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INTRODUCTION

The new budget and accounting system for California Community Colleges uses an
actvity-centered approach to expenditure reporting which describes real resource
requirements (faculty, supporting staff, supplies, etc.), their costs (objects of
expenditure), and relative use in each of the major activities which describe
Community College operations.

Except for recent law changes, general ledger accounling, income reporting, and
tax analysis are the same as previous college budget and accounting procedures.
The new sTrecture makes changes only to budgeting and reporting of expenditures
and introduces activity measures for college resource use.

The system describes direct COSYS in activities, but does not attempt to define
indirect costs, nor does it require measurement of output. However, it is de-

signed to provide adequately foc state-level decision making and most local
decision-making needs. It also provides the basis for developing analyses for
decisions about programs and objectives, ell essential to college management
activifles.

The activity structure is designed to be compatible with the Program Classiti-
carlon Structure developed by the National Center for Higher Education Manage-
ment Systems (HCHEMS) of the Western Interstate Commission on Higher Education.
This format currently has nationwide visibility. Data scheduled to be generated
in the new structure also gives districts the capability of implementing new
management tools now being developed by various groups such as NCHEMS, Systems
Research Group, Battelle, and the League for Innovation.

The object of expenditure l-ructure is designed to be compatible with that used
by elementary and secondary schools and county superintendents of schools. This

should provide for the fiscal management responsibilities county superintendents
have in relation to Community Colleges without needing to maintain separate sys-
tems for the col leges and K-I2. It is ant;cipated that counties will maintain
Community College district budget control over the major object of expenditures
as required in Section III and as set forth in CCAF-311. Districts may wish to
develop additional subcategories for local management purposes.

Development, approval, and control over di3trict budgets are based upon the ob-
ject of expenditure categories, allocated among organization units of the district
and college(s) to the extent necessary for effective internal management. The

activity structure, by contrast, provides the district with a base for comparative
fiscal analyses, use of new fiscal management tools, and future development of
program budgeting and other fiscal decision-making techniques. The activity
structure provides for state-level repor"ing and federal fiscal reporting, as
set forth on CCAF-311.
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Setic?rLjte Lof Hge budgets aro not reported ro the stc-ite though fhev anal,
develop d and mantained as afways fa- local management puiwses.

71e special features of Community College accounti 4 are presented nd discuss.,
in this sec ion.

FIXED ASSETS RECORDS

Althauch frx assets of a district have little or no bearing on a di_ ictts
vency, records shall be maintained to account for fixed asset-,. per E.C. 1004.5;
e.g., investments in land, site improvements, buildings, and eluipment. The re-
corc2s provide be5ic information for admin;5trative cootrc. add insuram.:e valiAtion
purposes.

Fixed asset accou ts should be charged with capital outftv expenditures from all
funds either currently or by a summary entry at the ehd of each fiscal year. At
the same time, a reserve accoLnt- entitled "Investment in Fixed Assets" should be
credited with a like amount. :.:ixed asset retirements and adjustments are treated
n a similar manner by appropriate charges or credits to these accounts.

Depreciation records on fixed assets generE.Ily are not maintained in tax-supporte
agencies except in the public utility type of agency. Memorandum depreciation re-
cords may be maintained if desired tc refle-7,-b future I lability for fixed asset re-
placement.

LONG-TERM LIABILITIES

The ion -term financing of a government unit is cifferent from pri afe enterprise
in that the bonds issued are usually secured by the fixed assets of the issuing
concern. Community College district bonds are dependent for security upon the
ability of the dist t to raise money through taxation.

Bonded debl accounts are mainta ned by the county auditor, and data are usually
furnished the district annually regarding the budget requirements for the Bond
Interest and Redemption Fund. However, districts should keep meMorandum records
of the bonded debt in order to have at hand complete data regarding such indebt-
edness, present and future tax requirements for bond redemOtion and Interest, and
potential additional bonding capacity of the district.

REVENUE

The National Committee on Municipal Accounting defines revenue as dditions to
assets which do not increase any liability, nor represent the recovery of an ex-
penditure, nor represent the cancellation of liabilities without a corresponding
increase in other liabilities or a decrease in assets." Furthermore, it notes
that "revenue refers to an increase in the net resources or surplus of a fund."
The committee also points out that not all increases in the net resources of a
particular fund "result in an increase in the ne.' resources of the municipality
as a whole, since the resources of another fund may decrease correspondingly."

Fund revenues are ordinarily clas
state apportionments, or district

fled as tu source, such as federal subvention,
axes.
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EXPENDITURES

Expenditures represent charges against appropriations. If the accounts are kept
on the accrual basis, the term "expenditures" includes total charges incurred,
whether paid or unpaid. When the accounts are kept on a cash basis, the term
covers only the actual cash disbursements.

APFROPRIATIONS

An appropriation is an allocation of funds, income, or estimated income ma e by
the governing board of the Community College district for specific purposes,
usual ly limited as lo the time when it may be expended.

Appropriations made by the governing board authorize the district to spend certain
sums of money for definite activities. An appropriation specifies in some detail
the exact purposes for which expenditures may be made, the amount to be spent, and
the period of time dur nq which the expenditures are to be made.

n though expenditures are carefully planned, changes in appropriations are
sometimes necessary-. Certain contingencies may arise that require additional
appropriations. A contingent reserve (Reserve for Contingencies, 7900) is pro-
vided from which the governing board may authorize transfers to activities for
which insufficient funds were provided in the original appropriation.

ENCUMBRANCES

in order to keep commitments within the financial plan, obligations in the form of
purchase orders or contracts that are to be met from an appropriation are recorded
as a restriction of the appropriation balance. By this means the administration
has a control to prevent the overexpendiiure of an appropriation.

When encumbrances are not formally entered against the appropriation account, f
is possible to approve commitments that may exceed the amount allocated to the
appropriation. When paid, obligations cease to be encumbrances.

FUND BALANCE

The tenm "Fund Balance," with suitable qualification, is employed to denote the
excess of assets over liabilities or, at other times, excess of resources over
the sum of obligations, reserves, and unencumbered appropriations.

FUNDS

The National Committee on Municipal Accounting defines the term "Fund" as a "sum
of money or other resources (gross or net) set aside for the purpose of carrying
on specific activities or attaining certain objectives in accordance with special
regulations, restrictions, or limitations and constituting an independent fiscal
and accounting entity." Thus, the accounting structure of et fund may include all
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the usual general ledger accounts; e.g., assets, liabilities, fund balance, income,
expenditures, appropritions, and encumbrances. lhe records may or may not be
physically separated from other funds, but the fund will be a complete and separate
entity yielding distinct financial repo:.ts. In a number of cases, specific expen-
ditures may be legally made from two or more different funds. In a few inshances,
the law authorizes tr,-ansfers from one fund to another by resolution of the gwer-
ning board.

CLASSIFICATION OF FUNDS

The number of kinds of funds authorized by law may vary from time to time. In

addition -ft-i the General Fund, some of the typical funds used by Commi-tily Coliego
districts are the Building Fund, Bond Interest and Redemption Fund, and Cafeteria
Fund. However, taking into account the restrictions involved in each fund, the
greater the number of funds, the more rigid the financial administration becomes.
Therefore, in the absence of legal requirements the organizational unit should
establish as few funds as possible.

BUDGET

The Budget is a proposed plan of expenditures and the means of financing these
expenditures, taking into account the necessary legal requirements. The annual
financial and budget reports are fiscal documents exhibiting actual income and
expenditures of prior fiscal years, the proposed appropriations for expendifures,
and the proposed sources of income to meet these appropriations for the succeed-
ing fiscal year in every fund of tho district.

BOOKS OF ORIGINAL ENTRY

Transactions of several kinds are recorded in documents such as apportionment
notices, cash receipts, deposit records, requisitions, piTchase orders, war-
rants, and warrant registers. These documents should be employed for direr+
or summarized posting to ledger accounts. They should indicate the accounts
affected by account name or number.

Documents that represent transactions of any one kind anJ that are numerous and
regularly recurring are usually recorded consecutively and chronologically ill

specialized registers. These registers are employed for the accumulation of
totals of a number of similar transactions to reduce the number of postings to
general ledger accounts.

Every accounting system needs a journal or system of journal vouchers, other than
special registers, for the first formal recording of those infrequent entries for
which no other provision is made; e.g., opening, adjusting, and closing entries,
and for postino to ledgers. Standard commercial forms are suitable in many cases.
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INCOME

Income includes both revenue and non(evenue receipts. Revenue receipts are
additions to assets for which no obligations are incurred by the Community
College district and may be expended at the discretion of the district gover-
ning board. Revenue receipts are received through state apportionments and
district taxes. Nonrevenue receipts are money received in exchange for prop-
erty of the district or receipts for which the district incurs an obligation,
such as money received through loans or the sale of bonds. Bond or loan re-
ceipts must be used by the diStrict governing board for the purposes outlined
at the time loans are secured or bonds are issued.

These instructions provide for uniform identification and classification of the
receipts for all funds and accounts of a district and should be used for day-to-
day accounting of receipts, budgets and all financial reports. Income classifi-
cations are applicable to all funds, general and special, of a district. The
selection of the fund must be made in accordance with the provisions of law.
Income Classifications, such as 8100, Federal Income, or 8700, County Income,
should not be confused with the selection of the fund, such as the General Fund,
Building Fund, or Cafeteria Fund.

Districts operatin9 on a cash basis account for income when it is received, while
those operating on an accrual basis account for income when it is earned. Dis-
trict budget forms and the annual budget report form supplied by the Chancellor's
Office presume use of the accrual basis for expenditures and the partial accrual
basis for the income of district funds, except for the Bond Interest and Redemp-
tion Fund. Either a cash basis or an accrual basis, as determined by the county
auditor, is acceptable for accounting and reporting a district's Bond Interest
and Redemption Fund.

Explanations for categories are only brief notes. See complete project requl
tions of appropriate program for detail and accurate description.

Classifications

Community College districts will classify income for at least the major and sub-
ordinate classifications outlined in this section. Many districts may want to
increase the number of classification subdivisions for local management needs.

Major classifications are as follows:

8100-8499 Federal Income
8500-8599 Combined State and Federal Income
8600-8699 State Income
8700-8799 County Income
8800-8869 Local Income
8870-8879 Student Fees and Charges
8880-8890 Miscellaneous Funds
8891-8899 Private Income
8900-8999 Incoming Transfers

7
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8100-8499 FEDERAL INCOME (Pl. reference means Public Law)

All income received from the federal government, regardless of whether dis-
tributed by state, federal, or local agencies. Include federal income for
which the state or any other agency serves as the distributing agency.

8110 Maintenance and Operation (PL 81-874)

Allowance for maintenance and operation resulting from the identification of
students or parents working on or living on federal property in accordance
with federal regulations for federal aid to impacted school districts.

8120 Veterans' Education (PL 92-318)

8140 Education Professions Development PL(90-

Amounts received from federal agencies for Education Professions
Development

8145 Public Service Development and Training (PL 90-351 90-490,
92-158, 88-581, 89-751, 92-36, 78-410)

Including human relations, child care, etc.

8150 Economic Opportunity Act (PL 88-452)

Amounts received directly from federal agencies for Economic Opportunity
Act programs.

8156 Federal Grants (Other)

Federal grants direct f-om federal sources not otherwise listed.

8160 Elementary and Secondary Education Act (PL 89-10)

Amounts received f om federal agencies for Elementary and Secondary Education
Act programs.

8170 Emergency Empl_yment Act (PL 92-54)

Amounts received under the Emergency Employment Act.

8180 Higher Education Act, 1965 (PL 89-329)

8190 Revenue Sharing, 1973 (PL 92-512)

8210 National Defense Education Act (PL 85-864)

Amounts allowed under the National Defense Education Act.
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3230 Comprehensive Employment and Tr ining Act - 1973 (PL 93-203)

8235 Military Personnel Development

8240 Vocatinol Education (PL 90-576)

Amounts all wed from federal sources for Vocational Education programs as
amended.

8247 Vocational Rehabilitation Act - 1973

8245 Income Restricted for Capital Outlay

8310 Forest Reserve Funds (EC 20251)

All income from forest reserve funds apportioned by the federal government
but distributed to the district by the county superintendent of schools with
the approval of the county board of education.

8320 Flood Contr 1 Funds (EC 20109)

All income from flood control funds apportioned by the federal government
but distributed to the district by the county superintendent of schools with
the approval of the county board of education.

8480 "Miscellaneous Funds" (EC 17606)
(see eXplanation under #8890)

8481 Royalties and Bonuses
8482 Rentals
8483 Income from Property Not Subject to Tax
8484 Payments in Lieu of Taxa

8490 Other

All other federal funds received except funds defined as "miscellaneous
funds" by the California Administrative Code, Title 5, Education, Section
17261. These are to be recorded in classification 8480, Miscellaneous
Funds.

8500 COMBINED STATE AND FEDERAL INCOME

Combined state and federal income received from the state agency with no
indication of how the allowance is prorated between federal and state funds.

8520 Preschool Education Aid (PL 87-543)

Allowance from combined federal and state funds for preschool education aid
under Education Code:Sections 16643-16644. Do not include amounts allowed
for preschool education aid from other state or federal sources.
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6530 Chlidren's Centers (EC 16705)

Amounts allowed for Day Care centers.

8560 Educational Opportunity Grants

Including Federal Grants combined with State Funds.

8570 Tax Relief Grants

8530 "Miscellaneous Funds" (EC 17606)

See explanation on p ge 11-11.

3581 Royalties -Td Bonuses
8582 Rentals
8583 Income from Property Not Subject to Tax
8534 Payments in Lieu of Taxes

8590 Other

All other combined state and federal funds except funds defined as "Miscel-
laneous funds" by the California Administrative Code, Title 5, Education,
Section 17261. These are to be recorded in classification 8580, "Miscel-
laneous Funds."

8600 STATE INCOME

All state iunds received, excluding federal funds distributed by the state,
which are federal income. By law, any State School Fund apportionment or
allowance to a Community College district must be deposited in the General

Fund of the district.

All such amounts should be accounted in terms of the gross amount appor-

tioned. Deductions and withholdings made by the State Controller as re-
quired by law must be accounted as expenditures in the same manner as if
the full amount had been received and,a district warrant had been drawn

for such purpose.

8610 Principal Apportionment

Record all amounts allowed under the Principal Apportionment, including ad-
van:e apportionments, basic and equalization aid, and final apportionments.

Record also flat grant.allowances received and/or accrued from the fol-
lowing programs on a current basis:

Rev. 4/76

8611 Basic and Equalization Aid
.8612 Physically Handicapped
8613 Educable Mentally Retarded
8614 Trainable Mentally Retarded
8615 Transportation of Handicapped Students

8616 Educationally Handicapped
8617 State Teachers' Retirement System

10
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862i1 Special Purpose Apporti 17405)

Record amounts received for the expe:es of maintaining any or al of the
following programs during the preceding fiscal year:

8622 Transportation, Reg_la (LC 18093)

Record amounts received for transportation, based upon records of ex-
pense and approved capital outlay, of furnishing, during the preceding
fiscal year, transportation of students between their homes and the
regular full-time day colleges attended by them.

8623 Project-connected Students
8624 Educationally Disadvantaged (EC 6499.230 - 6499.238)
9625 Early Childhood Development (EC 5445 - 6446.6)

8630 Special Alio nces Other

8631 Allowance tor Instructional Television and other Coordinated
Instruction Systems Programs.

8632 Allowance for Classroom Inst uctional Television (EC 18270)

Amounts received under Education Code Section 18270 for participation in a
program for instructional television established pursuant to Education Code-
Sections 6441 or 6442 and EC 11251(a) for other coordinated instructional
system. programs.

8633 App rtionment for Special Teacher Employment

Amounts received under Chapter 106, Statutes of 1966 (Education Code Sections
6481-6485) for the special teacher employment program.

8636 Education Improvement Act of 1969

8638 Extended Opportunity Programs and Services In- me Received from
-tate Under Provisions of EC 25528.7

8639 Other

8645 C mmunity College Con truction Act

8650 Apportionments for Children's Centers (EC 16782)

Allowance for children's centers. It may be advisable to compute monthly
the earned income from this source. Advance apportionment is based upon
estimated attendance with adjustments at end of the fiscal year usually
required.

8660 Apportionments for Development Centers for Handicapped Minots
(EC 6880,14)

Allowance for purposes of development centers for handicapped minors. School
district fiscal control may find it advisable to compute monthly the earned
income from this source. Apportionment in advance is based upon estimated
attendance. Adjustments at the end of the fiscal year are usually required.

1 1
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8661 Attendance
8662 Transportation

8670 Tax Relief Subventions

8671 Reimbursement for Income Lost Because of Busin ss Invee
Exemptions

Amounts received for loss of income because of business inventory
exemptions (Revenue and Taxation Code Section 219).

8672 Reimbursement for Income Lost Because of Home Owners Exemptions

Amounts received for loss of income because of home owne exempiions
(Revenue and Taxation Code Section 218; EC 17252).

8673 Reimbursement for Income Lo t Through Operations Under the
Williamson Land Act of 1967

Amounts rer3ived for loss of income because of the Williamson Land
Act of 1967.

8679 Other

Amounts received for loss of income because of exemptions on motion
picture films apd wine and brandy products (Revenue and Taxation Code
Sections 988 and 992; Education Code Section 17254), and Severance
Aid (EC 18421).

8680 "Miscellaneous Fund " (EC 17606)

S e explanation on page 11-11.

8681 Royalties and Bonuse
8682 Rentals

8683 Income from Property Not Subject to Tax
8684 Payments in Lieu of Taxes

8690 Other

All other state funds received except funds defined as "miscellaneous
funds" by the California Administrative Code, Title 5, Education, Secti n
17261. These are to be recorded in classification 8680, Niscellaneous
Funds."

8700 COUNTY INCOME

All county funds received and/or accrued (excepting federal funds distri-
buted by the county which are to be recorded as federal income).

8710 Community College Tuition Tax

Income from counties for nondistrict students attending Community College
(Education Code Section 20206).

12
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8720, Equalization Aid Offset Tax

Income from taxes levied upon all the assessed valuation of the c unty to
offset the decrease in equalization aid resulting from the upward modifi-
cation of the assessed valuation (Education Code Sections 17261-17265).

8780. scellaneous Funds" (EC 17606)

See explanation on page 11-11.

8781 Royalties and teonUses
8782 Rentals

8783 Income.from.Pndperty Not Subject to Tax
8784 Payments in Lieu of Taxes

8790 Other

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

8800 LOCAL INCOME

AIF inc 7-la from local sources.

8610 District Taxe

8811 Setured Roll (EC 20803, 20816, and 20932, et seq.)

Rev. 4/76

Income from taxes levied on the secured tax roll. District taxes are
levied as a result of the filing of an annual budget with the county
superintendent of schools for approval and transmittal to the county
board of supervisors setting forth the tax requirements of the dis-
trict as provided in Division 16, Chapter 3, of the Education Code.
The board of supervisors determines for the budget year a tax rate
that will produce the amount of district tax money requested by the
district in its annual budget.

Certain tax rates in excess of the statutory or vo ed rates are autho
ized in the Education Code for restricted purposes and special funds.

