lease-purchase option."

Along with the purchasing of equipment
items, some of the largest and costliest fixed
assets are those acquired by construction of
school buildings, site purchase, and develop-
ment. Construction is usually accomplished
through a contractual agreement which re-
quires the district to make periodic payments
on the basis of percentage of work completed
with final payment made upon acceptance of
the building.

Sometimes the construction, may be per-
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formed by the school district's own personnel.
Where this method is used, a complete ac-
counting of labor costs, materials, and over-
head will form the entries into the Fixed
Assets Group of Accounts.

Money Source for
General Fixed Assets

Money for the procurement of fixed assets
usually comes from:

(1) Sale of General Obligation bonds;
(2) Property taxes;
(3) Federal grants;
(4) Other sources (gifts and endow-

ments)

As this revenue accrues to school district,
it is placed in one of the following funds:

(1) General Operating Fund (includ-
ing food services and student ac-
counts);

(2) Building Fund;
(3) Capital Reserve Fund.

Assets acquired by gift or donation are
recorded at their fair cash market value at
time of acquisition. All other fixed assets
should be recorded at cost, and these amounts
retained on the books without dc-preciation
until final disposition of the assets. Under
most circumstances, costs can be readily de-
termined from source documents. In cases
where historical cost figures are not avail-
able, or where it is costly to provide them, a
complete physical inventory should be made
of all existing assets and an approximate
value assigned to each asset, using an esti-
mated original cost on date of original pur-
chase.

There is no question this procedure in-
troduces an element of imprecision and error
in the value of fixed assets, but there is no
alternative if fixed asset accounting is ever
to be initiated. With the passage of time and
the disposition of old assets, the orginal ap-
praisal errors will disappear and total value
will more accurately approach actual histor-
ical cost3.

The proper accounting for general fixed
assets requires the proper classification of in-
dividual assets within recommended asset
classes. A listing of these assets for account-
ing and statement purposes is as follows:

(1) Land;
(2) Buildings;
(3) Equipment.

A fixed assets group of accounts is a self-
balancing entity with a credit in the form of
several "Investment Accounts" established to
offset the categories previously described.
The following accounts indicate the fund and
source of monies from which the assets were
acquired:

(1) Investment in General Fixed Assets:
Building Fund

(2) Investment in General Fixed Assets:
General Operating Fund

(3) Investment in General Fixed Assets:
Capital Reserve Fund.

All entries in this grouping are made to
correspond with the expenditures which fi-
nanced the original asset acquisition. Assets
acquired through the Building Fund should
be entered, usually at the end of a fiscal
period or upon completion of a construction
contract. In case a construction project is not
finished at the end of a fiscal year, this entry
would be a debit to building construction
work in progress. The costs are capitalized to
date and a credit posted to the schedule of
of Fixed Assets. When this project is com-
pleted in a later fiscal period, the building
construction account is credited and speci-
fic asset account (land or buildings) is deb-
ited.

In addition, costs capitalized by the Build-
ing Fund in the terminal year of construction
would be recorded in this group of accounts
by a debit to the proper asset account (land,
buildings) and a credit to an investment in
the appropriate Fixed Asset Account.

In the case of asset acquisition by the
General Fund (current revenue), the record-
ing of this asset in the Fixed Asset Group of
Accounts should be made at the time the ex-
penditure is recorded in the General Fund
disbursements. For example, if a piece of
equipment is purchased from the General
Fund and recorded in that fund as a debit to
Expenditures and a credit to Vouchers Pay-
able, a corresponding entry would be made
fur an identical amount in the General Fixed
Asset Group of Accounts by a debit to Equip-
ment and a credit to investment in. General
Fixed Assets, General Fund Revenues.
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Fixed Asset Accounting
Subsequent to Acquisition

Once the school district has acquired and
properly recorded its fixed assets information
on the book of accounts, subsidiary records
on each recorded asset should be set up with
the following information:

Class code; .

Sequence or voucher number;
Name and address of vendor;
Abbreviated description;
Date of acquisition;
Unit charged with custody;
Location;
Cost;
Fund account from which pur-
chased;
Method of acquisition;
Estimated life;
Date, method, and authorization of
disposition.

The recommended equipment card pro-
vided in Part I, Property Accounting for Colo-
rado School Districts, "Conducting the Phy-
sical Inventory," allows space for this kind
of information.

All fixed assets procured by the district
should be appropriately marked and identi-
fiable. Periodic inventories conducted on a
regular basis should be taken by authorized
personnel.

Proper accounting for costs related to
fixed assets after their acquisition requires
careful differentiation between maintenance
expenditures and betterments. Maintenance
costs are those outlays which are necessary
to keep an asset in its intended operating con-
dition, but which do not materially increase
the value of the asset. Expenditures which
result in material increase of value of the
asset should be included in fixed asset ac-
counting.

Disposition of General Fixed Assets
As a rule, fixed assets of school districts

are disposed of in transactions where assets
of similar function, longer life, and larger
value are acquired from outside individuals
and business firms. In these cases, the dis-
trict pays cash for the new asset in one of
two amounts:

(1) A total price if there is no trade-in

or the replaced asset is worn out or
valueless;

(2) The difference between the total
purchase price and the value of any
trade-in or salvage value.

In either case, the deductions in assets are
made on the basis of the original cost of the
replaced item and the additions to fixed
assets are made on the basis of the cost of the
replacement, without the trade-in or salvage
value of the replaced item.

Recommended School
Accounting Principles

The following list of recommended ac-
counting principles and procedures was
adopted by the National Association of
School Business Officials at their 50th meet-
ing held in San Francisco, California, on Oc-
tober 21, 1964.

Since these principles and procedures are
vital to sound accounting and efficient busi-
ness management, the recommendations here-
in are reproduced in their entirety:

1. A school district's accounting system
must make it possible to:
a. show that legal provisions have

been complied with and
b. to reflect the financial condition

and financial operations of the
school district.

2. If legal and sound accounting provi-
sions conflict, legal provisions must
take precedence. It is, however, the
school district's duty to seek changes
in the law which will make such law
in harmony with sound accounting
principles.

3. The general accounting system should
be on a double-entry basis with a gen-
eral ledger in which all financial
transactions are recorded in detail or
in summary.

4. Every school district should estab-
lish the funds called for either by law
or by sound financial administration.
It should be recognized, however,
that funds introduce an element of in-
flexibility in the financial system.
Accordingly, consistent with legal
provisions and requirements of sound
financial administration, as few funds
al possible should be established. The

35,



classification of funds to the extent
required should be followed in the
budget document and in the school
district's financial report.

5. A complete self-balancing group of
accounts should be established for
each fund. This group should include
all of the accounts necessary to set
forth the financial condition and fi-
nancial operations of the fund and to
reflect compliance with legal provi-
sions.

6. A clear segregation should be made
between the accounts relating to cur-
rent assets and current liabilities and
those relating to fixed assets and
long-term liabilities. With the excep-
tion of Working Capital or Trust
Funds, fixed assets should not be car-
ried in the same fund with current
assets but should be set up in a self-
balancing group of accounts termed
by the National Committee in Gov-
ernmental Accounting as Genera!
Fixed Assets Group of Accounts.
Similarly, long-term liabilities should
not be carried with current liabilities
of any fund but should be shown in a
separate self-balancing group of ac-
counts.

7. The fixed asset group of accounts
should be maintained on the basis of
the original cost, or the estimated cost
if the original cost is not available; or
in the case of gifts, the appraised
value at the time received.

8. Depreciation on the general fixed as-
sets of a school district should not be
recorded in the accounts, unless cash
for replacements can legally be set
aside. Depreciation on such assets
may be computed for unit cost pur-
poses, even if cash for replacement
cannot legally be set aside providing
these depreciation charges are used
for memorandum purposes only and
are not reflected in the accounts.