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

8812 Unsecured Roll

Income from taxes lev ed on the unsecured tax roil.

8813 Prior Yea Taxes

Income from tax levies of prior years include secured and unsecured tax
receipts from redemptions and tax sales.

11 - 7
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8820 City and County Taxes

884

8821 City Taxes

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

8822 County Taxes

Income from taxes from an ad valorem levy for college purposes upon the
real and personal property under the jurisdiction of the county super-
intendent of schools.

Sales

8841 Sale -f Bonds

Income from sale of bonds at par value, which must be deposited in the
Building Fund of the districf (EC 21810).

8842 Saleof Equipment and Supplies

Income from the sale of supplies and equipment no longer needed by the
district. The money received is to be placed to the credit of the fund
from which the original expenditure for the purchase of the personal
property was made (EC 16403). "This does not apply to sales in lieu of

trade-ins. See instruction under Principal Types of Abatements of Ex-
penditures, page 111-24, number 8."

8843 Sale of Land and Buildings

Income from the sale of land and buildings. Such income must be u ed

for capital outlay.

8844 Food Service Sales

Income from the sale of meals and other food items, usually recorded
in the Cafeteria Fund or Cafeteria Account.

8845 Sale of Publications

Income from the sale of publications. (Catalogues, class schedules,

printed forms, etc.)

8646 Farming lncomo

Income from college farm operations.

8849 Other Sales

Income received from all other sales

14
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8850 Rentals and Leases Except "Miscellaneous Funds"

Income for the use of athletic facilities, buildings or portions thereof,
houses, and other properties of the district that are rented or leased to
the public or other school districts for school purposes; and portions of
amounts received that are excluded from "miscellaneous funds" in accordance
with the California Administrative Code, Title 5, Education, Section 17261,
including rentals by Civic Center groups.

Rental or lease Income defined as "miscellaneous funds" is to be recorded
in classification 8880, "Miscellaneous Funds."

8655 Contract Services for District and County Offices

Income received for contract services rendered by one district or
office of county superintendent of schools for another district or
office of county superintendent of schools.

8859 Other Contract Services

8860 Interest

Income credited or prorated by fhe county auditor for in erest on deposifs
of district funds with the counfy treasurer and interest earnings (EC 17203).

Money received as premiums and accrued interest at the time of sale of
bonds must be deposited in the Bond Interest and Redemption Fund (EC 21810).

887 STUDENT FEES AND CHARGES

Rev. 4/76

8871 Adult Education Fees

Income received from students enrol ied In classe
under EC 5757, as incidental fees under EC 5758,

8872 Nonresident Students

r adults as tuition
under EC 25502.5.

Income received for the total cost of educating residents of other
states and foreign countries in the colleges of the district. (EC
10508 and 25505.8).

8873 Children's Centers (EC 16729)

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

8874 Development Cente for Handicapped Minors

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

15
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8875 Out-of-Dis rict Student Fees. EEC 25505.3(o)]

Income received from students altending under Inter-district Agree-
ments which call for payment of expenses by :ndividual students.

8876 Health Fees

8877 Parking Services (See EC 25425.1)

8878 Other Student Charges (Including bAt- not I imited to Traffic Fines,

Parking Fines, Late Registration, Libran: Fines, etc.)

All other miscellaneous student fees and fines.

8880 "MISCELLANEOUS FUNDS" (EC 17606)

See explanation on page I 1-11.

8881 Royall'ies and Bonuses
8882 Rentals
8883 Income Tax from Property Not Subject to Tax
8884 Payments in Lieu of Taxes

8890 Other

All other income from local sources such as contributions, gifts, outlawed
warrants*, practice teaching, and so forth, except funds defined as "mis-
cellaneous funds" by the California Administrative Code, Title 5, Education,

Section 17261. These are to be recorded in classification 8880, "Miscel-
laneous Funds."

*Some warrants are outlawed after six months. If a warrant is outlawed in

the same fiscal year in which it was written, it should be abated to the
ace unt it was originally charged.

PRIVATE INCOME

Income from private contributions, gifts, grants, and endowments.

8899 Other

8900 INCOMING TRANSFERS

All inco e received for incoming transfers Identify the sources of tuiti n

payments and account for the income receiv d from each source.

8920 Tuition Transfers

8921 Interdistrict Payments

Tuition p
specific

Rev. 4/76

yments receIved,from InterdistrIct contracls for general or
nstructional services, including transportotion.

16



8926 Won-district Payments

All other tuition payments not identified above.

8930 Interfund Transfers

Amount of money involved in each of the following transfers between funds:

To the Child Development Fund and Development Centers for Handicapped
Minors Fund from the General Fund (EC 17201 and California Administrative
Code, Title 5, Education, Sections 15050-15052).

Between the General Fund and the Sp--ial Reserve Fund EC 2 401-21404).

To the General Fund or tO the Special Reserve Fund from the Bond Interest
and Redenption Fund after all principal and interest paymentstiave been
made (EC 22055 and 22056).

,8990 oflier Incoming Transfers

Income received from funds of lapsed or reorgan zed districts and any other
income from transfers not oth rwise classified.

Miseella

EC 17606 covers "miscellaneous funds" under classifica ions 8480 (federal),
8580 (federal and state), 3580 (state), 8780 (county), and 8880 (local).
Sources of funds classified as miscellaneous under this section are (1)
royalties and bonuses; (2) rentals; (3) income from property not subject
to tax; and (4) payments in lieu of taxes.

Royalties And Bonuses

Record the total amount of payments of all or a portion of the royalties
and bonuses received from the operation of any law under the terms ofany
agreement. For example, royalties on federal mineral deposits are accounted
undor 8481, "Miscellaneous Funds"-(federal). Classification by source are
as follows:

8481 Federal
8581 Federal and State
8681 Slate
8781 County
8881 Local

Rentals

Record the amount by which The total of all payments received for the rental
tof property owned by the district and not on the tax rolls of the county or
district exceeds the actual expense of operating and maintaining the property.
Classifications by source are as follows:

8482 Federal
8582 Federal and State
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8682 State ,

8782 County
8882 Local

1.1-"rnefrorot51-113.ectt°Tax

Record the total of all payments received from, or on account of, property
of a district or any other property within the district, county, CT state
that is not being assessed for tax purposes and not being used for college
purposes. Classifications by source are as follows:

8483 Federal
8583 Federal and State
8683 State
8783 County
8883 Local

Pa ment s in

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

8484 Federal
8584 Federal and state
8684 State
8784 County
8884 Local

Abatement of income

When part or all of the income of a Community College district from any
source must be returned to the source from which it is received, the trans-
action should be accounted as an abatement of income. Abatement of income
is the cancellation of any part or all of any specific receipt previously
recorded, usually resulting from tax refunds, refunds of money received
from state or federal sources, or refunds of monies previously received
through error. The accounting for such transactions in this manner keeps
both Income and expenditures in true perspective and maintains proper
balance of the two.

Uniformity in accounting for abatements of income is required to secure
comparable fiscal records and reports. Accuracy in the records requires
proper use of a correct accounting procedure for the elimination from the
fiscal records of those items representing cancellations of previous fiscal
transactions or parts of them.

Payments that represent cancellations or reduct ons of receipts mist be. ac-
counted as abatements of income previously recorded by abating such payments
to such income account, thereby eliminating any charge to an expenditure
account. Such payments must be accounted by abating the income account for

1 8
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Abatement of Incore (Continued)

the original source during the f scal year in which the Payments are made,
irrespective of the fiscal year in which the original receipt was recorded,
even though such payments may in some cases exceed the actual income of the
fiscal year in which the abatement is made and thus result in negative bal-
ances in the accounts, or entries in reports. Abatements of income are
recorded as they occur and not accumulated until the end of the fiscal year.

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

The following kinds of transactions shall be ac 3unted as abatements of
income:

I. Tax refunds
2. Rental refunds
3. Tuition refur.4s

a. To students, parents, or guardians
b. To other districts on account of overpayments

4. Refunds of income from federal sources
5. Refunds of income from state sources
6. Refunds of other monies received In error
7. Distribution or proration of monies received by local operating

agency to operating districts.

It is often difficult to distinguish between receipts that should be treated
es abatements of expenditure and those that should be treated as income.
The following receipts are accounted as income (income classifications are
shown in parentheses) rather than abatements.

I. Tuition

2. Fees (8870)
a. Toachers and employees' exaAnat on fees (8879)
b. Certificate fees (8879)
c. Transcript fees (8879)
d. Adult Education fees (8871)

Rentas (8782, 8850, 8882)
a. Civic Center (all charges) (8782, 8850 8882)
b. Classrooms (8782, 8850, 8882)
c. Easement, leases (0782, 8850, 8882)
d. Houses (8782, 8850, 8882)
e. Sites (8782, 8850, 8882)

4 Collections for use of swimming pools, tennis courts, and the
like (8847) .

1 9
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Abatemen Income (Continued)

5. Library fines (8878)

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

7. Contributions and gifts 8890)

S. Receipts from the sale of cat logues class schedules, courses
of study, printed forms, and the like (8845)

Amounts received from forfeitures of surety or indemnify bonds
because of noncompliance with contracts (8890)

!O. Interest on deposits and investments (8860)

II. Outlawed warrants and other warrants cancelled in a fIscal year
subsequent to the year of expenditure (8890)

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

13. Receipts from teacher-training institutions for practice teaching
servicos (889 )

14. Receipts from agriculture in connection with farm study and other
related operations.

Accounting for Certain Apportionments or Loans

Certain apportionments that the State of California currently authorizes
to be made to districts from the State Gennral Fund are loans and do not
constitute grants or subventions. Because such apportionments are non-
revenue receipts, which increase a district's 1:abilities, they should
not be accounted for as income. These apportionments are advances made
to eligible districts for the following purposes:

Rev. 4/76

I. To aid 'In the establishment of (a) special training schools or
classes for the education of mentally retarded minors who come
within the provisions of EC 6903; or (b) special schools, classes,
or integrated programs for which a qualified special teacher is
provided for educating physically hancPcapped minors who come
within the provisions of Education Code Sections 6801 and 6802
(Education Code Sections 6914-6919).

2. To aid newly organized districts (EC 17461).

- 14
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Accounting for Certain Apportionments or Loans (Continued)

3. To provide emergency apportionments (loans) to districts as pro-
vided by EC 17311 and 17325-17329.

When such an apportionment has been made by the Chancellor of the California
Community Colleges, a state warrant is issued by the State Treasurer for the
entire amount. The law specifies that the county treasurer receiving such
a warrant shall deposit It to the credit of the General Fund of the district
designated in the apportionment. The district records should reflect the
receipt of the credit.

Example:

Date Accounts Debit Credjt

4-10-75 Cash in County Treasury $5 360
Account Payable, State (Long-
Term Debt) $5 60

To record credit received for a loan:from the State General Fund to
finance the establishment of new classes for the mentally retarded'
($2,680 payable during 1975-76, and $2,680 payable during 1976-77)

The repayment of the loan will be automatically accomplished by the with-
holding of half of the amount from regular apportionments being credited
to the district during each of the next two fiscal years. The practice
of the State Controller is to make the withholdings over a period of four
months--February, March, April and May. Accordingly, during each of those
months (in 1977 in the above example), one-eighth of the total loan will
be subtracted -from the amounts otherwise due the district from the State
School Fund in accordance,with regular apportionment calculations. This
means that the credit to the district funds announced by the County Super-
intendent will be smaller by the same amount than the announcements by
the Chancellor of the California Community Colleges would indicate. Dis-
trict records must reflect this transaction in each of the months named in
each of the two years following the year of the loan so that the liability
will be properly cleared and the proper State School Fund Apportionments
credited. In the above example of a loan, the entry to be made by the
district and repeated seven times in the respective months is as follows:

Date Accounts Debit Credit_

- 2-20-76 Account Payable, State $670
State Basic and EqualizItion Aid-

,

$670

To record the withholding' i6( the state of one-eighth of the amount
of the long-term loan received 4-10-75

Rev. 4/76
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Accountina for Certain ort onments or Loan (Continued)

Any statement of financial condition prepared from the district records

during or at the close of the fiscal year will show, rf the foregoing

procedures are used, the proper amount of liability to the state. This

accounting procedure is indicated by the instructions that accompany the

Annual Report of Current Liabilities, Form CCAF-304. The proper record-

ing by the district of amounts withheld by the state is also included in

the specific audit instructions to accountants conducting annual audits.

The repayment of a loan under Ec 17325-17329 is done in the same manner,

except that the principal payment must be accomplished over not more than

a three-year period (EC 17328).

The interest and principal payment due annually on this emergency loan will

be withheld from the district's regular apportionments. However, the dis-

trict must record the amount due for interest as a current expenditure under

expenditure classification 5800, Other Services and Expense for Administra-

tive Districtwide Operation.

All loans, Tax Anticipation Notes, and transfers (loans) from special or

restricted funds of the district to the General Fund (EC 20954) should be

recorded in the same basic manner.

22
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EXPENDITURES

The following expenditure classification is in two parts: one dealing with
objects of expenditure, the other with Community College activities for which
expenditures may be recorded. The object categories (i.e., salaries, wages,
supplies, etc.) are designed to be consistent with the major object classifi-
cations used for elementary and secondary schools and described in the Cali-
fornia School Accounting Manual, 1973 edition. This should reduce the need
for County Offices to maintain two systems for budgetary control of both K-I2
and Community Colleges. The activity categories are descriptive of college
activities and generally similar to those for other institutions of higher
education. While it is doubtful that any college or district is organized
exactly according to the activity categories selected, the common activity
structure is required for consistent and comparable expenditure reporting.

OBJECTS

Object categories for current operations and capital outlay, debt service and
transfers required for state-level reporting are set forth in the CCAY311.

The object categories represent a minimum list for compliance with various Edu-
cation Code provisions, compatibility with county systems and state-level fiscal
reporting. Districts may wish to develop other, more detailed categories for use
in district administration and policy making. Form CCAF-311 sets forth the mini-
mum requiremenfs for the Controller's report in compliance with Government Code
Section 53892.1.

Coding and categories are such that object categories may be aggregated to be
consistent with those eight major object of expenditure classifications required
by county superintendents of schools for control of district budgets under the
provisions of Education Code Sections 17202 and 20951.

The Education Code limits Community College district expenditures to the amounts
appropriated for the several major expenditure classes by the adoption and ap-
proval of the district budget or by subsequent intrabudget trarsfer. Because of
this budget or appropriation control of expenditures, the budget and all documents
dealing with appropriations must be prepared according to the same classification
plan as that employed in the accounting of expenditures.

Districts should identify the origin of each district expenditure by designating
the appropriate object classifications on order or requisitions, commonly called
warrants or warrant registers. Officials of the district who know the purpose
for each expenditure should decide which object-classification is to be used at
the time commitments are made. The account or accounts charged should be selected
when goods or services are ordered or when certificated or classified employees
are assigned or reassigned.

Rev. 4 76
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Insofar as possible, notices of employment, copies of contracts, and other dis-

trict documents on expenditures or commitments to become expenditures should

designate the object for review by county superintendents of schools. This per-

mits prompt resolution of questions about the classification of expenditures.

One decision about object classification can thus serve for several future dis-

bursements, such as monthly salary payment.i. This procedure is necessary if the

encumbrance plan of accounting is employed by either the district or the county

superintendent of schools.

Whether or not object classifications are noted on documents such as notices of

employment and copies of contracts, district orders should show the applicable

object classifications.

County superintendents of schools, when drawing requisitions on the funds of

Community College district where authorized or required by law to initiate the

disbursements, should designate the object classifications applying to such pay-

ments and inform the district of the date, payee, purpose, amount, and object

classifications of each requisition so drawn. County superintendents should
also notify the district of the date, purpose, amount, and object classifica-

tions of any amount withdrawn from the funds of the Community College district

other than by district order or county superintendent's requisition and of the

amounts withheld from apportionments of state funds that are to be treated as

expenditures, such as the amount withheld for district contributions to retire-

ment funds.

The object classifications should be designated on every warrant or warrant regis-

ter so that county superintendents of schools may maintain records necessary for

budget control of expenditures and for annual report purposes (EC 17202 and 20951).

These requirements may be waived or reduced at the discretion of the county super-

intendent of schools. Budget raport forms prescribed by the Chancellor's Office

presume the use of the accrual basis for the accounting of expenditures and a

partial accrual basis for the accounting of income of the funds of Community Col-

lege districts except for the Bond Interest and Redemption Fund. The accounting

and reporting of district Bond Interest and Redemption Funds either on the cash

basis or the accrual basis, as determined by each county auditor, is acceptable

to the Chancellor, California Community Colleges.

Objects of expenditures listed must be maintained by all Community College dis-

tricts in their day-to-day accounting of expenditures during a fiscal year. The

use of these objects will facilitate the preparation of budgets and the various

financial reports requested by federal, state, county, and local agencies.

Minimum budgetary control of districts' accounts by offices of county superin-

tendents of schools must be maintained.e.. Controls may be kept on total expendi-

tures with the approval of the county superintendent of schools or on the fol-

lowing object of expenditures classifications:

1000 Certificated Salaries
'2000 Classified Salaries
3000 Staff Employee Benefits
4000 Books, Supplies, and Equipment Replacement

5000 Contracted Services and Other Expenses

6000 Capital Outlay
7000 Other Outgo
7900 Appropriation for Contingencies (Formerly Undistributed Res ve)

Rev. 4176 III - 2
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SECTION A
Objects of Expenditure Classifications,

Their Content, and Ir!J-ructions
Regarding Their Use

Suggested sub-object categories for state-level reporting are as follows:

1000 CERTIFICATED SALARIES

The salary of a certificated person is recorded here only if the position
which that person is filling requires the certificate; otherwise it is re-
corded under 2000 CLASSIFIED SALARIES - e.g., a qualified certificated in-
structor has at times been temporarily hired as an Instructional Aide.
While so hired the salary would be recorded under 2200 instead of 1100.

1100 Teaching, Regular Contract Salary Schedule

Included are the full-time salaries and prorated portions of salaries for
all certificated employees paid at a regular salary schedule rate for con-
tract or regular employees and enployed for the direct instruction of stu-
dents. Included are full-time teachers paid on a monthly basis; part-time
(monthly, daily, hourly) teachers whose pay is based on a percentage of pay
for regular full-time teaching assignment; substitute teachers if the rate
of pay is based on the regular teaching salary rate; extra duty or overtime
pay if based on the regular schedule salary rate; sabbatical leave if based
on the regular salary schedule rate. (Teachers whose salary computation is
restricted to a portion of the regular full-time teacher's salary schedule
shall not be considered to be paid on a regular contract salary schedule.)

The following comments, interpretations, and definitions are included to
guide college officials in determining whether the total salary, or a por-
tion of the salary, should be charged to classification 1100.

The total salary is recorded in classification 1100 under the following con-
ditions: A certificated employee of a Community College district is considered
a full-time classroom instructor If his full-time duties include classroom
teaching for at least one instructional period for each day he is employed to
teach, and he is assigned no duties other than those that are connected with,
or are extensions of, classroom teaching. Such activities include, but are
not limited to, the following:

I. Preparation for, and evaluation of, classroom work.

2. Extracurricular activities that arise out of classroom work and are an
extension of it.
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Duties that are ordinarily assigned to certificated personnel in con-
nection with the custody and control of students after school, or at
other times.