9. The accounting system should pro-
vide for budgetary control for both
revenues and expenditures, and the
financial statements should reflect,
among other things, budgetary infor-
mation.

10. The use of the accrual basis in ac-
counting for revenues and expendi-
tures is recommended to the extent
applicable. Revenues, partially off-
set by provisions for estimated losses,
should be taken into consideration
when earned, even though not re-
ceived in cash. Expenditures should
be recorded as soon as liabilities are
incurred.

11. Revenues should be classified by fund
and source; and expenditures by fund,
function, department, activity, char-
acter, and by main classes of objects.
This classification will permit report-
ing to governmental agencies on a
basis consistent with recommenda-
tions of the Office of Education of the
United States Department of Health,
Education and Welfare in its 1957
publication entitled, "Financial Ac-
counting for Lo "al and State School
Systems, Standard Receipt and Ex-
penditure Accounts."

12. Cost accounting systems should be
established wherever costs can be
measured. Each cost accounting sys-
tem should provide for the recording
of all the elements of cost incurred to
accomplish a purpose, to carry on an
activity or operation, or to complete
a unit of work or a specific job. Al-
though depreciation on general fixed
assets may be omitted in the general
accounts and reports, it should be con-
sidered in determining unit cost if a
cost accounting system is used.

13. A common terminology and classifi-
cation should be used consistently
throughout the budget, the accounts,
and the financial reports.

Recommended School
Accounting Procedures

1. The accounts should be centralized
under the direction of one officer.
He should be responsible for keeping
or supervising all accounts and for
preparing and issuing all financial
reports.

2. A budget should be prepared by every
organizational unit of the school dis-
trict, even if not required by law,
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because such budgets are essential to
proper management of the school dis-
trict's financial affairs. A distinction
between the different funds must be
made in such budgets.

3. As soon as purchase orders or con-
tracts are signed, the resulting obliga-
tions should be recorded at once as
encumbrances of the funds and appro-
priations affected.

4. Where applicable, inventories of both
consumable and permanent property
should be kept in subsidiary records
controlled by accounts in the general
accounting system and physical in-
ventories of both consumable and
permanent property should be taken
at least annually with the accounts
and records made to agree with such
inventories.

5. Financial reports should be prepared
monthly or oftener to show the cur-
rent condition of the budgetary ac-
counts and other information neces-
sary to control operations. At least
once each year a general financial
report should be prepared and pub-
lished.

6. An independent annual audit is rec-
ommended.

How to Establish General Fixed
Assets Groups of Accounts

The following seventeen procedures are
recommended by Professor Sam B. Tidwell
as a quick, efficient, and complete method for
the establishment of General Fixed Asset
Accounts:

1. Responsibility for accounting for gen-
eral fixed assets has to be placed and
authority necessary to establish and
maintain adequate accounting stand-
ards for the school district's general
fixed assets has to be granted. Pro-
cedures established must be inte-
grated with general accounting prac-
tices and procedures of the school dis-
trict.

2. Asset nomenclature and classification
should be developed for land and
g r o u n d s, buildings, improvements
other than buildings, machinery and
equipment. This will probably be a
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temporary classification and state-
ment of nomenclature subject to mod-
ification as the process develops.

3. A statement setting forth the objec-
tives of the board of education should
be prepared and distributed to the
principal of each school and to the
heads of each administrative unit of
the school system. Administrative
control over one asset by two or more
organizational units should be elim-
inated and responsibility for that
asset should be placed under one ad-
ministrative control. The statement
should set forth the preliminary asset
classification and nomenclature for
information of all concerned.

4. A request should be issued to each
administrative unit head and to each
principal to take a physical inventory
of general fixr 1 assets within his or-
ganizational ui.Lt on or before a cer-
tain date indicated by the request.
The inventory should be reported in
terms of the preliminary classifica-
cation and nomenclature. For assets
found to exist for which no prelimin-
ary nomenclature or classification has
been suggested, the principal or ad-
ministrative officer should be encour-
aged to describe the asset briefly as
a part of his inventory report. For
quick and economical preparation, the
principal may request each teacher to
take the inventory within his class-
room. No one should be in a position
better to describe or determine no-
menclature of classroom equipment
than the classroom teacher. If this
procedure is adopted, the date on
which the teacher is requested to
complete the inventory should be es-
tablished well in advance of the date
of the request.

5. Because much of the information
about such things as the date of ac-
quisition and purchase price is not
available, instructions should provide
for freedom to exercise judgment in
estimating an asset's original cost,
date of purchase, and remaining use-
ful life. When the assets to be in-
cluded in this group of accounts are



determined, a valuation should be
placed on them by using either of
the following suggested bases:
a. Cost, by invoice or other docu-

ments bearing on the original cost
of the asset.

b. Appraisal as at the date of in-
ventory, indicating whether stated
at appraisal or replacement value.

6. When values are established for those
assets to be included in this group of
accounts, ledger cards can be pre-
pared for subsidiary accounts. These,
then, can be totaled for controlling
account entry.

7. Transactions involving general fixed
assets should be coordinatedsubse-
quent to the date of creation of this
group of accounts with the fund
making the expenditure at the date
of acquisition.

8. In order that assets can be brought
under proper administrative control
by the use of individual numbers, a
numbering system should be devel-
oped indicating location of the asset
as well as its major classification.

9. An inventory team should move from
one organizational unit to another
during the year with the objective of
verifying the inventory while placing
a permanent identification number
on each asset to be accounted for
through the general fixed assets
group of accounts. The number
placed on the asset should correspond
to the number contained in the sub-
sidiary ledger.

10. Close coordination is required be-
tween the fund acquiring and equip-
ping a new plant, building, room or
office and the general fi 1 assets
group of accounts. A sy:. :.hrough
which property can be ttansferred
from one organizational unit to an-
other must be established to work
efficiently and effectively.

11. Responsibility for safekeeping, main-
tenance, and repair should be assigned
to the administrative officer in charge
of the organizational unit to which
the asset is charged.

12. All purchases of equipment, transfers,

sales, or other disposition of fixed
assets should be centralized, and re-
sponsibility placed for providing doc-
uments necessary to authorize the
transaction.

13. A phyiscal inventory should be taken
at least once per year. If an asset is
recorded and is found to be missing,
proper inquiry should be made to
determine why it is missing. Admin-
istrative action should be initiated
immediately to minimize losses or to
file a claim for indemnification in the
event of a loss covered by insurance.

14. The physical inventory and the sub-
sidiary ledger accounts should be
brought into agreement once each
year. This also requires reconcilia-
tion of the subsidiary ledger with the
controlling accounts in the general
ledger of the general fixed assets
group of accounts.

15. Procedures related to disposal of gen-
eral fixed assets should be estab-
lished, and authority for sale, ex-
change, or retirement should be
granted in writing.

16. The annual report of general fixed
assets should be used in determining
the adequacy of insurance coverage
on general fixed assets.

17. Assets in possession of the school
district under a lease agreement
should not be included in the inven-
tory. Assets owned by the United
States Government may also be in
possession of the school district. In
these cases it is the responsibility of
the school district to keep appropri-
ate records to distinguish between the
kinds of property ownership.

Statement of Fixed Assets

The basic statement which should be pre-
pared from the beginning balance schedule
of fixed assets is illustrated in Example I
Schedule of General Fixed AssetsBegin-
ning Balance. This is supported by the Jour-
nal Entries of General Fixed Assets as given
in Example II.

Example III shows the Schedule of Gene.
eral Fixed AssetsEnding Balanceand pro-
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vides summary information of fixed assets
acquired during the fiscal year.