Intermittent duties assigned individually or in connection with com-
mittee work, inservice training, or institutes under the leadership
and direction of a person who is not a full-time classroom teacher.
Such duties have as their purpose the evaluation or improvement of
the educational program in the district.
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The salary must be prorated under the following conditions:

If a certificated employee teaches at least one instructional period each
day he is employed to teach and is also assigned other duties neither in
connection with, nor extensions of, classroom teaching, his salary must be
prorated and recorded in classification 11400 and in the other classifica-
tions that provide for recording the expentlitures for the other assignment.
The amount recorded in classification 1100 is the product of the employee's
complete salary and the fraction of the full-time college day of the em-
ployee spent as a classroom teacher in the performance of the duties that
are in connection with,or an extension of, classroom teaching, as explained
under the definition of a full-time teacher. The remaining portion is then
charged to the classification in which expenditures for the other assignnent
are recorded. It should be :.inderstood that some of the other assignments
may pertain to work outside the field of teaching, and if a teacher performs

such assignments, it will be necessary to prorate a portion of the salary to
subordinate classifications other than 1100.

The term "other assignments" includes, but is not limited to, assignm nts
usually and specifically assigned to certificated persons employed In the
following types of positions:

I. General supervisors, coordinators, directors, specialists, consult
supervisors of special subjects, and certificated assistants,

2. Deans, and assistant deans in individual colleges.

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

The term "other assignments" also includes, but is not limited to, assign-
ments usually and specifically ass gned to persons in the classified service
employed as bus driver, custodian, secretary to the governing board, and
supervisor in transportation.

1200 Non-Teaching, Regular Contract Salary Schedule

Included are full-time salaries and prorated portions of salaries for all
certificated employees paid at a regular salary schedule rate and employed

in non-Instructional assignments. Counseling, guidance, health services,

library, instructors aSSigned administrative or institutionally related

duties. Includes Chancellor, Superintendent, Assistant Superintendent,
President, Vice President, Administrative Dean, and other certificated

officers of the district.

1300 Teaching, Other, Non-Regular Schedule

Included in this account are all teachers who are not paid in accordance
With the full-time regular salary schedule for contract employees or who
are paid in accordance with the regular salary schedule but are teaching

summer sessions.

2 6
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1400 Non-Teaching, Other

Included are wages paid certificated employees in non-instructional assign-
ments at rates other than a rate paid to an employee on a regular salary
schedule for that assignment. Include all summer session even though paid
on a regular contract salary schedule.

2000 CLASSIFIED (NON-CERTIFICATED) SALARIES

2100 Non-Certificated, Non-Instruction, Regular Full-Time Schedule

Included are full-time salaries and prorated portions of salaries for all
classified employees paid at regular salary schedule rate; includes adminis-
trators, business managers, controllers, directors, chief accountants, super-
visors, purchasing agents, clerical, maintenance, warehousemen, custodians,
gardeners, food services, transportation, telephone operators, watchmen,
security and others.

2200 Classified Service, instructional Aides Regular Full-Time Schedule

Included are full-time salaries and prorated portion of salaries for all
classified employees paicLat regular salary schedule rate, engaged in
classroom activities or under the supervision of classroom instructors
(teachers) [Edueation Code Section 17200(c)].

2300 Other Salaries, Non-Certificated, Other Than Permanent Full-Time
Schedule

Includes nonmembers of classified service, governing board members, student
help, clerical, administrative, professional maintenance, custodians, garden-
ers, food services, transportation, telephone operators, watchmen, security
and others who are paid non-regular schedule salary rates or for work in ex-
cess of iheir regular work schedule.

2400 Other Permanent Saleries, Instructional Aides, Other Than Full-Time
Schedule

Includes student aides and any aides engaged in classroom instruction or
working under the supervision of a classr6om instructor (teacher).

3000 STAFF EMPLOYEE BENEFITS

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

3100 State Teachers? Retirement System Fund

3110 Certificated Teachers and Instructional Aides
3120 Classified Employees
3130 Other Certificated Employees
3150 Classified Instructional Aides

27
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3200 Public Employees' Retirement Fund

3210 Certificated Teachers and inst u-tional Aides
3220 Classified Employees'

3300 Old Age, Survivors, Disability, and Health Insurance

310 Certificated Teachers and instructi nal Aides
3320 Classified Employees
3330 Other Certificated Employees
3350 Classified Instructional Aides

3400 Health and Welfare Benefits

3410 Certificated Teachers and Instructional Aides
3420 Classified Employees
3430 Other Certificate Employees
3450Classified Instructional Aides
3460 Retired Certificated Employees
3470 Retired Classified Employees

3500 State Unemployment Insurance

3510 Certificated Teachers and Instructional Aides
3520 Classified Employees
3550 Classified Instructionil Aides

3600 Workman's Compensation Insurance

3610 Certificated Teachers ad Iictructlonal Aides
3620 Classified Employees
3650 Classified Instructional Aides

3700 Local Retirement Systems

3710 Certificated Teachers and Instructional Aides
3720 Classified Employees

3900 Other Benefits

3910 Certificated Teachers and Instructional Aides
3920 Classified Employees
3930 Other Certificated Employees
3950 Classified Instructional Aides

4000 BOOKS, SUPPLIES AND EQUIPMENT REPLACEMENTS

4100 TextbookS

4200 Other Books

4300 Instructional Supplies
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4400 Instructional Media Materals & Supplies

4500 Other Supplies

4600 Studeni Trnspor teflon Supplies

4700 Food Expenses

4710 Food
4790 Other Expenses

4800 Equipment Replacements

Book and equipment replacements should be recorded separately. Supply expen-
ditures may be maintained in that level of detail required for diStrict man-
agement.

Supply expenditures cover commodities, including transportation and storage,
to be used by the institution. They consist of items of (I) an expendable
nature that are consumeu, worn out, that deteriorate in use, or are easily
lost or broken; (2) materials that have a relatively short life (less than
two years); (3) articles that have the characteristics of equipment (See
1V-1) but have a low unit cost and are frequently lost, broken, or worn out
in normal use such as staplers, small tools, clocks and pencil sharpeners.
Books, newspapers, and periodicals for general office and reception area use
are included here. Also included are office supplies, building supplies, etc.
See Section IV for distinction between supplies and equipment.

5000 CONTRACTED SERVICES & OTHER OPERATING EXPENSES

Professional fees encompass service performed by firms or individuals on a
contractual or fee basis. Contractuel Services include costs of rentals
and leases and all services including maintenance and repairs performed for
the institution under express or implied contracts including labor, materials,
and use of equipment. Membership, dues and subscriptions account for costs
of insti+utional membership in professional organizations; dues and subscrip-
tions are-recorded here.

Fidelity Bond Expense and all insurance carried for the protection of the in-
stitution should be included here.

5100 Contracts for Personnel Services of Consultants, Lecturers, and
Others for Direct Assistance to Teachers, Students, or the
Curriculum or Health Program

Include Western Association of Schools and Colleges (WASC) reports and
testing services. Record contracts for services provided by the county
superintendent of schools, other districts, or private enterprise.

5200 Travel and Conference and Other Expense Reimbursed
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5300 Dues and Memberships

Record the membership tee of any district or coHege in any society, asso-
ciation, or organization as authorized by Education Code Section 1071.

Record The membership f e of the governing.board in any organization as
authorized by Education Code Section 1071.

5400 Insurance

5410 Fire and Theft

Record expenditures for all forms of insurance covering the loss of,

or damage to, property of the district from fire, theft, storm, or

any other cause. Also record here costs for appraisals of property

for insurance purposes.

5420 Liability insurance

Record expenditures for insurance coverage of the d!strict, its of i-

cers, and employees against losses resulting from property damage or

public liability.

5430 Fidelity Bond Premiums

Record expenditures for any bonds guaranteeing the district against

losses resulting from the action of its employees.

5440 Student Insurance

Record expenditures for accidental death insurance and medical and

hospital insurance for students.

5500 Utilities and Housekeeping Services

Record expenditures for water, fuel, light, power, telephone, waste dis-

posal, laundry and drycleaning, and so forth. Include contracts for these

services.

5600 Service Aureement

Record payments for rentals for, or leasing of, land, playground Fites,

postage meter, athletic fields, equipment, buildings, and contracts for

transportation, maintenance, repairs to buildings or equipment, contracts

with architects for repairs and other services not otherwise designated.

5700 Legal, Election and Audit Expenses

Record assessments for other than capital improvements including state

assessment for non-use of sites; record advertisements of bond sales and

advertisements required by law; record judgments, lawyer's fees, election

costs, audit costs and so forth.
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NOTE: Assessments for capital improvements should be charged to
object classification 6100. Advertisements not required
by law, e.g. employment notices, should be charged to ob-
ject classification 5800.

5800 Other Services and Expense for Administrative Distri-twi
Operation

Record expenses for survey_ appraisals, and costs and interest on loans,
physicals, fingerprinting, x-rays, damage to personal property, advertise-
ments noi required by law, postage stamps, etc.

NOTE: Appraisals in connection with site purchases should be
charged to object classification 6100, Sites and Improve-
ment of Sites.

6000 CAPITAL OUTLAY

6100 Sites and Site Improvement

6110 Sites

Record expenditures for each of the following:

Acquisition of land and additions to old sites and adjacent ways.
Include incidental expenditures in connection with the acquisition
of sites, such as appraisal fees, search and title insurance, sur-
veys, and condemnation proceedings and fees. If a site is not
purchased after the appraisal or survey, record the expenditure
in classification 5800, Other Services and Expense for Administra-
tive Districtwide Operation. Include demolition costs for removal
of old buildings on newly acquired site.

61210 Site Improvement

Improvement of new and old sites and adjacent ways. Include such work
as grading, landscaping, seeding, and planting shrubs and trees; con-
structing new sidewalks, roadways, retaining walls, sewers, and storm
drains; installing hydrants; ;reating soil and surfacing athletic
fields and tennis courts for the first time; furnishing and installing,
for the first time, fixed playground apparatus, flagpoles, gateways,
fences, and underground storage tanks that are not parts of building
service systems; and doing demolition work in connection with improve-
ment of sites.

Payment of special assessments. Include assessments against the dis-
trict for capital improvements such as streets, curbs, sewers, drains,
and pedestrian tunnels whether on or off district property.
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6200 Buildings

Record costs of construction or purchase of new buildings and additions
ano replacement of obsolete buildings, including advertising; architec-
tural and engineering fees; blueprinting; inspection service (departmental
or contract); tests and examinations; demolition work in connection with
construction of new buildings; installation of plumbing; installation of
electrical, sprinkling, or warning devices; installation of heating and
ventilating fixtures, attachments, and built-in fixtures; and other expen-
ditures directly related to the construction or acquisition of buildings.

6300 Books, Library and Media

Purchased for new libraries or major expansiors.

6310 Library Books
6320 Library Materials

6400 Equipment

Recorded here are expenditures for equipment defined as movable plant
assets which can be used for a year or more without material change in
form or appreciable impairment of their physical condition. This object
classification includes sLrh items as desks, chairs, vehicles, machinery,
instruments, etc.; however, egAipment replacement belongs in 4800.

Record expenditures for initial and additional items of equipment, such
as furniture, vehicles, machinery, motion picture film, video tapes, and
furnishings that are not in'agral parts of the building or building ser-
vice system. Equipment is defined in Part IV of this manual. Piece-for-
piece replacements of equipment are reported in classification 4800,
Equipment Replacements. Initial additional built-in fixtures that are
an integral part of the buiiding or building service system are reported
in classification 6200, Buildings.

6410 Audiovisual Equipment
6420 Library Equipment
6430 Food Service Equipment
6440 Student Transportation Equipment Including New Buses
6490 All Other Equipment

NOTE: A district may use day labor or force account, within the
limits of the law (EC 15957), to improve new or old sites,
construct or improve buildings end fabricate equipment.
The expenditures for such day labor or force account, in-
cluding materials shall be a direct charge to the Facili-
ties Acquisition, Constructions and Equipment Program.
Such expenditures may include salaries of maintenance
personnel, object 2300; fringe benefits, object 3000;
and necessary materials and supplies, object 4500.

Rev. 4/76



6500 Lease-Purchase Agreements

This is used to rord expenditures of a contractual nature which will,
over a period oi time, lead to the addition of a plant asset to the in-
stitution.

7000 OTHER OUTGO

7100 Debt Service

Debt serv ce consists of expenditures for the retirement o' cfzbt.

7130 Bond Redemption
7140 Bond Interest and Other Service Charges

Record.expenditures for bond interest and bond and coupon service fees.

7170 Expenditures for interest on debts, except principal and interest
on current loans (money borrowed and repaid during the same fiscal
year).

7190 Other Payments

7200 Outgoing Tuition Transfers

Includes payment under interdistrict attendance agre- ents and other pro-
grams specifically provided in the Education Code.

7240 Tuition and Transportation of Students Attending Classes for
Handicapped

Record tuition and transportation costs of students attehding classes
for physically handicapped (EC 6806); educationally handicapped (EC
6751); multiple handicapped (EC 687)); and mentally retarded (EC 6904
and 6910) maintained by other districts.

7250 Tuition for Regional Occupational Centers or Programs (Current
Expense)

Record tuition paid for current expense only, to regional occupational
centers or programs operated by other districts, county superintendents
of schools, and regional occupational centers operated under a joint
powers agreement.

7260 Tuition for Regional Occupational Centers or Programs (Capital
Outlay)

Record tuition paid for capital outlay expense only, to regional
occupational centers or programs operated by other d stricts, county
superintendents of schools, and regional occupational centers oper-
ated under a joint powers agreement.
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Note that Interdistrict payments for specific services such as health, ad-
ministration, and instruction provided by one district for another or for
the transportation of students to the colleges of the district making the
payment should be charged to the appropriate object expenditure classifi-
cation applic3ble to such service.

When such an interdistrict payment is received, it must be accounted for
and recorded on any financial reports as a reduction of the expense for
such services. The gross amount expended, the amount recovered by pay-
ments from one or more other districts, and the net amount of expense
are desirable for local financial cost studies, and costs should be avail-
able for state reports if requested.

7300 Interfund Transfers

Record the following transfe

7310 From the General Fund to the Child Development Funi
7320 Between the General Fund and the Special Reserve Fund

(EC 21401-21404)
7340 From the Bond Interest and Redemption Fund to the General Fund

Record transfers of monies from the Bond Interest and Redemption Fund,
after all principal and interest payments have been made, to the sen-
eral Fund or to the Special Reserve Fund (EC 22055=22056).

7390 Other Authorized lnterfund Transfers

7400 Other Transfers

7 10 From Funds of a Lapsed or Reorganized District to Another flistrict
(EC 2705)

7500 Student Financial Aid

This includes actual expenditures for student aid in the form of grants,
fellowships, scholarships, tuition reduction, etc., are recorded. Pay-

ments to students for services rendered should be classified as salaries
and wages rather than student aid.

7900 Appropriation for Contingencies (formerly Undistributed Reserve)

Appropriation for contingencies is that portion of the current fiscal
year's appropriation that is not designated for any specific purpose
but is held subject to the intrabudget transfer; that is, transfer to
other specific appropriations as needed during the fiscal year. No ex-

penditure shall ever be recorded under this classification; it is an
appropriation classification only.

3 4
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ACTIVITIES

Actual expenditures are to be classified by activity and by object within each
activity. The state reporting form CCAF-111 is based upon 37 discrete activi-
ties. However, the budget and accounting structure contains a number of sub-
activities, resulting in a minimum breakdown ot 53 activities. This makes the
system nearly compatible, at the "subprogram" level, with the Programs Classi-
fication Structure (PCS) developed by National Center for Higher Education
Management Systems iNCHEMS) at Western Institute Commission on Higher Education
(WICHE). Compatibility serves primarily two purposes: (1) enables districts
to utilize tools which may be based upon PCS and (2) provides the capability
for interstate and federal reporting if this occurs in the future. Therefore,
while districts would maintain a breakdown of 53 activities, they will be re-
quired to report to the state for just the 37 activilles.

This is a minimum structure and district may use additional activities as are
found to be useful. Some of the activity centers recommended by the California
Community and Junior College Association (CCJCA) Ad Hoc Committee may also be
useful in district budgeting and accounting. Figure 111-I, pages 111-21, -22,
and -23 presents a cwparison of (1) new structure, (2) previous public school
accounting structure, (3) "activity centers" developed by the CCJCA committee,
and (4) Program Classification Structure developed by NCHEMS at W1CHE.

This structure is designed for measurement of "Direct" costs of activities
carried on by college districts. There is no attempt to define "Indirect"
costs or develop ground rules for their allocation. Definition of such mea-
sures as inoirect costs, fixed and variable costs, average and marginal costs
must be predicated upon specific decision problems, and are described in Ap-
pendix B.

The instructional activities are the rnojc,r discipline categories of the Clas-
sification of Instructional Disciplines (CID), which was established and is
updated by Academic and Student Affairs unit of the Chancellor's Office. The
CID is a modification of the Higher Education General Information System
(HEGIS) taxonomy developed by United States Office of Education (USOE). The
CID is discipline oriented, removing the ambiguity between "terminal" and
"transfer" inherent in the HEGIS. Consequently, CID may be used to classify
courses and related student enrollments, but not student majors or objectives
in Community Colleges.

The instructional activities include district resources directly used in pro-
vision of instructional services. Once a course is categorized within an acti-
vity the staff and other resources directly required for its conduct may be
similarly categorized.

The NCHEMS PCS categorizes the major discipline divisions as "program cate-
gories." Within the instructional area the PCS defines several "sub-programs"
as Weil. These sub-programs are not totally applicable to the comprehensive
Community College. The distinctions made are as follows: general academic
instruction, occupational and vocationa instruction, special session instruc-
tion, extension (for credit), and supplementary services (tutorials, remedia-
tion, short courses, and noncredit compensatory training). In addition, WICHE

35
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defines community education in terms very similar to the Community College
adult class. The occupational vocational distinction is based upon use of
the "5000 series" of the HEG1S taxonomy. That series is not entirely useful
for purposes of the comprehensive Community College and there may be many
VEA qualifying courses that would be categorized under the general academic
area.

All dire, t expenditures for instructional purposes, both graded and ungraded,
will be repc:-ted in the 25 major activity categories of the CID. Activity
measures will indicate the level of various kinds of activities such as adult
classes, VEA qualifying classes, and others. (These measures are discussed
in Part V.)