The two Schedules of General Fixed As-
setsBeginning Balance and Ending Balance,
Examples I and IIIillustrate the fixed
assets classified by type: land, buildings, and
equipment. This is offset by a breakdown of

accounts indicating the source of funds from
which the assets were acquired.

Since the Schedules of General Fixed As-
sets gives recorded historical costs only in
summary form, local school districts may find
it helpful to supplement these summary state-

ments by a Supporting Schedule of General
Fixed AssetsStatement of Changes as il-
lustrated in Example T.V. This supplementary
information provides a more detailed break-
down of additions and deductions that occur
during the course of the fiscal year.

A beginning balance at the start of the
fiscal year is given in Example I. The Jour-
nal Entries made in the prior fiscal year are
illustrated in Example II. If the amounts
given in Example I and entries posted to
the Accounts, Example II, as shown, are cor-
rect, the resulting totals will balance.
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Example I: Beginning Balance
Schedule of General Fixed AssetsSummary Statement

Beginning Balance Start of Fiscal Year, January 1, 1970

Debit Credit
Land
Buildings
Equipment

Investment in General Fixed Assets from:
A. Building Fund

1. Sale of General Obligation Bonds
2. Federal Grants
3. Other Sources

B. General Operating Fund
1. Property Taxes
2. Federal Grants
3. Other Sources (Smith Endowment)

C. Capital Reserve Fund
1. Property Taxes
2. Other Sources (Smith Endowment)

Total General Fixed Asset Investment

$1,225,000

3,271,600

803,000

$2,996,600

1,000,000

300,000

800,000

53,400

46,600

100,000

3,000

$5,299,600 $5,299,600



Example General Journal Entries
Journal Entries to Record General Fixed Asset Transactions

For Year January 1 to December 31, 1970

Debit Credit

Land $ 75,000

Buildings 525,000

Investment in Fixed Assets from:
Building Fund

Sale of General Obligation Bonds $ 375,000
Federal Grants 200,000

Other Sources (describe) 25,000

To record completion of administrative and business
building construction projects.

Equipment 148,000

Investment in Fixed Assets from:
General Fund

Property Taxes 125,000

Federal Grants 13,000

Othef SOurces (describe) 10,000

To record the purchase of office equipment in all
district buildings.

Buildings
Investment in Fixed Assets from:

General Fund
Other Sources (Student Activity Account)

To record purchase of new air conditioning unit for
Student Center.

Investment in Fixed Assets .from:
Capital Reserve Fund

Property Tax
Buildings
To remove old air conditioning unit replaced by pre-

ceding entry.

Investment in Fixed Assets from:
Building Fund

Federal Grants
Equipment

To remove mobile instructional unit, sold for $10,000.

Land
Investment in Fixed Assets from:

Building Fund
Sale of General Obligation Bonds

To record purchase of site for high school.
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46,600

5,000

15,000

150,000

46,600

5,000

15,000

150,000



Debit Credit

Equipment
Investment in Fixed Assets from:

General Fund
Property Taxes

Investment in Fixed Assets from:
Capital Reserve Fund

Other Sources (describe)
To record purchase of instructional equipment for
all buildings.

$ 40,000

$ 25,000

15,000

Land 600,000

Buildings 1,000,000

Investment in Fixed Assets from:
Building Fund

Sale of General Obligation Bonds 1,000,000

Federal Grants 500,000

Other Sources (Smith Endowment) 100,000

To record completion of Auditorium, Gymnasium,
and Special Services Center projects, including land
and site development.

Investment in Fixed Assets from:
General Fund

Property Taxes
Equipment
To remove cost of equipment traded in on new metal

lathe at high school.

Land
Investment in Fixed Assets from:

General Fund
Other Sources (Donation)

To record land for Special Activities Center at ap-
praised value.

Land
Investment in Fixed Assets from:

Capital Reserve Fund
Property Taxes

To record value of matching land for Special Activ-
ities Center.