Instructional activities are as follows:

0100 AGRICULTURE AND NATURAL RESOURCES
0200 ARCHITECTURE AND ENVIRONMENTAL DESIGN
0300 REGIONAL STUDIES
0400 BIOLOGICAL SCIENCES
0500 BUSINESS AND MANAGEMENT
0600 COMMUNICATIONS
0700 COMPUTER AND INFORMATION SCIENCE
0800 EDUCATION
0900 ENGINEERING AND RELATED FIELDS
1000 FINE AND APPLIED ARTS
1100 FOREIGN LANGUAGE
1200 HEALTH SERVICES
1300 HOME ECONOMICS
1400 LAW
1500 LETTERS
1600 LIBRARY SCIENCE
1700 MATHEMATICS
1800 MIUTARY STUDIES
1900 PHYSICAL SCIENCES
2000 PSYCHOLOGY
2100 PUBLIC AFFAIRS AND SERVICES
2200 SOCIAL SCIENCES
3000 COMMERCIAL SERVICES
4900 INTERDISCIPLINARY STUDIES
5300 APPRENTICESHIP

6000 INSTRUCTIONAL SUPPORT
60XX Academic Administration
60XX Course and Curriculum Development

This activity consists of the administrative support and management of
instructional activities. Typically included are deans of instruction,
division chairmen, and their supporting staff. Coordinators, supervisors,

and departmental chairmen and their support would not be reported here
but rather in the appropriate CID categories to which their efforts in
(I) faculty supervision and evaluation and (2) course, curriculum, and
budget development are directed.
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Included here are such investments as division or insti u ion-w
tees and work in the faculty senate.

de commit-

Differences in the subfunctions deal with whether resources are used for
current operations (Academic Administration) or primarily as investment
in future instruction (Course and Curriculum Development). Curriculum
committees are an example of the latter, even though some of their efforts
is spent on current year course problems.

6100 INSTRUCTIONAL SERVICES

6IXX Library
6IXX Media
6IXX Museums and Oalleries
6IXX Tutoring

6IXX Clerical Services, whose prime duty is instruction, could be
classified here.

The library activity includes activities that directly support the opera-
tion of catalog or otherwise classified collection of published material.
Media services would exclude the audio equipment operation within a lan-
guage lab (accounted under a CID category) unless the operation exists
separately from the lab and provides similar services across the institu-
tion. Dial access centers and learning resource centers would he included
in the Media services category. If television facilities, equipment, and
personnel are providing general service to many disciplines, they are in-
cluded under Media services, rather than any one CID category. Museums
and galleries are related to the collection, preservation, and exhibition
of hisiebrical materials, art objects, scientific displays, etc. Tutoring
centers and tutoring conducted within specific instructional departments
would be assigned to this category; however, expendituree (objects other
than salaries and benefits) will be in the 5000 series of Other Operating
Expenses.

6200 ADMISSIONS AND RECORDS

Included in Ihis activity are the resources devoted to student admissions
and evaluation, transfer evaluations, registrations, transcripts, degree
certifications, and student records, statistics, and publications.

6300 COUNSELING AND GUIDANCE

This includes the counseling service and career guidance for the student
body. Excluded is any infor4at counseling or "advising" by teaching per-
sonnel.

MOO
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64XX Student Personnel Administration
64XX Financial Aid Administration
64XX Health Services
64XX Housing Services
64XX Student Transporta i n
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Student personnel administration includes the dean or assistant dean of
students and supporting staff engaged in the college or district wide
administration of student personnel activities. Financial aid does not
include the dollars for actual grants and scholarships but rather the
cost of administering such aid along with loans, and determinations of
financial need. (Actual aid payments would be recorded under Transfers,
7300.) Efforts at placing students in work would be included. Trans-
portation is that involved in taking students to and from the college
and does not include field trips for courses or other specific purposes.
The latter would be charged as an operating expenditure to the appropriate
CID instructional category. Health services encompass those activities
now included under the school accounting manual category 400. This in-
cludes medical, dental psychiatric, and nurse s rvices for students.

6500 MAINTENANCE AND OPERATION OF PLANT

This includes all services required for the operation and maintenance of
the Institution's grounds and facilities: utilities, building maintenance,
grounds maintenance and related custodial services. Excluded from this are
expenditures for new facilities.

6600 PLANNING AND POLICYMAKING

This consists of all central Executiv -level activities concerned with the
management and long-range planning of'the entire district, as contrasted
to any one program within the district. Most prominent here is executive
direction, consisting of the governing board, the chief executive officer,
and the senior executive officers (e.g., college-wide and district-level
management, including superintendents, presidents, assistant superinten-
dents or vice presidents and their staff). Also included are those opera-
tions devoted to legal services, analytical studies, and the planning of
institutional budgets and facilities.

6700 GENERAL INSTITUTIONAL SERVICES

67XX Fiscal Operations
67XX General Administrative
67XX Logistics
67XX Staff Services
67XX Community Relations

Fiscal operations include budget control, audit, investment accounting,
payroll, and management of contracts and grants. General administrative
services include noninstructional dea processing, personnel management,
and maintenance of employee records. (Instructional data processing such
as computer assisted instruction to the CID category related to the course,
just as would closed-circuit television used in teaching specific courses.)
Logistical services include campus security, fire protection, insurance
environmental safety, purchasing, warehouse and stores, the equipment
pool and property management, and communications services such as repro-
duction and printing. In addition, specific staff transportation services
such as a garage and motor pool would be placed here.

38
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Staff services are activities designed for the convenience of staff.
In addition, participation of nonacademic employees on committees such
as CSEA would be included. Community relations Include such activities
as maintaining relationships with the general community, alumni, or
other constituents as well as development and fund raising.

(The above categories encompass costs traditionally termed as the "current
expense of education." With the exception of certain expenditures: stu-
dent transportation, WA, lease agreements, etc., this forms the basis for
the "50 percent law" calculation in Education Code Section 17503.)

6800 COMMUNITY SERVICES

This includes activities p oviding general publ c services to the community
at large or special groups within the community. Included are such activi-
ties as conferences, lecture series, institutes, recreational activities,
and civic centers. Specifically excluded are adult education classes for
which state apportionment is received. The latter would be recorded under
the appropriate CID discipline category. Museums and galleries are In-
cluded if funded from community service tax.

6900 ANCILLARY SERVICES

69XX Food
69XX Parking
69XX Bookstore
69XX Social and Cultural Development
69XX Student Housing (Dormitories)
69XX Child Care Centers

The firs+ three subfunctions ate self-explanatory. Social and cultural
development includes student activities, such as the newspaperand asso-
ciations, intercollegiate athletics, and intramural athletics which are
not a part of the physical education curriculum. Student housing activity
would include that: devoted to the operation of dormitories and actual
housing facilities by the college.

7000 AUXILIARY OPERATIONS

Included in this_function.are the speciaily funded activities (often .

termed "programs") whiCh are not typically associated either with regular
Instruction or noninstructional, functions described above. Included are
programs such as EOPS, EIN, MDTA, Headstart, EOA, etc 'Possible Indirect
overhead from nohinsfructional ftnctions which may "supPOrt" these pre
grams (general admi6istrative services, logistical services, maintenance
and operation of plant, etcO would not be included here. Also Included,
are activities independent of the institution's mission such as operation.
of commercial rental property for income.

Rev. 4 76
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7100 BUILDING

IncIudcd In this function are the resources and capital outlay expendi-
tures r qulred In developing campuslAysioal facilities. The expenditure
objects reported for this function are listed under caoltal outlay and
differ from those: used in functions devoted to currenT operctions.

7200 DEBT SERVICE

7300 TRANSFERS

7900 APPROPRIATION FOR CONTINGENCIES (formerly Undistr buted Reserve)

Appropriation for contingencies Is that portion of the current fiscal
year's appropriation that is not designated for any specific purpose
but As held subject to the intrabudget transfer; that is, transfer to
other specific appropriations aS needed during the fiscal year. No

expenditure shall ever be recorded under this classificat on; it is

an appropriation classification only.
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ABATEMENTS OF EXPENDITURES

Abatement of expenditure is the cancellation of a part or the whole of a charge
previously made, usually owing to refunds, rebates, resale of materials origin-
ally purchased by the district, or collections for loss or damage to dis-
trict property. Abatement of expenditure applies to both current expense and
capital outlay expenditures from all funds. Tuition receipts, fees, and rentals
shall not be treated as abatement of expenditure. This definition must be ob-
served in making all decisions as to whether a receipt is to be reported as in-
come or as an abatement of expenditure.

The basic distinction that must be borne in mind is that an abatement of expendi-
ture must always represent a receipt that cancels a part or the whole of a deter-
minable item of previous expenditure. If a receipt cannot be substantiated as a
cancellation of a specific expenditure it must be reported as income.

The term receipt, as used here, is to be considered as referring to the receipt
of cash, except in those districts in which the accounting is on an accrual basis.
Districts operating on an accrual basis enter an abatement of expenditure prior
to the receipt of cash, that is, as an account receivable. Adjustments between
expenditure accounts to correct errors in the distribution of charges should not
be considered as abatement of expenditure.

ACCOUNTING INSTRUCTIONS FOR ABATEMENTS

Receipts that represent cancellations of expenditures must be accounted as abate-
ments of expenditures previously incurred by crediting such receipts to the re-
spective expenditure accounts, thereby eliminating any credit to income accounts.

Receipts representing abatements of expenditures must be accounted by abating
the appropriate expenditure accounts during the fiscal year in which the receipts
and the expenditures occur. In no case may receipts of a current fiscal year be'
accounted as abatements of:expenditures of a prior fiscal year. If an abatement
does not occur in the same year as the expenditure or a receivable has not been
set up, the receipt should be shown as a receivable when .1t occurs and will,
therefore, be an adjustment to the beginning balance. It shouldnot go into
either income or expense.

Abatements of expenditures must be accounted as such at the time that the receipts
occur throughout the fiscal year by immediately'crediting the receipts to the
appropriate expenditure accounts instead of crediting them to any income account.

Except as the accounting ls maintained on a current basis in the records of the
county superintendent of schools,the Community College district must report to
the county superintendent at the end of the fiscal year on all abatements of ex-
penditures.

All appropriat ons, apportionmen s, subsidies, or grants-in-aid from any govern-
mental unit must be accounted as income receipts, not as abatements of expenditure.
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USE OF CONTRA ACCOUNTS

Whenever abatements of any particular type are numerous, and especially if
considerable amounts are involved, it is recommended that the credits be made
to a contra account instead of directly to the expenditure-account. The contra
account should be identified as "Abatements of " (Inserting the

.

name of the expenditure account to which-it relates). ft should be maintained
adjacent to the corresponding expenditure aCcount in the expenditure (or appro-
priation) subsidiary ledger. The contra account will receive only credit en-
tries for abatements. By this procedure, the undesirable features of a "mixed"
account are avoided, and gross expenditure, abatements; and net expenditure can
be determined easily at any time.

RELATIONSHIP OF ABATEMENTS OF EXPENDITURE TO APPROPRIATION CONTROL

Regardless of whether abatements of expenditure are treated as direct credits
to expenditure accounts or as indirect reductions of expenditure by the use of
contra accounts as described under the preceding heading, the control of expen-
ditures must be in terms of net expenditures. Districts that anticipate abate-
ments of expenditure items should prepare their budgetS on the basis of net ex-
penditures and attach supporting schedules indicating the anticipated gross
expenditures and the anticipated reduction by reason of abatements of such ex-
penditures.

PRINCIPAL TYPES OF ABATEMENTS OF EXPENDITURE

The following receipts must be accounted as abatements of expenditures if re-
ceipt and expenditure occur In the same fiscal year:

I. Receipts from sales-of supplies and new materials at cost (a) to
students for personai ownerShip (e.g-., art and Shop materials);
(b) to students by means of vending machines dispensing articles
supplied bY districts; or (c) to other Overnmental units, in
cluding Community College districts.

NOTE: Some of these sales may be credited to stores accounts instead
of being abated to expenditure accounts, depending on the local ac-
counting methods employed.

2. Refunds of overpaymenta from teachers and other employees; or
(b) from vendors and other payees.

Refunds for return of containers, oil drums, wire spools, and the
like.

4. Reimbursement of cost of repai s or replacement Of damaged or lost
property (a) from students, parents, or guardians for loss of books
or damage to district property; or (b) from contractors or any other
individuals for damage to or loss of district property.

Rev. 4/76 III - 23
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5. Refunds from a transportation company-for unused port! ns of carfare
books, tickets, and the like.

6. Refunds of gasoline tax for nonhighway use.

7 Cancelled warrants (not outlawed warrants).

Receipts from sale, In lieu of trade-in of used equipment be ng
replaced, such as automobiles, typewriters, and the like.

9. Refunds of premiums or dividends on insurance.

10. Receipts from settlements of insurance claims on account of building,
supply, and equipment losses (a) of any amount received for loss of
a building requiring replacement or reconstruction within the current
fiscal year; or (b) any amount received on account of a loss of sup-
plies or equipment.

NOTE: The total amount recorded 4S abatement of expenditures made
for repair or replacement of suppiles or equipment losses shall not
exceed the amount expended for this purpose during the same fiscal
year.

11 Receipts from the sale either of portion of a new site or of
buildings or Improvements thereon.

12. Receipts from subleasing an unused portion of prom ses that the
district had to rent as a whole to obtain the Portion desired for
college purposes.

av.4/76

NOTE: Any amounts received in excess of the related expense shall
be recorded as miscellaneous revenue income and not as abatements.
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IV

SUPPLIES, EQUIPMENT AND CAPITAL OUTLAY

Distinguishing between supplies and equipment and between equipment and capital
outlay is frequently difficult. However, districts must correctly identify each
expenditure to maintain necessary accounting uniformity.

Determining whether an item is equipment or supplies can be determined by the
length of time it is serviceable and its contribution to the plant value. Sup-
plies are consumed and replaced without increasing the value of physical pro-
perties of the district. Equipment has relatively permanent value -- its purchase
increases the value of district physical property.

Expenditures for equipment, imporovement of sites, and building are usually
charged as capital outlay; those for supplies, as current expense. The original
purchase of equipment or of capacity-expanding equipment is recorded in object
classification 6400; expenditures for replacement of equipment are charged to
4800.

All Community College districts should use the same criteria for making these
decisions.

CrIteria to Distin u sh Sua.Iies Fr ment

Supplies are expendable, consumed or worn out, deteriorating in use, or easily
broken, damaged, or lost. Examples: paper, pencils, cleaning materials, nails,
scissors, test tubes, thumbtacks, and keys.

Items with relatively short service life and replaced frequently are charged as
supplies. Examples: brooms, chamois, and rubber stamps.

Some articles do not belong to either of these groups. They have characteris-
tics of equipment but low unit cost, are frequently lost, broken, or worn out
and replaced in normal use. To obtain uniformity, the classifier should assign
items to the various classifications on the basis of the answers he must give to
questions in the following list which pertain here. If the answer to any one of
these five questions is yes, the item should be classified as a supply, and
recorded under object classification 4000 except for classification 4800,
E ui ment Re Iacement. If all answers are no, the item should be classified
under object classification 6400.

I. Does the item lose its original shape and appearance with use
2. I$ it consumable, with a normal service life of less than two years?
3. Is it easily broken, damaged, or lost in normal use?
4. Is it usually more feasible to replace it with a new unit than repair

it?

5. Is it inexpensive having the characteristics of equipment? Does the
small unit cost make i.t inadvisable to capitalize the item?
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Criteria f2r_identifyinq Capitak_Outlay

Capital outlay expenditures result in acquisition of capital assets or additions
to capital assets. These expenditures are for sites; improvement of sites;
buildings or their improvement; and purchase of initial or additional equipment.

Equipment (6400) includes movable personal property of a relatively permanent
nature and/or of significant value. Examples: furniture, machines, musical
instruments and vehicles.

Nonconsumable articles generally classified as supplies should be classified as
equipment if they are purchased to start or expand materially the equipping of
another facility. Equipment constructed by district employees should record the
cost of the materials and labor as the total cost of the item produced.

New sites and improvement of sites (6110, 6120) includes acquisition of land,
improvement of new and old sites and adjacent ways, and acquisition of physical
property of a permanent nature attached to land. Examples: land, curbs, grad-
ing, playground surfacing, retaining walls, sidewalks, storm draih systems,
landscaping, driveways, parking lots, fixed playground apparatus, and flagpoles.

Building (6200) includes new construction, improvements and remodeling, fixtures,
and service systems. Construction or purchase of new buildings and additions,
includes advertising costs, architectural and engineering fees, blueprints,
inspection, tests and examinations, demolition, razing of existins obsolete
or old buildings to clear sites for new buildings, building fixtures and
service systems, and any other expenditures directly related to t e construction
or acquisition of buildings.

Also included are alterations, remodeling, renovations, and replacement of build-
ings in whole or in part. Such improvements include replacing existing building
units or construction improved or superior units, usually resulting in more
efficient or longer-lasting property. Significant improvement should be con-
sidered a capital outlay.

Improvement of buildings must be recorded under object classification 6200.

Fixtures include attachments to buildings that are not subject to transfer or
removal, presumably function as an integral part of the building, with a fairly
long and useful life. Such fixtures are generally accepted as real property and
lose functional identity as separate units.

Service Systems

Service systems serve a single function throughout a building; are usually
included as a part of the original construction or Subsequently idded; are an
integral part of a building; and are expected to have a long and useful life.
Such systems are generally accepted as real property and lose.idenfity as separ-
ate units. Examples: intercommunication systems or air-conditioning systems.
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To be class fled as either a building fi>ture or a service system, an item must
conform to five criteria:

I. Attached permamently to the bUilding,
2. functions as part of the building,
3. removal of the item results in appreciable damage to the building or

impairs the designed use of the facility,
4. is generally accepted as real property (not personal property), and
5. loses identity as a separate Unit.

Fixed assets can be acquired by purchase, rental, lease, or lease with option to
purchase. Purchase of a fixed asset is charged as any other purchase for which
title passes upon receipt of payment.

Rental of a fixed asset does not increa e the assets of the district and there-
fore is not capital outlay. Rentals are charged to 5600, except for equipment
rented for specific capital outlay projects (e.g., a tractor for a major land-
scaping project). The latter should be added to that project as a capital
expenditure.

Lease of a fixed asset where title does not pass to the district is charged to
5600.

Lease with option to purchase a fixed asset is charged to 6500.

Rev. 2/76
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ACTIVITY MEASURES

Activity measures are to be reported on CCAF-III (Appendix A-I).

Activity measures identify the resources used in each of the activities carrIed
on by the college or district. These data provide the overt explanation of
expenditure levels and the basis for decisions related to the "internal or
technical efficiency" of the Community College operation. It is possible, for
example, to examine the efficiency of registration and admissions or plant
maintenance activities from year to year or compared to other institutions
with similar activities. Objective activity measures (such as applications or
students processed) provide the capability to evaluate internal college effi-
ciency and explore alternative arrangements for increasing that efficiency.

Instructional activities (listed in the CID) may be measured by a number of
traditional indices. This is not true for noninstructional activities such as
maintenance of plant and library for which measures will be developed later with
the assistance of college personnel.

INSTRUCTION

Separate activity measures are recorded for each of 25 major discipline divi-
sions of the CID. The measures are as follows:

Full-Time Equivalent Staff, for the following staff types;

Certificated, Regular Schedule, Teaching
Certificated, Regular Schedule, Nonteaching
Certificated, Other, Teaching
Certificated, Other, Nonteaching
Classified, Classified Service, Noninstruction
Classified, Classified Service, Instructional Aid
Classified, Other, Noninstruction
Classified, Other, Instructional Aid

"Full-time equivalency" (FTE) is determined by each district. Common practice
is, to specify a certain number of "teaching or lecture unit equivalencies"
(TUE's or LUE's) as the full-time assignment of an individual faculty member
on contract under the regular certificated schedule. Each TUE or LUE is based

upon one hour of lecture or one hour of laboratory weighted by a factor of
less than one (depending upon district or college policy).

The basis for developing FTE for Certificated, Other would be the same LUE or
TUE policy used in the district for faculty on regular contract.

FTE measures for Classified staff in the Classified Service also e termined

by each district. Again, FTE's for hourly, part-time or others ni 1 the

classified service would be the same basis as for those in the service.
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Section Siz

This involves, for each CID discipline divis on, recording the number of
students in each course sections, graded and ungraded, taught in the instruc-
tional program of the district. Section size is determined as of (I) census
week in graded courses or (2) the actual average over the term or 1/5 of the way
into the term for nongraded courses. (Community service courses would be excluded.)
The mean and, at least, the following distribution would be recorded:

Number of courses with 0 - 5 students
6 - 10

II - 20

21 - 30

31 - 40

41 - 50

51 - 75

76 - 100
More than 100

Courses_ (number)
Sections (number)

ciracurs-(WrCE)Wee/
Weekl Student Credit Hours (WSCrH)
Weekly Student Contact Hours (WSCH)

In all instances of measuring course activity (whether it be students, faculty,
number of courses, etc.), measurement would be made et census time, i.e., fourth
week of semester or quarter, second week of summer or one-fifth of the way into
any other irregular term. In each case the measurement unit relates to the term.
Thus, WSCH would be weekly ammtEff_a_m_pija_term student contact hours for the
year. Measures for summer and other irregular terms would be converted to semes-
ter or quarter equivalents: weeks in term/I6, 17, 18 -- as appeopriate -- for
semester system colleges or weeks in term/11, 12, 13 -- as appropriate -- for

quarter system colleges.

These measures would be recorded for each of the 25 CID major discipline divi-
sions. In addition, the measures would be recorded for the following course
types:

I. Graded Classes
2. Adult (Nongraded) Classes

I. Vocational Education Act (VEA) Qualifying
2. Not VEA Qualifying

(Based upon criter a in California State Plan for Voc ti nal Education)

I. Regular Term
2. Summer or Special Session (reported for fiscal y

session is completed.)

Rev. 2/76

Day (starting prior to 5 p.m.)
Evening (starting after 5 p.m.)
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I. Lecture
2. Laboratory-Act lvi ty-Di scuss ion

3. Coordinated Instruction Systems

Coordinated Instruction Systems courses may include activity beyond just the
state approved programs, and in which a variety of teaching methods are utili eel
including mechanical and electronic dev'ces, self-insmuctional material and
other similar teaching techniques.

NON1NSTRUCTION

FTE staff measures similar to the instruction activities should be used for
noninstructional functions, excepting certificated individual whose contract
is based upon 12 months' employment and who represents 1 FTE. (This contrasts
with the 10-month employee, who works (2 months, whose salary is based upon ak
factor applied to the 10-month rate, and who represents 1+ FTE.)

Activity neasures for noninstructional functions are to be developed.

Rev. 2/76 V-3

52



VI

GENERAL AND SUBSIDIARY LEDGER ACCOUNTING

General ledger accounting is recommended, though not required.

This discussion of general ledger accounting, prepared initially for elementary
and secondary schools, is applicable as modified to Community College budgeting,
accounting and reporting.

22112111L2IILIUIZILLIL2-11221.1AMELpli

A general ledger is a basic group of accounts in which are recorded in summary
or in detail all transactions of a fund. Each fund should have its own records,
including a self-balancing general ledger and subsidiary ledgers as needed, re-
gardlesS of how small or brief such ledgers may be. This should not be construed
as necessitating separate binders for looseleaf ledger pages or separate trays
for machine-posted ledger sheets; the physical separation achieved by division
leaves or guides is sufficient if the self-balancing principle is maintained for
each portion.

General and Subsidiary Ledger_s_

Ledgers are comprised of accounts. An account is a device, usuall,, a separate
page, sheet, or card for the accumulation of debit and credit postings and the
determination of the excess of debits or credits, known as the debit or credit
balance, respectively. Accounts usually provide for the columnar showing of date
and posting reference and often for some description of each posting. Accounts
usually have separate columns or fields for debits, credits, and balances.

All accounts may be carried in a single ledger. Proof of the accuracy, complete-
ness, and balanced condition of accounting can be achieved by trial balance, which
should be taken frequently, at least monthly. Other means of verifying account
balances should be utilized regularly. For example, the balance of the account,
Cash in County Treasury, should be reconciled with the records of the county supe
intendent of schools or of the county auditor on a regular, periodic basis. (The

county treasurer's records normally show a larger balance, the difference repre-
senting warrants not yet honored.) The account, Revolving Cash Fund, can be veri-
fied by making a count of cash and receipts for disbursements. Other accounts are
susceptible to proofs of various kinds. These checks or proofs should be employed
regularly.

Accounts named here arc needed by most districts. However, certain accounts may
be of little use to some small districts. On the other hand, there are specific
divisions of certain accounts useful to large urban districts. For example,
large districts employ workmen for maintenance, alteration, and minor construc-
tion. Proper accounting of labor and material for Job accounts and work orders
each fiscal year requires a Work-in-Process or similarly named account, maintained
on the encumbrance basis.
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If ledger accounts become too numerous, it is more difficult to apply the trial
balance proof. Accounts of similar nature are removed to a subsidiary ledger
with substitution of a single controlling account in the General Ledger. Two
subsidiary ledgers with controlling accounts are explained here. Other examples
of controlling accounts for which subsidiary ledgers (or comparable supporting
detail) should be maintained include the following: Accounts -leceivable,
vestments in U.S. Securities, Stores, Prepaid Expense, Fixed Assets (four kinds
of property), Current Liabilities, and Reserve for Encumbrances.

Accounts pertaining to income may be maintained in the General Ledger. Analysis
by source should parallel the pattern of the district budget form, using an ac-
count for each source. A subsidiary ledger is often desirable. Each account
should contain two parts -- actually two accounts. The first part should be
used for estimated income. The second part should be used for actual income.
The amount by which estimated income balance (debit) exceeds the actual income
balance (accumulated credits for the year to date) represents unrealized income:
the anticipated amount for the remainder of the fiscal year. Actual income in
excess of estimated income signifies an underestimate. The two portions of the
severe: income ledger accounts are controlled by Gener I Ledger accounts, Esti-
mated Income and Income.

Accounts pertaining to approp iations and expenditures are maintained only in
the General Ledger. However, the required classes of expenditure are suffic-
iently numerous to justify the establishment of a subsidiary ledger. Further,
the statutory requirement for appropriation control of expenditure is facili-
tated by use of a special form which is not suitable for General Ledger accounts.
This subsidiary ledger is usually called an Appropriation Ledger which contains
a minimum of two parts: for appropriation (credit) and expenditures (debit).
Expenditures are limited by appropriations with respect to the major classes of
expenditure.

Expenditures are classified in two ways within the subsidiary ledger: in detail

by activity and in summary by object of expenditure. For example, instructional
supplies would be posted to each using activity then subtotaled to the object
account for control. The total of all of the object accounts would support the
subsidiary entry in the General Ledger.

Every proposed expenditure should be compared with the unencumbered balance (ap-
propriation minus expenditures and encumbrances) of the proper account to deter-
mine whether the balance is adequate. Expenditures include not only those items
for which payments have been made but also those that have become current liabilities.
There often are appreciable delays between the time that goods or services are
received and the time of expenditure posting. The interval between authorization
and consumation of an expenditure may be even greater. For these reasons, recog-
nition must be given to all outstanding commitments against each appropriation
account when considering expenditures. This is accomplished by informal methods

in relatively small districts. For large districts, the encumbrance accounting
method is generally used so that each proposed expenditure is compared with the
unencumbered balance (appropriation minus expenditures and encumbrances). The

Appropriation Ledger accounts are controlled by General Ledger accounts desig-
nated as Appropriations, Expenditures, and Encumbrances, respectively.
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-ThRlasfrs for +ttifion and the like are not classed as expenditures in the strict
meaning of the term; however, transfers should be accounted for in the Appropri-
ation Ledger. Appropriation for Contingencies is an appropriation that should
be carried in the Appropriation Ledger although no expenditures should ever be
charged to that category. General Reserve should be a General Ledger account
only. Stores is a General Ledger account.

Appropriation control is not necessarily maintained for all of the subord nate
accounts for which expenditure analysis is desired.

The accountingiof income and of expenditures, as currently practiced in most dis-
tricts, is on a cash Oasis during most of each fiscal year. At the close of each
fiscal year, modification of a cash record is required by the entry of current
liabilities, representing expenditures incurred during the fiscal year. Similarly,
at the end of the year, entry of accounts receivable, representing income accrued
during the fiscal year, is required. Not all income that has theoretically ac-
crued is required to be entered as receivable. For example, taxes levied but un-
collected are not required to be set up as receivable for the preparation of state
reports. Since a considerable part of the accounting is very nearly on a cash
basis and since the year-end modifications do not constitute the full accrual of
certain income, the term oodified cash basis may be employed as descriptive of
accounting practices as currently authorized.

Standard commerical forms including those for both general and subsidiary ledgers
as well as specialized -horns such as those for the Appropriation Ledger are suit-
able in many cases for either manually or machine-posted accounts. Accounts may
also be maintained by computer.

Genera Lerns
All General Ledger accounts commonly required for Comnunity College accounting are
listed here in the following Chart of Accounts. While;a11 of these accounts are
pertinent to the General Fund, they also may be applicable to the several other
funds which a district may maintain. Brief explanations concerning the use of the
accounts are given in each case, and in some cases comments regarding the s gnifi-
cance of debit or credit balances of such accounts are also Included.

Certain accounts, such as Revolving Cash Fund, Cash Collections Awaiting Deposit,
Investments in U.S. Securities, Accounts Receivable, Stores, and Prepaid Expenses,
are provided especially for Use by large districts and may be omitted by small
districts if they are not needed.

Chart of Accounts

Normal
Assets Balance

9110 Cash in County Treasury Dr
9120 Cash in Bank(s) (Edication Code Section 9758 or 7405 only) Dr
9130 Revolving Cash Fund (Education Code Sections 21301-21305) Or
9140 Cash Collections Awaiting Deposit (Education Code Sections

17152-17207) Dr
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9150 Investments in U.S. Bonds at Cost (Education Code
Section 17203) Dr

9160 Accounts Receivable Dr
9170 Due from Other Funds Dr
9180 Student Loans Receivable Dr
9210 Stores Dr
9220 Prepaid Expenses Dr
9300 Other Current Assets Dr
9310 Assets Frozen Dr
9400 Fixed Assets Dr

Liabilities

9510 Accounts Payable (Cur en
9520 Due to Other Funds
9530 Temporary Loans
9540 Deferred income
9550 Loans Receivable - Student

Reserves

Liabilities) Cr
Cr
Cr
Cr
Cr

9610 Reserve for Working Capi- 1 Cr
9620 Reserve for Encumbrances Cr
9630 General Reserve Cr
9690 Investment in Fixed Assets Cr

Fund Balances

9710 Unappropriated Fund Balance

Budgetary and Control Accounts

9810 Estimated Income
9820 Appropriations
9830 Encumbrances
9840 Income
9850 Expenditures

Non-Operating Accounts

9910 Suspense Clearing

'Dr

Dr

Dr

Dr

Cr

D finitions of, and explanatory notes about, the accounts listed in the Chart
of Accounts follow:

9000 ASSETS, LIABILITIES, AND FUND BALANCES

9100 Cash, Investments, and Receivables

9110 Cash in County Treasury. Beginning cash balance, plus all
monies deposited in the county treasury less disbursements.
Included herein are all amounts added or deducted at the
county level.
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9120 Cash in Bank(s). Indicated balances in separate bank accounts
for Adult Education Incidentals, College Farm accounts, and
Cafeteria accounts If maintained by the district (EC 5758, 7405,
and 17053).

9130 Revolving Cash Fund. (I) A recording of the establishment and
maintenance of a cash fund for the use of the chief accounting
officer or other designated official of the district in accord-
ance with EC721301-21305, 21320, 21330 and 21331. This fund Is

similar in use and control to accounts known as Petty Cash.
Once this fund is established, it should be carried indefinitely
in the General Ledger and shown in all balance sheets and budgets
until abollehed. The aeount recorded will vary only through In-
crease or decrease in the total amount approved for the fund.
It should be noted that ihe Revolving Cash Fund is a reservation
of cash within an already established fund and is not to be con-
sidered or accounted for as a separate fund or entity. (2) A
sum of money, either in the form of currency or a special bank
account, set aside for the purpose of making change or immediate
payments of small amounts. The inwoices for these. payments are

accumulated and the fund is reimbursed from district funds, thus
maintaining the fund at the predetermined amount.

9140 Cash Collections Awaiting Deposit. Receipts not yet deposited in
the county treasury, including any monies in bank clearing ac-
counts awaiting deposit In the county treasury (Education Code

Section 17204).

9150 Investments in U.S. Bonds. Securities issued by the United State

Government in which money Is invested. Investments are carried

on books at cost (Edecaticm Code Section 17203).

9160 Accounte Receivable. Amounts due from private persons fires or

corporations, or governmental units, excluding amounts due from
other funds of the district, including amounts billed but not
received.

9170 Due from Other Funds. Amounts due from other funds of the

district

9180 Student Loans Receivable. Loans to students under federal loan

programs.

9200 Stores, Inventoeieseand Prepaid Expenses

9210 Stores. Amounts of materials, supplies, and possibly certain
equipment kept in a central warehouse and not yet charged to
expenditures (see Part V of this manual).

Rev. 4/7u

9220 Prepaid Expenses. Amounts of payments made in advance of the

receipt and utilization of services. Prepaid insurance pre-

miums are Illustrative. That portion ef the premium paid in
advance for coverage beyond the current fiscal year is charged

to Prepaid Expenses. Adjustments to this account in the suc-
ceeding fiscal years apportion the premium over the period

covered.
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9300 Other Current Assets Assets that are available or can be made
readily available to meet the cost of operations or tci pay current
liabilities.

9310 Assets Frozen. Funds withheld until certain legal requiremen s
are net (e.g., funds withheld under provisions of Education Code
Section 17503).

9400 Fixed Assets. Assets of a permanent character having continuing
value; e.g., land, buildings, machinery, furniture, and other equip-
ment. The term capital assets is sometimes used in the same sense,
but fixed assets is preferred.

9410 Land

9420 Improvement of Sites

9430 Buildings

9440 Equipment
(Refer to object classification 6000 for definitions of
the above four accounts.)

9450 Work in progress. An asset representing the valuet,of partially
completed work.

9500 Ljab.ilities_. Legal obligations, exclusive of encumbrances, that are
unpaid.

Rev. 4176

9510 Accounts Payable or Current Liabilities. Amounts due to private
persons, firms, corporations, or governmental units for services
or goods received prior to the end of the fiscal year, excluding
amounts due to other funds of the district. Inci4ded are unpaid
salaries and payroll deductions not yet remitted. Accounts pay-
able refers to amounts that area ue and payable within a rela-
tively short period of lime, usually not longer than a year.

9520 Due to Other Funds. Amounts due to other funds within the district.

9530 Temporary Loans. Short-term obligations representing amounts
borrowed for short periods of time and usually evidenced by notes
payable. They may be unsecured or secured by specific revenues
to be collected, such as tax anticipation motes.

9540 Deferred Income. A liability account for monies received that
are unearned at a given date, but that wi 1 be Included in in-
come, as earned, in subsequent periods.

9550 Student Loans Receivable (Ove due) - Loans which are currently
in default.
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9 ReseFves

9610 Reserve cot WA-king Capital. An account se+ up to reflect the
value of working capital accounts such as Stores, Prepaid Ex-
penses, and Revolving Cash Fund. At the beginning of the fis-
cal year, this accouni- iS ctedited with the same amounts set up
as debits to the previously described asset accounts. At the

close of the year, it is adjusted to reflect the net increase
or decrease during the year in these amounts.

9620 Reserve for Encumbrances. A reserve set up out of appropriations.
The encumbrance procedure may be either a memorandum or a formal
procedure. Under the memorandum procedure, only one account, Re-

serve for Encumbrances, is required. During the year this account

is a reserve set up out of appropriations. At year-end the out-

standing orders may be recorded as a reservation of surplus. Under

the formal procedure, a second account, Encumbrances, is needed.
The encumbrance is an offset to the Appropriation Account and may
be closed against the account at year-end.

9630 General Reserve. An account in which the budgeted reserve is
recorded, necessary so that cash may be made available during
that period of the fiscal year when taxes and sta4e funds have

not yet become available (EC 20604).

9690 Investment in Fixed Assets. The book value of fled assets.

9700 F nd Balance. The difference between assets and liabilities.

9710 Unappropriated Fund Balance. That portion of a fund balance that

is not segregated for specific purposes. All assets and estimated
,income available for appropriation are credited to this account.
General reserve, budgeted appropriations, and other obligations

are debited. The net value of the account represents the unappro-
priated fund balance.

PL2-02:lear
and Control Accounts

9810 Estimated Income. All income estimated to accrue during a given
period whether it is all collected during that period or not.
This account will be a sepalate control account in the General
Ledger and will include all income estimated to accrue during the

current fiscal year.

9820 Appropriations. Authorization granted by the Boaed to make expen-

ditures and to incur obligations for specific purposes and amounts

within a given period. This account represents the total of the

authorizations and is used as a control account in the General Led-

ger.

(Details are recorded in the subsidiary Appropriations Ledger; as

encumbrances and expenditures are made, they are charged against

appropriations in the subsidiary Appropriations Ledger, leaving as

a balance the amount that may still be encumbered and expended.
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A portion of the current fiscal year's appropriation that is not
appropriated for any specific purpose but is held subject to intra-
budget transfer may be recorded in an account titled Appropriation
for Contingencies. This sublHdiary account will be closed at year-
end in the same manner as all other appropriation accounts. This
appropriation is used only for emergency transactions that were not
anticipated in the original budget process.

9830 Encumbrances. Obligations in the form of purchase orders, con-
tracts, salaries, or other commitments that are chargeable to an
appropriation and for which a part of the appropriation is re-
served. Encumbrances are liquidated when the obligation is paid
or when the actual liability is set up. This control account
represents the tot61 amount of rhe appropriations that has been
earmarked for expenditure for specified purposes.

Details of encumbrances by classification or account are recorded
in the same subsidiary Appropriations Ledger in which expenditures
are recorded.

9840 Income. Additions to cash or other current assets that do not
reduce any other asset, nor increase any liability or reserve,
nor represent the recovery of an expenditure. To the extent
that the accounts arc kept on an accrual basis, tile term income
refers to all income that accrues during a given period whether
it is collected during the period or not. This account will be
a separate control account in the General Ledger.

9850 Expenditures. A control account that includes to+al expenditures
by warrants as well as amounts deducted at the county level. If

accounts are maintained on an accrual basis, all Charges incurred,
whether paid or not, are included. For accounts Maintained on a
cash basis, only actual disbursements are included.