Equipment
Investment in Fixed Assets from:

General Fund
Property Taxes

To record completion of equipment installation in
Auditorium, Gymnasium and Special Services Cen-
ter.
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15,000

53,400

58,000

38,000

15,000

53,400

58,000

38,000



Land
Investment in Fixed Assets from:

Building Fund
Sale of General Obligation Bonds

To record purchase of land fur future expansion.

Debit Credit

$ 13,600

$ 13,600

Investment in Fixed Assets from:
General Fund

Property Taxes 75,000
Land 75,000

To remove cost of --`lool property sold for $200,300.

Proof Totals $2,857,600 $2,857,600



Example III: Ending Balance
Schedule of General Fixed Assets Summary Statement

Ending Balance, End of Fiscal Year December 31, 1970

General Fixed Assets

Land $2,100,000

Buildings 4,838,200

Equip/Tient 999,000

Total General Fixed Assets $7,937,200

Investments in General Fixed Assets from:
A. Building Fund

1. Sale of General Obligation Bonds $4,535,200

2. Federal Grants 1,685,000

3. Other Sources 425,000

B. General Operating Fund
1. Property Taxes 898,000

2. Federal Grants 66,400

3. Other Sources 156,600

C. Capital Reserve Fund
1. Property Taxes 153,000

2. Other Sources 18,000

Total Investment in Fixed Assets $7,937,200



Example IV: Supporting Schedule of Changes
Supporting Schedule of General Fixed Assets - Statement of Changes

Fiscal Year Ending December 31, 1970

Statement of Changes

Fixed Assets
Start of Year Additions

Fixed Assets
Deductions Ene, of Year

Land $1,225,000 $ 950,000 $ 75,000 $2,100,000
Buildings 3,271,600 1,571,600 5,000 4,838,200
Equipment 803,000 226,000 30,000 999,000

Total General Fixed Assets $5,299,600 $2,747,600 $110,000 $7,937,200

Investments in General Fixed Assets from:
A. Building Fund

1. Sale of General Obligation Bonds $2,996,600 $1,538,600 $4,535,200
2. Federal Grants 1,000,000 700,000 $ 15,000 1,685,000
3. Other Sources 300,000 125,000 425,000

B. General Operating Fund
1. Property Taxes 800,000 188,000 90,000 898,000
2. Federal Grants 53,400 13,000 66,400
3. .Other Sources 46,600 110,000 156,600

C. Capital Reserve Fund
1. Property Taxes 100,000 58,000 5,000 153,000
2. Other Sources 3,000 15,000 18,000

Total Investment in General Fixed
Assets $5,299,600 $2,747,600 $110,000 $7,937,200
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Auditing Federal Programs
In providing federal funds for education,

Congress has identified specific educational
objectives to be achieved by each program. It
is, therefore, necessary that all, federal
monies received by local districts, either di-
rectly or from the state as a distributing
agent, be properly identified with the pur-
poses for which the funds are provided. Sep-
arate accountability of expenditures is neces-
sary for most federal programs. The one not-
able exception is Public Law 874 which pro-
vides federal monies for general operation
purposes in federally impacted areas. Sepa-
rate accountability for expenditures is not
necessary in this instance, since the federal
money may be commingled with state and
local receipts to pay for the educational pro-
gram desired.

Specific Audit Procedures

For Federal Funds
For audits of local agencies, it is essential

that specific audit instructions be developed
to verify that:

1. Funds disbursed by the state to the
local agency were received and prop-
erly accounted for.

2. Payments reported by the 1 o c a 1
agency were actually made to the
vendors, contractors, and employees
and that they conform to applicable
laws and regulations, including pro-
curement requirements.

3. Refunds, discounts, etc., were prop-
erly credited to the specific programs
as reductions of the gross expendi-
tures.

4. Payments are supported by adequate
evidence of the delivery of goods or
performance of services.

5. Encumbrances or obligations included
in the report of expenditures were

actually incurred during the fiscal
year for which the expenditures were
claimed and, upon liquidation, were
adjusted properly for any differences.