Details of expenditures by classification or accoUnts are recorded
in the subsidiary Appropriations Ledger.

9900 LI2E2E.D=.91-j21±5-_c2LT-1-Li

9910 Suspense Clearing. Po account that carr es charges or credits
temporarily pending to the determination of the proper account
or accounts to which they are to be posted and that may be used
for posting of amounts not yet analyzed to decide if they should
be income, expenditure, or abatement. Charges that must be allo-
cated or prorated may be posted in this account until such allo-
cation or proration can be calculated. This account must zero
balance at the close of the fiscal year and should be reviewed
monthly.

General Led er Procedures

Certain procedures should be followed in open ng and maintaining the General
Ledger.

60
Rev. 4/76 VI-8



Opening the General Ledger:

In opening the General Ledger for the first time, care should be taken to use
the proper accounts and amounts. These are usually available from either the
county superintendent of schools or the county auditor.

Determining Asset, Liability, and Unappropriated Fund Balance Values. One of
the first steps in opening the General Ledger is to list each fund's assets by
title and amount with the total, as in the following example:

Account Assets

91 IC Cash in County Treasury $ 95,042.67
9120 Cash in Bank 0
9130 Revolving Cash Fund 500.00
9140 Cash Collections Awaiting Deposit 24.17
9150 Investments in U.S. Bonds 0
9160 Accounts Receivable 1,597.88
9170 Due from Other Funds 694.39
9180 Student Loans Receivable 5,000.00
9210 Stores 0
9220 Prepaid Expenses 1,572.38
9310 Assets Frozen

._. _0
Total Assets $104,431.49

A similar list is then made of the fund's liabilities:

Account Liabilities

9510 Accounts Payable 9,763.45
9520 Due to Other Funds 113.18

Total Liabilities $ -77;7675

Now the total liabilities are subtracted from the total assets, and the di er-
ence is labeled Unappropriated Fund Balance in this manner:

Account

9710

Total assets
Less: Total liabilities

Unappropriated Fund Balance

$104,431.49
9,876.63

1777554-766

This information is now used to prepare an opening journal entry. This opening
entry is usually made on a form known as a General Journal Entry Form, listing
accounts affected and showing in separate columns the amounts to be posted later
to the General Ledger as debits or credits. A complete file of these forms,
either bound in a book or collected in some other file, makes up the General
Journal.

Rev. 4 76 V1-9
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Preparing the op
is made as folio

JI:

Date Account

-ing General Jou nal entry. The opening General J u nal entry

7-1-73 9110 Cash in County Treasury
9130 Revolving Cash Fund
9140 Cash Collections Awaiting

Deposit
9160 Accounts Receivable
9170 Due from Other Funds
9180 Student Loans Receivable
9220 Prepaid Expenses
9510 Accounts Payable
9520 Due to Other Funds
9710 Unapproprialed Fund Balance

Debit Credit

$95,042.67
500.00

24.17
1,597.88
694.39

5,000.00
1,572.38

3-10-471347

To record assest, liabilities and unappropriated fund
balance for the first time as of July 1, 1974

9,763.45
113.18

94,554.86
$104,431.49

Several points should be noted as illustrated in the preceding General Journal
entry. First, no account is opened that is not needed. For example, no amount
is shown in the original list of assets for Cash in Bank, Stores, or Investment
in U.S. Bonds. Therefore, no account was opened for any of these assets. Should
a need arise later in the year for any of these accounts the account may be
opened at that time.

The second point to note is that the total of the debit amount equals the total
of the credit amounts. This must always be true of any journal entry. Care
exercised at this time in assuring the equality of debit and credit totals will
avoid difficulty with the General Ledger later on.

Another point to note is the layout or "form" of the entry itself. The debit
accounts and amounts are placed to the left, and the credit accounts and amounts
are placed to the right. This is Usual bookkeeping practice.

A final point is the description of the entry. This is the explanation of what
is being done by means of the entry. In the illustration, the explanation shows
that this entry records for the first time the assets, liabilities, and unappro-
priated fund balance of the fund as of July 1, 1973. Some description is always
necessary in a General Journal entry. When at a later time entries are made from
other sources such as payroll listings, warrant registers, and the like, explana-
tions are usually unnecessary since the title of the form describes what is being
done.

Posting the General Ledger. The General Ledger is posted from the General Journal.
The term posted means.the orderly transcription of the information from one place
to another. Each line of the journal is posted to the proper ledger account as
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either a debit or credit entry. For example, in the preceding illustration,
the first line of the journal entry is "Cash in County Treasury. . . 100,042.67"
and is posted to the General Ledger sheet, card, or record as follows

Account 911
Date

Cash in Count T easur Pa e I

Re e enc Debit Cred t Ba ance Dr C

7-1-73 J $1 0,042.67 $100,042.67 Or

Note that the entry is made in the debit column and is also entered in the bal-
ance column. In this case, the amount of the debit is the same as the balance
since there was no previous balance in the account. (Had there been such a bal-
ance, this entry would have been added to a debit balance or subtracted from a
credit balance and the new balance entered.) Finally, in the last column an en-
try is made to show that the net balance of this account is a debit (Dr) balance.

Each line of the journal entry Is similarly posted until the entire opening en-
try has been completely transcribed to the General Ledger. Opening of the Gen-
eral Ledger is now complete. At this point a total of nine General Ledger
accounts will be open with balances the same as shown in the opening journal
entry.

The column in the General Ledger account headed "Reference is used to show the
nage or other reference to the source of entry. In this illustration the entry

was made to indicate that information for this entry was obtained from the
General (abbreviated as "J") and that it was found on page I. Other references
will taped for other posting sources as they are required. By this method any
item General Ledger may be traced bac to its origin without difficulty.

e c r d e t - n c m e

The approved Community College district budget form provides information for
recording the budget in the General Ledger.

Determining values to be entered. The information to be entered is sho n in
column 3 of the budget form under the heading of Income.

The Income section of the General Fund budget might look like this:

I. INCOME

8100 Federal income
8110 Maintenance and Operation (PL 81-874)
8210 NDEA (PL 85-564)

2,500
1,000

8500 Combined State and Federal Income 0

8600 State Income
8610 Principal Apportionment

8611 Basic and Equalization Aid
8616 Educationally Handicapped Minors

8620 Special Purpose Apportionment
8622 Transportation, Regular
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8700 County Income 0

8800 Local Income
8810 District Taxes

8811 Secured Roll
8812 Unsecured Roll

8900 Incoming Transfers
8920 Tuition Transfers

Other Estimated Income

345,888
2,700

3,000

$641,264

Each of the items of estimated income should be accounted for separately so that
excess income or income deficiencies may be readily seen. This is accomplished
by the use of a group of accounts known as the Income Ledger.

The Income Ledger is a subsidiary ledger. The total of the original estimates
entered in this ledger agrees with the total of the General Ledger controlling
account, Estimate Income. The subsidiary ledger (Income Ledger) and the General
Ledger are both posted from the same journal entry.

The original entry of the approved income budget is subject to adjustment later
if income estimates change.

Preparing the journal entry. The General Lodger and subsidiary lejger accounts
and the amounts for each are listed in the journal entry as a record of the esti-
mated income, as has been done in the following example:

J2:

Date
7-1-74

Account
9810 Estimated Income
9710 Unappropriated Fund Balance

Debit Credit
$641,264.00

$641,264.00

Account Subsidiary Income Ledger

8110 Maintenance and Operation (PL 81-874) 2,500.00

8210 National Defense Education Act (PL
85-864) 1,000.00

8611 Basic and Equalization Aid 277,528.00

8616 Educationally Handicapped Minors 1,148.00

8622 Transportation, Regular 7,500.00

8811 District Secured Tax Roll 345,888.00

8812 District Unsecured Tax Roll 2,700.00
8920 Tuition Transfers 3,000.00

To record estimated income for the fiscal year 1974-75
as contained in the official approved budget

Several things should be noted about the preceding journal entry. First, this
is a General Journal entry, just like the one used to open the books for the
first time. This one, however, also carries the information for posting a sub-

sidiary ledger.

6 4
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N xt, note that this entry is re erred to as simply a journal entry, rather than
a General Journal entry. This is usual practice. The term "general" is used
only when there is a possibility of confusion if it were omitted.

One should also observe the ar angement of the journal entry. The General Ledger
amounts are carried in the debit and credit columns, respectively. Subsidiary
ledger amounts are carried to the left and do not have the balancing feature of
debits and credits. This simply means that the single postings to the individual
Income Ledger accounts represent the breakdown of the total shown in the Esti-
mated Income, General Ledger, account.

Posting the General Ledger. The journal entry for recording the approved budget
is posted to the General Ledger in the same manner as the journal entry that origi-
nally opened the books, as has been done in the following exampies:

Account 981
Date e erence D bi

Estimated Incom

7-1-74 J2 $641,264.00

Account 9710

Credit

Un ro iated Fund Balan e

Pa e 1

alance Dr C

$641,264.00 Dr

Balance Dr Cr

7-1-74 J I

J2
$ 94,554.86
641,264.00

$ 94,554.86 Cr
735,818.86 Cr

Note that in the Unappropriated Funi Balance account, this credit is added to the
credit balance resulting from the original opening entry to give a new credit bal-
ance of $735,818-66, the total net dssets and estimated income available for ppro-
priation.

Posting the subsidiary ledger. The subsidiary ledger, in this case the Income
Ledger, is posted from the detailed breakdown shown in the journal entry. Each
account is posted to show the amounts carried in the journal entry in the "Esti-
mated income" and "Estimated to be received" columns.

Accoun

Date

811

Reference

7-1-74 J2

INCOME LEDGER
District Secured Roll Taxes

imated Amounts Total received Estimated to
Income received to date be received

Pa e 6

$345,888.00

Each Income Ledger account is similarly posted.

Record ins the roved _gudet--Etures

$345,888.00

Expenditure values, like income values, are taken from the expenditures section
of the official budget forms, as follows:

Rev. 4/76 V1-13
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II. EXPENDITURES AND OTHER OUTGO

1000 Certificated Salaries
1100 Regular Schedule, Teaching
1200 Regular Schedule, Nonteaching
1300 Other Teaching
1400 Other Nonteaching

Total Certificated Sala ies

2000 Classified Salaries
2100 Classified Service, North's ruction
2200 Classifiii Service, Instructional Aide
2300 Other Noninstruction
2400 Other Instruotiunal Aide

Total Classified Salaries

$320,000
55,000
40,000
19,500

$434,500

3,600
12,000
36,000
7,000

$ 58,600

3000 Stan' Employee Benefits
3100 5tte Teachers' Retirement System Anciuity Fund 10,000
3200 Public Employees' Retirement Fund 2,000

,5300 Old Age, Survivors, Disability, and Health Insurance 1,500

3400 Health and Welfare Benefits 900

3600 rkmen's Compensation Insurance 900

3700 Local Retirement Systems 1,900

Total Employee Benefits

400 Books, Supplie'l, and Equipment Replacement
4100 Textbooks
4200 Other Books
4300 Instructional Supplies
4500 Other Supplies
4800 Equipment Replacement

Total Books, Supplies, and Equipment Replace:vent

$ 17,200

2,000
500

2,500
800

6 000

$ 11,800

5000 Contracted Services and Other Operating Expenses
5100 Contracts for Personal Services of Consultants,

Lecturers, and Others 500

5200 Travel and Conference and Other Expo Reimbursed
5300 Dues and Memberships 200

5400 insurance 1,000

5500 Utilities and Housekeeping Services 5,000
5600 Contracts, Rents, and Leases 4,500

5700 Legal, Election, and Audit Expenses 500

5800 Other Services and Expense 4,500

5900 Interprogram Charges and Credits for Direct Services 0

Total Contracted Services and Other Operational Expenses $ 16,500
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6000 Capital Outlay
6100 Sites and Site Improvement 2,500
6200 Buildings 20,000
6300 Books 1,500
6400 Equipment 7,800
6500 Building Improvement 2,500

Total Capital Outlay $ 34,300

7000 Other Outgo
7200 Tuition Transfers 30,500
7900 Appropriation for Contingencies 12,000

Total Other Outgo $ 42,500

TOTAL BUDGET $615,400

As with income, each of the expenditure items should be accounted for separately
so that expendit.ire may be controlled within the var1ouE7 budget classifications.
This is accomplished by use of a subsidiary ledger usually known es the Appro-
priatior Ledger. While separate accounts should be maintained to:- each of the
required expenditure classifications, additional subdivisions of these classes
may be maintained as separate accounts if needed.

Preparing the journal entry. This budgeted expenditure total of $615,400 totals
the appropriation to the district's programs; the programs provide a classifica-
tion of expenditure usage while the objects provide a classification of expendi-
ture source.

This procedure is liown in the following example:

Pate Account Debit Credit

7-1-74 9710 Unappropriated Fund Balance $615,400.00
9820 Appropriations

Subsidiary Appropriation Ledger

$615-400.00

1100 Certificated Salaries Regular Schedule Teaching $320,000
1200 Certificated Salaries Regular Schedule Nonteaching 55,000
1300 Certificated Salaries Other Teaching 40,000
1400 Certificated Salaries Other NonteachIng 1.500
2100 Classified Salaries, Classified Service, Noninstruction
2200 Classified Salaries, Classified Service, Instructional Aide 12,000
2300 Classified Salaries Other Noninstruction 36,000
2400 Classified Salaries Other Instructional Aide 7,000
3100 State Teachers' Retirement System Annuity Fund 10,000
3200 Public Employees' Retirement Fund 2,000
3300 Old Age, Survivors, Disability, and Health Insurance 1,500

Rev. 4/76 VJ 5

67



3400 Health and Welfare Benefits 900
3600 Workmenls Compensation Insurance 900
3700 Local Retirement System 1,900
4100 Textbooks 2,000
4200 Other Books 500
4300 Instructional Supplies 2,500
4500 Other Suppl ies 2,500
4800 Equipment Replacement 6,000
5100 Contracts for Personal Services of Consultants,

Lecturers, and Others 500
5200 Travel and Conference and Other Expense Reimbursed 300
5300 Dues and Memberships 200
5400 Insurance 1,000
5500 Utilities and Housekeeping Services 5,000
5600 Contracts, Rents, and Leases 4,500
5700 Legal, Election and Audit Expenses 500
5800 Other Service and Expense 4 500
5900 Interprogram Charges and Credits for Di ect Services 0
6100 Sites and Site improvements 2,500
6200 Buildings 20,000
6300 Books 1,500
6400 Equipment 7,800
6500 Building Impr vement 2,500
7200 Tuition Trans ers 30,500
7900 Appropriation for Contingencies 12,000

The preceding journal entry is similar to the one recording estimated income ex-
cept that the total of appropriations is debited to the Unappropriated Fund Bal-
ance account. The total appropriations to all accounts in the Appropriation
Ledger must agree with the balance in the General Ledger controlling aucount,
Appropriations.

Posting the General Ledger. The journal entry for recording the approved appro-
priations is posted to the General Ledger in the same manner as the original
opening entry and the entry recording estimated income, as has been done in these
examples:

- - _

Account_9710 Unappropri_ated Fund 3alance
--------- _

jy
_ 1

Date Reference Debit

7-1-74 JI

J2
J3

Account 9820

$615,400.00

Cr dit Balance Dr Cr

$ 94,554.85

641,264.00

A. o ions

$ 94,554.8s Cr
735,818,r Cr
120,41 r

Pad
Date Reference Debit

7-1-74 J3 $615,400.00 $615,400.00

The debit to the Unappropriated Fund Palance account has been subtracted from the
previous credit balance to produce a new credit balance of $120,418.86, the re-
maining unappropriated fund balance after the estimated income and budgeted appro-
priations have been posted.

Rev. 4/76
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Post ng the Appropriation 'Adger. The subsidiary Appropriation Ledger is posted
from the journal entry in a manner similar to that used for posting estimated in-
come as shown in this eXample:

APPROPR IATI ON LEDGER
Acc unt 1100 Certifi d salaries, Re.ular, Teachin Pa e I

Refer- Appropri- Encum-
Date ence ation brances

7=l74

Encumbered ExPended Unencum-
to date Expended to date Wed

balance
----7-73320,000.00

The preceding form differs from the Income Ledger form because it must carry
space for entering encumbrances as they occur, as well as expenditures. The
amount appropriated for thls account ha$ been entered in the "Appropriation"
oolumn and again in the "UnencuMbered balance" Oolunn AS amounts are later
entered in the "Encumbrance" or "Expenditure" columns the "Unencumbered bal-
ance" column will be adjusted acoordingly.

When appropriations are allocated to activities or programs, each of the pro-
gram ledger cards is posted with its respective appropriation. An example of
a possible program ledger card is displayed in the Mud-ration on page VI-19.

It should be noted that the appropriation to a program Is a collection of por-
tions of single objects of expenditure (such as faculty salaries) that are con-
trol led with the Appropriation Ledger. The program appropriation Is the total
of all of the dif'ect expenses expected to be Incurred on behalf of the program.

Because the Apiropriaticm 1...tdger controls expenses by objects, it is not essen-
tial that expenses also be control led by program when a district records expen-
ditures by site (or location). Control of program expenses can be delegated to
the principals (or site managers) within the limits of fixed object appropria-
tions. For example, if a given school (site) is budgeted $75,000 In instructional
supplies, this amount will provide district control on the site on this object.
The site may allocate this i-75,000 to Its several programs, and the district may
record these allocations as part of the appropriations to the site's programs.
Districts using manual or bookkeeping machine systems need not control the amount
of instructional supplies appropriated for a particular program because they will
be able to control"the total appropriation to the site.

If thedlstrict controls only on objects, then the principal or site manager will
have to compare the program reports to the program budgets lo observe discrepan-
cies in an object of any particular program.

Reccirdin-

Reserves are portions of the balance remaining as unappropriated funds that are
not available for appropri4ntions, such as amounts in the Revolving Fund, Stores,
and Prepaid Expense accou-f-s. A General Reserve account is also required to
help finance the district in the year following, prior to receipt of that year's
income.
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The values to be set aside in these reserves are contained in the'ofticial budget,
column 2, opposite Ending Balance. These are used to prepare the journal entry,
as in this example:

J4:

Date Account Debit

7-1-74 9710 Unappropriated Fund Balance $120,419.00
9610 Reserve for Working Capital
9630 General Reserve

Credit

$ 2,072.00
118,347.00

To record reserves for Working Capital and General Reserve,
fiscal'year 1974-75, as contained in the approved budget

This journal entry Is then posted to the General Ledger in the,usual manner:

Account 9710 Unappropriated Fund Balance
Date Reference Debit Credit Balance Ur Cr

7-1-74 J1 $ 94,554.86 $ 94,554.86 Cr

J2 641,264.00 735,818.86 Cr

J3 $615,400.00 120,418.86 Cr

J4 120,419.00 0.14 Dr
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Account_9610
Date Reference

Reserve or Worlin Ca
. . .

7-1-74

Account 9&30
Date

7-1-74 4

$2,072.00 $2,072.00 Cr

General Reserve Pa e 1

Credit Balance Dr C

$118,347.00 $118,347.00 Cr

The ,,IN.Junt debited to the Unappropriated Fund Balance account is slightly greater
rhan the previous balance of that account, and this results in a debit balance of
14 cents. Small discrepancies are likely to occur because the district's books
are maintained in exact amounts, including cents, while the official budget form
is made out to the nearest dollar only.

At this point the General Ledger has been opened, and -;r5 fide' budget has
been re'..orded. A trial balance will show the net the entries made
thus far. The trial balance is a I ist of the Generrzo H Aer accounts and the
debit or credit balance for each account. The ±oi o& b Is and the -total credits

must be equal, indicating a balanced General LedgL le trial balance of the
General Ledge,

Account

1 this point locks like this:

Debit Credit

9110 Cash in County Treasury $ 95,042.67
9130 Revolving Cash Fund 500.00
9140 Cash Collections Awaiting Deposit 24.17
9160 Accounts Receivable 1 597.L8
9170 Due from Other Funds 694.39
9180 Student Loans Receivable 5,000.00
9220 Prepaid Expenses 1,572.38
9510 Accounts Payable $ 9,763.45
9520 Due to Other Funds 113.18

9610 Reserve for Working Capital 2,072.00
9630 General Reserve 118,347.00
9710 Unappropriated Fund Balance 0.14
9810 Estimated Income 641,264.00
9820 Appropriations 615,400.00

745,695.63 $745,895.63

The appropriations having be-n posted both to the program ledgers and to the
subsidiary appropriation leAjsrs (objects of expenditure), should be checked to
assure that the two are equal.

Record_ing Encumbrances

EffectiVe expenditure conirol requires not ohly the recording of cash expenditures
and the charging off of assets and prepaid expenses but also the recogmizing of
expense obligations.
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Encumbrance procedures that serve to reserve or restrict portions of the budget
appropriations of the district for which definite commitments or contractual obli-
gations have been made may be incorporated into the accounting system of a school
dttrIct.

The method of determining anounts of encumbrances to be en red into the ac-
counts may vary with the counting methods used in the district and with the
type of transactions being encumbered.
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Because districts may need to distinguish reservations or restrictions of appro-
priations from actual expenditures, it is recommended that Encumbrances and Re-
serve for Encumbrances accounts be used ln the Genw-al Ledger and that encumbrance
amounts in the appropriations subsidiary accounts and the program ledgers be re-
corded In a separate column or in such a manner that they may be distinguished
from actual expenditures.

Encumbering programs is optional since objects may be encumbered and controlled.
Districts with manual and bookkeeping machine systems that break costs down by
sites (or locations) will finu encumbering programs rather difficult; whereas
districts with data-processing equipment will be able to encumber programs at
the same time they encumber their appropriation ledger objects of expenditure.

Encumbering of salaries. At the beginning of each year, the total annual salaries
of personnel employed for that year may be determined for purposes of encumbering
appropriations for paying these salaries during the year. Similarly, the total
monthiy salaries of these personnel should be obtained for the purpose of removing
that amount of encumbrance when a monthly salary payment is made. Totals of the
annual and monthly salaries must be adjusted for personnel changes and salary rate
changes.

Although the salary encumbrance summary may differ in detail depending on the
methods of accounting used by the district, a schedule such as that illustrated
on the Certificated Payroll Encumbrance Summary on page VI-21 may adequately
serve this purpose. Basic requirements are a complete accounting for all per-
sonnel having salaries to be encumbered, a grouping of these salaries to provide
monthly and annual salary totals by budget classifications, and provisions for
recording changes in personnel and salaries.

The Certificated Payroll Encumbrance Summary illustrates the adjustment in encum-
brance totals that must be recognized when personnel changes occur.

Journal entries to record the Salary encumbrance transactions shown in the Cer-
tificated Payroll Encumbrance Summary are as follows:

JI2:

Date Account Debit
7-1-74 9830 Encumbrances $375,000.00

9620 Reserve for Encumbrances

Account Appropriation Ledger

Credit

$375,000.00

1100 Certificated Salaries Regular Schedule Teaching $320,000.00
1200 Certificated Salaries Regular Schedule Nonteaching 55,000.00

To record salary encumbrance for certificated staff employed 7-1-74

JI3:

7-15-74 9620 Reserve for Encumbrances
9830 Encumbrances

Rev. 4/76 V1-23
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Appropriation Ledger
1100 Certificated Salaries Regular Schedule Teaching $4,200.00

To cancel 12 months' salary encumbrance for B. Behnett, resignation,
7-15-74

JI4:
7-20-74 9830 Encumbrances $5,400.00

9620 Reserve for Encumbrances $5,400.00

Appropriation Ledger
1100 Certificated Salaries, Regular Schedule Teaching $5,400.00

To establish salary encumbrance for 12 months' payment of T. Thompson, employed
7-20-74

The posting of the preceding entries to .the General Ledger is as follows:

Account 98 0
Date Re erence Debit Credit Balance

Encumbrances

7-1-74 J12 $375,000.00 $375,000.00 Dr
7-15-74 JI3 $4,200.00 370,800.00 Dr
7-20-74 J14 5,400.00 376,200.00 Dr

Account 9620 Reserve for Encumbrances
Debit Credit Balance Dr Cr

7-1-74 JI2 $375,000..00 $375,000.00 Cr
7-15-74 JI3 $4,200.00 370,800.00 Cr
7-20-74 JI4 5,400,00 376,200.00 Cr

The posting of the Teachers' Salaries account to the subsid ary Appropriation
Ledger Is illustrated as follows:

Account 1100
APP,ROPRIATION LEDGER.
Certificated Salaries Reaufar Schedule-Teachin . Page 5

Unenoum-
Refer- Appropr Encum- Encumbered Expended bered

Dale ence ation brances _to date Expended to date balance

7-1-74 J12
7-15-74 J13
7-20-74 J14

$500,000.00 $375,000.00 $375,000.00
500,000.00 4,200.00Cr 370,800.00
500,000.00 5,400.00 376,200.00

$125,000.00
129,200.00
123,800.00

In the foregoing illustration, it has been assumed that the changes in personnel
were made prior to payment of any payroll in that year. ft is important, however,
that encumbrances be reduced by the unpaid installments of the annual salaries of
personnel leaving the paynoll and increased for the unpaid installments of personnel
being added to the payroll.

Adjustments of encumbrances for salaries paid Is discussed in the section, Recording
Encumbrance Adjustments--Salaries.
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Encumbering of other expenses. Effective expenditure control requires the
establishment of a procedure to reserve or restrict appropriations for obli-
gation of nonsalary types of expenses as well as salaries.

If the purchase orders are drawn in order to confirm orders for all materials
and services to be purchased by the district, they may be used for encumbrance
purposes. A sample of a purchase order is shown on page V1-26.

PURCHASE ORDER .No. 2

To: Student Supply Company Date: July 10, 1974

Ordered by
college

From:

Deliver to: 100 Main Street

College District
Appropriation
Ledger Account 4300

Received Quantit- Unit Item Unit Price Amount
Amount

Cancelled

65 1,000 Ream Newsprint $0.60 $600.00 $41.67
100 Gross #2 school pencils 3.00 300.00
300 Box CrayonS 0.30 90.00

990.00
Payment Record:

Oat July 20

Amount: 41.67

The methods of encumbering purchase orders may vary from the direct posting to
the Appropriation Ledger subsidiary accounts from the individual purchase orders
to some form of summary recording for groups of purchase orders. When a record
of the individual purchase orders contained In a summary recording is desired,
a Purchase Order Encumbrance Summary such as tho one on page V1-27 might be used.
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Vendor's Name

Purchase Order Encumbranc
Appropriation
account number Date

Summary For July, 1974
Purchase Order Amount of

number encumbrance

Justrite Roofing Company 4500 ro $ 805.63
Student Supply Company 4300 11 2 990.00
L.A. Detergent Company 4500 26 3 50.00

Total ,845.63

A journal entry to record the encumbrance information contained ir the summary
is illustrated as follows:

JI5:

Date Account Debit
7-1-74 9830 Encumbrances $1,845.63

9620 Reserve for Encumbrances

Account Approp lation Ledger

4300 Instructional los

4500 Other Supplies

To rkord Purchase Order Encumbrances for July I, 1974

Credit

$990.00
855.63

The posting of the Other Expenses of 'Instruction item to the account in the
subsidiary Appropriation Ledger is illustrated as follows:

Account 4300
APPROPRIATION LEDGER

Instructional Su 1 Pa e

Unencum-
Refer- Appropri- Encum- Encumbered Expended bered

Date ence ation brances to date Expended to date balance

7-1-74 J15 $5,000.00 $990.00 $990.00 $4,010.00

The instructions for recording encumbrance adjustments in this section outline
the procedure used to adjust encumbrances when-payments are made involving en-
cumberes purchase orders.

Recording _Income_and_Other Cash_Receipte

Source documents for posting income are apportionment notices from the county
superintendent of schools for deposits made directly to the county treasury
Qr copies of receipts for monies received directly by the district.

An apportionment notice from the county superintendent of schools is illustrated
in the Typical Apportionment Notice on page V1-28.

Each of the items of actual income should be accounted for separately so that
they may be compared with income estimates. This is accomplished by posting
receipts to the Income Ledger. The total from any given apportionment notice
Is posted to the General Ledger, and individual items are posted to the sub-
sidiary. Income Ledger. 7 8
Rev. 4/76 V1-26



TYPICAL APPORTIONMENT NOTICE

To

County of

Community College District

This is to certify that income noted below has been received and has been placed
to the credit of your district on

(date)

8611 Basic and Equalization Aid
8616 Educationally Handicapped MInors
8622 Transportation, Regular
6670 Tax Relief Subventions
8710 Community College Tuition Tax
8811 District Secured Roll Taxes
8812 District Unsecured Roll Ta:Aes

Other Income (Describe)

Preparing the journal entry for income deposits made directly in the county
treasury. The journal entry to record income receipts lists the General Led-
ger and subsidiary ledger accounts and the amounts for each as in the following
example:

Date Account Debit Credit
7-20-74 9110 Cash in County Treasury

9840 Income

Account Subsidiary Income Ledger

8811 District Secured Roll TilIxes

8812 District Unsecured Roll Taxes
8611 Basic and Equalization Aid

To record income received on apportionment notice dated 7-20-74

The journal entry is posted TO the General Ledger in the usual manner.

The subsidiary Income Ledger is posted from the journal entry in a manner similar
to that used for posting estimated income. Each account is posted to show, in the
amounts received portion, the amount of the ledgers that has been carried in the
journal entry, as has been done in the following example:

INCOME LEDGER
Account 8811 District Secured Roll Taxes Pa 6

Estimated Amounts Total received Estimated to
Date Reference Income Received to date be received

7-1-74 J2
7-20-74 J

Rev. 4/76
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AccouM

Dote

7-1-74
7-20-74

rence

INCOME LEDGER
District Unsecured Roll Taxes Pa e 1

EtIrnated Amounts Total rece ved Estimated to
income %calved to date be received

J 2

Accoun1 8611

Date

7-1-74

$2,7000

Ri nce

COME LEDGER
Basic and E-ual zation Aid

Estimated Amounts
income Received

$2,700.00

P 1

_o al rece ved Estimated to
to date be received

J2 $277,528.00 $277,528.00

A summary of receipts issued for cash received, directly by the school district
serves as the basis for preparing the journal entry to record this type of in-
come and other cash receipts. Abatements of expenditures are treated in Part
III of thls manual. If this summary is a formal record, it might look like th s
example of a Cash Received Journal:

sh Rec ived Jou nal
Cur en
Income

nth of
Abatemen s o
expenditures

ul 1974

General
Ledger

Data_ , Dascript1.011 Ile:Ply/ad Acct. Amt Acct. Amt. Acct. Amt

7-3-74 Receipts 8110 5800

Nos 6801-6815 8842
8850

4300
4300
4300

8800

fa-
....meemca=

Preparing the Journal entry to record cash received directly by the district.
The journal entry to record actual income and other cash recaipts received
directly by the school district lists the General Ledaer and subsidiary led-
ger accounts and the amounts for each. For example:

Date Account

7-31-74 9110
9840
9850

Cash In County Treasury
income
Expenditures

Account Subsidiary Income Ledger

Debit

8110 Maintenance and Operation (Pa -e Lew

81-874)
8842 Sale of Equipment and Supplies
8850 Rentals

Rev. 4/76 V1-28
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8871 Adult Education Fees
8680 Miseellaneous

Subsidiary Appropriation Ledger

4300 Instructional Fupplies
4900 Other Operating Expenses

To record receipts numbers 6801-6815

The General Ledger is posl.ed in the usual manner. The subsidi
is posted In the same manner as that illustrated under income
rectly in the county treasury.

ry Income Ledger
eposits made di-

The subsidiary Appropriation Ledger is posted in the same manner as that shown
under expenditures, as in the following example:

APPROPRIATION LEDGER
Account 4300 ifls:L-ELJEliona

Unencum-
Outstanding Expended bored

te ence brances tions Exuendod encumbrances to date Budei balance

7-31-34

Refer- Encum- Liquida-

Recordin . Exienditures and Other Disbursements--S la ies

Salary expenditures are generally more efficiently posted by total from the
payroll payment order, or similarly titled listing, which is an itemized, de-
tailed list of individual salaries for a particular payroll. A summary of
accounts to be charged to the various expenditure cassifications is needed
for this procedure (see California Community Colleges District Payroll Pay-
ment Order, page VI-32).

Very rarely, such as when accounting salaries for a one- or two-teacher school,
Individual salaries paid might be entered directly In the General Journal.

Preparing the journal entry. The journal entry to record payroll payments
lists the General Ledger and subsidiary ledger eccounts and the amounts for
each, as in the following example:

Date Account Debit Credit

7-31-74 9850 Expendi ures $40,275.00
9110 Cash in County Treasury $40,275.00
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Account

1100

1200

1300
1400
2100

2300
2400

Appro ria "J1 Ledger

Certificated Salaries Regular Schedule
Teaching

Certificated Salaries Regular Schedule
Nonteaching

Certificated Salaries Other Teaching
Certificated Salaries Other Nonteeching
Classified Salarjes, Classified Service,
NoninStruction

Classified Salaries, Other Non-Instruction
Classified Salaries, Other, InStructional

Aides

To record expenditures for payroll listing number 1 for the

July

$ 0,000.00

3,600.00
2,000.00

925.00

250.00
2,850.00

650.00

n h of

Posting the General Ledger. The journal entry for payroll expend tures i,a;

posted to the General Ledger in the same manner as previous entries, as In
the following example:

Account 9850

7-31-74

Account 9110
Date Reference Debit

J8 $40,275.00

7-1-74

C ed t Balanc

Cash in Countf T -asu

$40,275.00

J1 $100,042.67
7-31-74 J8 $40 275.00

Dr

Pa.e I

lance Dr

$100,042.67
59,767.67 Cr

Note that the posting the the cash account is a credit entry that deducts from
the previous balance to give a new debit balance of $59,767.67
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Posting the Appropriation Ledger. Entries in the subsidiary Appropriation
Ledger are made in the expenditure column in each case, as shown in the fol-
lowing example:

Account 1110
APPROPRIATiON LEDGER

Teachers' Salaries

'Refer- Appropri-
'a e ence ation

Encum- Encumbered
brances to date

Pa 1

Unencum-
Extended bered

ided to date balanee

7-1-74 13 -20,000.00 $320,000.00
J5 320,000.00 20,000.00 $320,000.00 000.00 0.00

7-31-74 J8 320,000.00 $320,000.00 $32,000.00 32,000.00Cr

In normal procedures thu liquidation of an amount corresponding to the payment
takes place simultaneously with this posting. The liquidating entry is des-
cribed in the section headed Recording Encumbrance Adjustments--Salaries, fol-
lowing. For purposes of explanation, this account will be carried It's way
until the liquidativg entry is posted.

Note that the "Appropriation," "Encumbered-to-date," and "Expended-to-date"
columns are carried forward with each eosting.

Entries in the program ledger are posd by object classi';cation in the appro-
priate columns in the program ledgers, then subtotaled on the object of expendi-
ture card in the Appropriation Ledger.

The total posting to the program ledgers for the object classification (teachers
salaries) will amount to $32,000, which can be subtotaled In the Appropriation
Ledger (see sample program ledger, page VI-16).

RECORDING EXPENDITURES AND OTHER

Payments to vendrrs are usually r
and listed on a warrant register

'ISEMENTS--OTHER

regular intervals, me y or oftener,
earl be used as the sour le iter the

total expenditure. Like the payroll charges, the amounts to be charged 1-71 the
various expenditure classifications will oeed to be summarized :ea Calif nia

School District Warrant Register Number I on page V1-32).

Other expenditures, such as e district's retirement payments, repayments on
loans, and the like, which are disbursed at the county level, may be entered
individually as reports are received from the office of county superintendent
of schoeI:e. Expenditure transfers between funds of a district require a
similar entry. It is possible to include All such items in one listing and
to enter the total in the General Journal with a summary of amounts to be
ehargee to the various expenditure classes. In either procedure, reference
to the original report or notice should be made, and such documents should
be kept readily available.

Preparing the journal entry. The journal entry to record vendor payments or
other expenditure items lists the General Ledger and subsidiary ledger accounts
and the amounts for each. This journal entry is posted to the Germral Ledger
and the Appropriation Ledger as Illustrated in the entries that follow:
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Date Account Debit
7-51-74 9850 Expenditures $6,245.00

9840 Income 500.00
flOO Cash

Account Appropria÷ nn Ledger
4100 Textbooks $ 350.00
4300 Instructional Supplies 475.00
4500 Other Supplies 1 620.00
5500 Utilities & Houskeeping Services 1,300.00
6200 Buildings 2,500.00

)ncome Ledger
8:10 Maintenance & Operation (Public Law 81-

874)..... . . .. .. . . ........... ..... 500.00

Cred it

$6,745.00

To recoid expenditures for Warrant Register number 1 tor the month of July

CALIFORNIA COMMUNITY COLLEGE DISTRICT

Warrant Register Number 1

Warrant
Number Vendor

Date:

Expenditure
Classification

July 31, 1974

Amount
1 Aldrich & Aldrich, Inc......... ... . . . . 4300 $ 48.06
2 American Book Company. . ... . ........... 4100 350.00
3 Best ML15c Company.. . ... .. ............ 4300 210.00
4 E. P.,Finigan Compny ..... .. 6200 2,500.00

5 Office Supply Compony.. ........ . .... 4500 65.00
6 Pacific Gas & Electric Company........ 5500 700.00
7 Pacific Telephone & Telegraph Co::: 5500 600.00
8 Read's Fence Company..., . . . 4500 875.00

9 Sun Custodial S. 'plies 4500 680.00
10 Taylor's School Supplies 4300 216.94

II U. S. Treasury
(Abatement of income) 8110.. 500.00

Total . . . . . .... . .. . ........,. . ... . $6,745.00

Expenditure Classification Summary:
4100 Textbooks.. ,....... ...... . . $ 350.00
4300 Instruction,i :upplies..... 475.00

4500 Other . . . . .. 1,620.00

5500 Utilities -:ouskeeping Services.. 1,300.00

6200 Buildings 2,500.00
$6,245.00

Income Classi 'cation Summary:
8110 Maintenance & Operation (Public

Law 81-874)abatement.... . . 500.00
500.00

$6,745.00

Rev. 4/76 VI-33

85



Posting the Income Ledger. This posting to the subsidiary Income Ledger is
an example of an abatement of income.