6. The same item is not reported as an
expenditure for two or more years;
e.g., encumbrance in one year and
payment in another.

7. All expenditures claimed for feder-
ally supported projects were made for
properly approved projects, are easily
identifiable for these projects, and
are the individual items adequately
described in the approval and the
claim for reimbursement.

8. State and local agency rules applica-
ble to equipment records and control
are followed.

9. Prorated expenditures, such as sal-
aries, travel, etc., are divided cor-
rectly between two or more accounts,
and that the basis of such division is
reasonable, equitable, and substan-
tive.

10. The types of funds expended for fed-
erally reimbursed projects are stated
correctly and that federal funds from
one program are not used for match-
ing purposes under another federal
program. Likewise, any state and lo-
cal monies used to match one federal
program may not be counted as meet-
ing matching provisions of another
federal program.

11. Unexpended or unearned federal
funds advanced or overpaid are re-
turned promptly or otherwise cor-
rectly accounted for.

12. If the local agency is on a fiscal year
different from the federal fiscal year,
the audit report reflects outstanding
obligations as of June 30 in sufficient
detail to permit identification of sub-
sequent payments with the applicable
obligation and comparison with re-
ports submitted by the local agency
to the state agency.



VI

REFERENCES



References
Association for Educational Data Systems.

Property Classification Code Manual, New
York, N. Y., 1963.

Bliss, Sam W. "Real Property Accounting."
A report to the 52nd meeting of the Asso-
ciation of Schcol Business Officials, October
11, 1966. Prepared by James E. Mitchell,
Facilities Subsystem Supervisor, Midwest-
ern States Educational Information Project.

Bragin, Jeanette. Guiding Principles and
Practices in Office Management, Research
Bulletin No. 4. Research Corporation of
the Association of School Business Officials,
2424 W. Lawrence Avenue, Chicago, Illi-
nois, 1966.

Brown, F. R. "Inventory Record Control."
Part II of a paper prepared for the 52nd
meeting of the Association of School Busi-
ness Officials, October 11, 1966.

Clemens, John E. "Personal Property Ac-
counting." Part I of a report delivered at
the 52nd meeting of the Association of
School Business Officials, October 11, 1966.

Dade County Public Schools. Manual of
Property Control Procedures. Miami, Flor-
ida, 1966.

Montana State Department of Education.
Property Accounting for Title I. Helena,
Montana, March, 1966.

National Association for School Business Of-
ficials. Property Valuation Counsel. A re-
port prepared by The American Appraisal
Company for the 52nd annual meeting of
School Business Officials, 1966.

National Committee on Governmental Ac-
counting. Governmental Accounting, Au-
diting, and Financial Reporting. Municipal
Finance Officers Association, 1313 East 60th
Street, Chicago, Illinois 60637, 1967.

New York State Education Department, "In-
ventory Control of Fixed Assets." Paul E.
Jensen, Albany, New York 12224, 1966.

Platte Publishing Company, Colorado School
Law Review, Box 18195, Denver, Colorado
80218.

Pinellas County, Florida. Property Account-
ing. Orlando, Florida, 1966.

Technical Committee on Industrial Classifi-
cation. The Standard Industrial Classifi-
cation Manual. Washington: U. S. Govern-
ment Printing Office, 1957.

Tidwell, Sam B. Public School Fund Ac-
counting, Harper and Brothers, New York,
N. Y. 1960.

Texas Education Agency. A Guide for Texas
Public Schools Property Accounting. Aus-
tin, Texas, 1964.

U. S. Office of Education. Property Account-
ing for State and Local School Systems.
Washington: U. S. Government Printing
Office, 1959, Handbook III.

U. S. Office of Education. Principles of Pub-
lic School Accounting, OE 22025, U. S. Gov-
ernment Printing Office, Washington, D. C.,
1967.

Utah State Board of Education. A Program
for Property Accounting in Utah. Salt Lake
City, Utah, 1964.