INCOME LEDGER
Account 81 10 Maintenance and 0-eration (PL 81-874 ) Pa e 1

Refer- Estimated Amounts Total Received Estimated to
Date encs Income Received to date be received

7-1-74 J1 $2,500.00 $2,500.00
2,500.00 $2,400.00 $2 400.00 100.00

31-7 ?,500.00 500.00Cr 1,900.00 600.00

RECORHNG ENCUMBRANCE ADJUSTMENTSSALARIES

The amount of encumbrances to be adjusted or liquidated when salary payments
-e made in the same amount as is being paid, provided such amounts have been
eneumred. This procedure will leave the proper balance of encumbra':ce for
each succeeding month if there is no change in rate of pay.

Further adjustment is necessary for changes of contract, terminations, and the
like. 1 is generally preferab/e to liquidate the exact amount of the payroll
posting and .) pick un additional adjustments in a separate posting from a list
of changes. For eu-,e, a payroll expenditure of $40,275 represents the regu-
1:r monthly payroll tor salaries encumbered for the year. However, because one
eftloyee terminated 2n July and received less than a full month's salary, the
diji'erence bet 7-di./ic! _1 amont encumbered, $300, and the amount paid

id liquidated, $2 1 (ar eseits a cancel'ation of $100 to encumbrances for July
in addition to th if--ZO for the rest of the year, $3,300, or a total can-
cellation of encumcces iv the amount of $3,400. The person replacing this
employee was paid $50 In July and will be pai '.)2,70 for the rest of the year.
This is an additional total encumbrance of $2,800. The net adjustment to encum-
brances is a reduction of $600. The Certificated Payroll Encumbrance Summary
illustrated In this Lection (see page V1-23) provides for a method of adjusting
s, lary encumtrances.

The use of some machine systems makes 1_ more practical to liqui&te -II encum-

brances for salaries at the time payroll expenditures are posted and lo reer-
cumber the adjusted amounts for the remainder of the year.

Preparing the journal entry. The journal entry to record encumbrance adjust-
ments lists the General Ledger and subsidiary ledger accounts and the amounts
for each, as shown in the following example:

Date Account Debit Credit
7-31-74 9620 Reserve for Encumbrances $40,275.00

9620 Reserve for Encumbrances 600.00
9830 EncumbranCes- $40,275.00
9830 Encumbrances 600.00
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Appropriation Ledger
1100 Certificated Salaries Regular Schedule Teaching. . .. ,..........
1200 Certificated .11aries Regular Schedule Nonteaching..............
1300 Certificated .Jalaries Other Teacng---
1400 Certificated Salaries Other Nonteaching................ ..
2100 Classified Salaries, Classified Service Noninstruction..........
2200 Classified Salaries, Classified Service, Instructional Aide--
2300 Classified Salaries Other
2400 Classified Salaric-:. Other Instructional Aide

To record salary encumbrance liquidatic% and adjustments for the
month of July

$32,000.00
1,600.00
2,000.00
925.00
600.00
250.00

2,850.00
650.00

Posting the General Ledger. Ile journal entry for salary encumbrance !iquida-
tions and adjustments is posed to the General Led er as usual.

Posting the Ar Ion LJ,Jc,er. Entries in the subsidiary Appropriation
"Encumbrances" cc.umn '1 the following example:Ledger are math.

Account 1100
APPROPRIATION LEDGER

Ce'tif cated Salaries R- ular Schedul- Teachin

Refer- Appropri- Encum- Encumbered Expended
ence ation brances to aate Expended to date
J3 $320,000.00
J5 320,000.00 $320,000.00 $320,000.00

7-31-74 J8 320,000.00 320,000.00$32,000.00 $32,000.00
JI0 320,000.00 -32,000.00 288.000.00 32,000.00

Date
7-1-74

Ac unt 2100 Cie
APPROPRIATION LEDGER

ified Salaries, Classified Service, Nonins= ruction

Refer- Appropri- Encum-
Date ence ation Lrances
7-1-74 J3 t3;,600.00

J5 3,600.00 $3,600.00
7-31-74 J8 :i,600.00

JI0 3,600.00
J10 3,00.00

-250.00
-600.00

Encumbered Expended
to date Expendez odate

,600.00
3,600.00
3,350.00
2,750.00

$250.00 $250.00
250.00
250.00

Unencum-
bered
balance

_20,000.00
0.00

32,000.00Cr
0.00

P- e f
Unencum-
bered

balance
600.00

0.00
250.00Cr

0.00
600.00

Me control account, Encumbrances, in the General Ledger cah be proved
adding the totals of the "Encumbered-tc-date" column in each of the sub-
sidiary Appropriation Ledger accounts.

RECORDING ENCUMBRA' iTMENTS--OTHER THAN SALARIES

The amount of encumi., o to be adjusted or liquidated when vendor payments or
other expenditures are recorded ls the amount originally encumbered for the spe-
cific items. Thus, if a purchase order was originally encumbered for $100 but
the actual payment was $99.50, the original $100 encumbrance is liquidated.
Partial payments on an order are liquidated in the same amount as originally
encumbered for items being paid, and the baler' e of encumbrance is liquidated
when the final iment is made.
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Depending on the encumbrance method being used, the adjustments or liquidations
are posted either directly from the purchase order as illustrated on page V1-26
or from a Purchase Order Liquidation Summary listing the purchase orders being
paid. The same form can be used as that shown for the Purchase Order Encumbrance
Summary on pace V1-27. The warrant register form shown on pape V1-34 might also
be used to indicate liquidations of encumbrances by adding coiemns for purchase
order number, amount encumbered, and encumbrance classification.

Here again, it is true that with some machine systems it is more practical to
liquidate all encumbrances and to reencumber those that are outstanding after
the paid items have been deleted. If nn encumbrance amount is cancelled or
changed because items ordered are unavailable or prices are changed, the adjust-
ment is recorded in the same manrier as the routine liquidations following payments.

Preparing the journal entry. The journal entry to record encumbrance adjustments
lists the General Ledger and subsidiary ledger accounts and -,he amounts for each,
as shown in the following example:

Date Account Debit Credit

7-31-74 9620 Re-erve for Encumbrances $6,245.00

9830 Encumbrances $6,24-_, 00

Appropriation Ledger
4100 Textbooks...... 350.00

4300 Instructional Supplies. . . . . . . . . 475.00

4500 Other Supplies 1,620.00

5500 Utilities Housekeeping Services.... 1,300.00

6200 Buildings and Improvement of Buildings............. 2,500.00

To record encumbrance liquidations (other than salaries ) for

the month of July

The journal entry ,,- encumbrance liquications (oth posted to the General

Ledger in the us&i manner.

Posting The TopriaTion Ledger. Entries in the subs1dy ;%iPr ction

Ledger are made in the Encumbrances column, as shown in fol; g example:

Accoun: 4300
APPROPRIATION LEDGER

Refer- Appropri-
Date ence ation
7-1-74 _3 $2,500.00

J6 2,500.00
7-31-74 J9 2,500.00

J11 2,500.00

Rev. 4/76
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Encum-
brance

Encumbered
to date Ex ended

Expended
to date

Unencum-
bered
balance
2,500.00

P50.00 $750.00 1,750.00

750.00 $475.00 $475.00 1,275.00

-475,00 275.00 475.00 1,750.00
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!cording adjustments to estimated income. When information s received that
icome will exceed the original estimate In the official budget, a new estimate
income is made, and the increase is recorded in the General Ledger and the

come Ledger. The increase in estimated income is recorded as follows:

te Account
31-75 9810

9710

Debit Credit
Estima'.ed Income $1,100.00
Unappropriated Fund Balance $1,100.00

Income Ledger
II Basic and Equalization Aid $1,100.000r

cord revised estimate of a state apportionment

is entry increases the estimated income in the Gen ral Ledger and in the in-
Ledoer. It also increases the amount available for appropriation as indi-

ted by a credit balance in the Unappropriated Fund BalaACe account. (Note
at the entry simply records the amour 3yailable for appropriation. Actual
propriation may be made by governing bord action only, as prescribed in EC
)01 and 20953).

Dr1 a revised income estimate indicates a decrease in amount of estimated re-
ipts, the decrease is recorded in a sim lar manner, as L)Ilows:

'e Account
51-75 9710

9810
Unappropriated Fund Balance
stimated Inc() e

Debit

$1,100.00
Credit

$1,100.00

Income Ledger
1 Basic and Equalization Aid. I,100.00Cr

To record revised estimate of basic and equalization aid

e that when this et,i-ry is posted to the General Ledger, a debit batance in
t.1.)appropriated Fund Balance account usually results. A debit balance indi-
es that appropriations exceed available resources a-,f. is a warning that ex-
ditures must be _nntrolled so that this amount remains as unexpended appro-
ations at the end of the fiscal year.

ording adjustments to appropriations. Except when a revised appropriation
get has been adopted, adjustments involving changes in current appropriations
I have no net effect on the General Ledger balances. The changes will affect
y the Appropriation Ledger, because the total amount appropriated is not
fged but is simply redistributed among the appropriations accounts:

Account Debit Credit
50-74 9820 Appropriations $500.00

9820 Appropriations $560.00
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AppropriationS Ledger
6400 Equipment 5 00Dr
4800 Equipment Replacement.. . .. .... . ......... . 5 n.00Cr

To record appropriation transfers adopted 10-30-74

Recording adjustments to expenditures. When information shows thd+
already recorr'Jd as an expenditure should be charged to some ot-f-r
account, the adju5iman is made wiihoui net effe& on the General ThL, Tn
expenditures portion of the Approviation Ledger will reflect the chango
in the foihwing example-

Date Account
11-16-74 9850

9850

Appropr
4100 Textbook.
4200 Other Books..

Debit Credit
Expenditures $25.00
L/penditures

.. . .. .
. ....... . . .. e4 . ....

$25. OODr

25.00Cr

To record correction of expenditures classification coding on
warrant number 12345, 10-15-74

Date Account Debit
11-30-74 9850 Expenditures $200.00

9850 Expenditures

Appropriation Ledger
1100 Certificate Salaries Regular Schedule Teaching $200.00Dr
1200 Certificate Salaries Regular Schedule Nonteaching 200.00Cr

To record portion of J. D. Smith's November salary as Teacher's
Saiaries because he substituted for A. B. Clark

$25.00

Credit

$200.00

Recordinc adju tments to stores. Adjusting entries resulting from a stores
operation are shown in the next example. When a physical inventory reveals
a stores overage or shortage, the amount must be recorded in the records. The
usual practice is o adjust the Stores--Inventory and the Stores--Overhead ac-
counts.

Date Account Debit Credit
11-25-74 9210 Stores--Inventory $75.00

9210 Stores--Overhead $75.00

To record stores av rage por inventory of 11-15-74

An inventory shortage reflected by simi'ar entry, except that the debit and
credit entries are reve ed.

Periodically, the Stores--Overhead account is cleared of its charges. This must
be done at least once a year to assure that the year-end balance in the overall
Stores account represents only mater'l on hand In the warehouse and available
for issue.

90
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Clearing the Stores--Overhead account requires an entry to distribute the bal-
ance of this account to the various expenditure accounts. One of several methods
may be used for determining this distribution. Regardless of the method used,
the entry is made as shown in the following example:

Date Account Debit Credit
6-30-75 9850 Expenditures 500.00

9210 Stores--Overhcld $1,500,00

Appropriation Ledger
4300 Instructional Supplies.. . . ......... . .... ........ $1,000.00Dr
4500 Other Supplies . . ............. .. .. ............ 500.000r

distribute warehouse overhead expense fo- the fiscal year

CLOSING THE GENERAL LEDER

The closing entries fall into two categories. The first category is the adjust-
ing or the accrual of certair. '.lance sheet accounts. The second category i

the closing of all budgetary and operating accounts.

Determining the adjusting entries. Adjustments of prior year accruals may be-
come necessary because of errors in estimating the amount to be accrued or
changes resulting from information available at a later date.

There are two methods of handling prior year accruals. Under the first method
adjustments are automatically recorded in the books. Under the second method
adjustments cre made during the year as additional information becomes avail-
able, not at year-end.

The following is taken from the general instructions, Annual Financial Report:

Method I: The amount of varance between prior year estimates of Accounts Re-
ce:vable an,' Current Liabilities and the actual transactions of this yoar must
be used r?:(her to increase or to decrease the current year income and expen-
ditures. I" actual amounts fall shor+-of estimates, the same accounts of
the currn r should be reduced as were increased in the prior yz.ir. If

the actual Eml,_,unts exceed estimates, the excess should be adde6 to the most
appropriate currert year account. This should in no way reduce the determina-
tion ol the estimates of Accoutits Receivable anc Current Liabilities nt fte
7lose of a year t..a shown on Forms CCAF-303 and CCAF-304 respectively.

Method 2: Follow the procedure used in prior years by not making the adjustmot
to the cpecific current year accounts.

First method. A reversing entry of the original accrual is made on July I of
the following year. For example, a reversing entry closes the balance in the
current liability accovnt and places a credit in the expenditure account. When
the liability is paid, the debit is made to the expenditure eccount in the same
manner as any i.ormal e -vmnditure.
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At year-end, ameunts of income or transfers from other districts due and not yet
received are determined and recorded in the current fiscal year. However, monies
due from tax delinquencies are not included, because tax income is recorded on a
cash basis. Only those amounts that can be reasonably determined are recorded.
The amount recorded as Accounts Receivable must agree with the report filed with
the county superintendent of schools.

Those amounts that are due and receiVable from other funds ef the district are
recorded as Due from Other Funds rather than as Accounts Receivable.

Accounts Payable or Current Liabilities are amounts due but unpaid at year-end
for goods and services received during the year. The amounts set up as current
liabilities must agree with the report sent to the county superintendent of
schools.

Thoee liabilities that are due and payable to other funds of a district are re-
corded as Due to Other Funds, rather than Current Liabilities.

If the district maintains a Stores account, refer to Part V of this r
Information.

If the proration for prepaid expense items is made at the time of the eeeendi-
ture, no further action is necessary at year-end. The prepaid expense proration
schedules should be checked at this time. If there is an error to be corrected
or an adjustment to be made, the debit or credit wil; be made to the Prepaid Ex-
pense account and the offset to the appropriate expenditure account.

The Reserve for Working Capital account i5 adjusted to reflect the net increase
or decrease during the year.

The total amount of the General Reserve account is closed to Unappropriated
Fund Balance, t'e total amount in the Income and Estimated Income accounts are
closed to Unappropriated Fund Balance, and the total amounts in the Appropria-
tions and Expenditures accounts are closed to Unappropriated Fund Balance.

Preparing the adjusting journal entries. Under method one the adjusting entri
are made as follows:

Date Account Debit Credit
6-30-75 9580 Expenditures

9510 AccOunte Payable

Subsidiary Expenditures Ledger
4300 Instructional Supplies.. . . . . . . . ...........

To record ilabilltlee for goods and services received

NOTE: This records accrued liabilities at the of fiscal year 1973-74.
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Date Account
7-1-75 9510 Accounts Payable

9580 Expenditures

Debit

Subsidiary Expenditures Ledger
4300 Instructional Supplies.... ... . . .. . . . . ........

To rev rse accrual of prior year liabilities

Credit

NOTE: This ent-y reverses the prior year accrual at the beginning of fiscal
year 1975-76,

method. The original ,(7.rual is left on the books until the cash receipt
or disbursement is recorded. this time any necessary adjustment should be
mde. Under method two th ng entries are made as follows:

Date Account
6-30-75 9580 Expe

9510 Acsc 'cs fabL

To record liabilitie!, Js and services received

Debit Credit

pate Account
7-31-75 9510

9110
Accounts Payable
Cash in County Treasury

To record payment of liabilities

Debit Credit

Note that as soon as it is believed th t all prior year liabilities have been
paid, the net difference between the total of the actual payments and the total
of the liabilities entered before the close of the preceding fiscal year and
brought forward as a balance in the Current Liabilities account should be the
basis for an entry to close such balance to Unappropriated Fund Balance.

The following entries illustrate the recording of year-end accruez: Income ex-
penditures and abatements. Neither of these entries has any e,ffect on the cash
account. These )ccounts a -!eared in the following year by one of the two
methods previc y describet

Pate Accoun Jebit Credit
6-30-75 9160 Accounts Receivable

9840 Income

9850 Expenditures

Subsidiary Income Ledger
8880 "Miscellaneous income Funds"....... .. . ............

Subsidiary Expenditures Ledger
4500 Other 01r- ......,..................

To rec
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Dat
6-3

Account
75 9840 Income

9850 Fxpendi ures
9510 Ac2'.:1-Aints Payable

SubSidiary Income Ledger
8850 Rental Income

Debit Credit

Subsidiary Expenditures Ledger
4500 Othor Supplies...... .. . .. . . . . ...........
4200 Other Books............. . . ..................... ...
4300 Instructional Supplies...

To record Iiabilitic _ for goods and services received and abatements
of income

When accounts are closed, the General Journal entries are made as illustr ted
in the follow ng examples:

TO CLOSE THE GENERAL RESERVE ACCOUNT

Date Account Debit Credit
6-30-35 9630 General Reseive

9710 Unapprooriated Fund Balance

TO close the General Reserve account

Date Account
6-30-75 9840

9710
9810

TO CLOSE EST1MTED INCOME AND INCOME

Incom
Unappropriatc id Balance

Estimated lnc-

Subsidiary Income ledger
8110 Maintenance and Operation PL 8i-8'''...........
8210 National De-p=ense Education Act.(PL 85-864).
8611 Basic Ald and Equalization
8616 Educationally Handicapped Minors................
8622 Transportation,
8811 District Secured Noll Taxes..........
8812 District Unsecured Roll Taxes_
8880 "Miscellaneous Funds"..
8920 Tuition Transf rs... .......

V6606.1:011.611f

Debit CredIt

To cloF Letimated Income and Income to Unappropriated Fund Balance

Rev, 4/76
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TO CLOSE APPROPRIATIONS AND EXPENDITURES

Date Account Debit Credit
6-30-75 9820 Appropriations

$320,000
55,000
40,000
19,500

9850 Expenditures
9710 Unappropriated Fund Ba -nce

Subsidiary Expenditures Ledger
1100 Certificated Salaries, Regular Schadule Teaching
1200 Certificated Salaries, Regular Schedule Nonteaching
1300 Certificated Salaries, Other Teaching

Certificated Salaries, Other Nonteaching
2100 Classified Salaries, Classified Service, Noninstruct on 4,100
2200 Classified Salaries, Classified Service, Instructional Aide. 12,000
2300 Classified Salaries, Other Noninstruction . 36,000
2400 Classified Salaries, Other Instructional Aide 7,000
3100 State Teachers' Retirement System Annuity .. . .. 10,000
3200 Public Employees' Retirement Fund 2,000
3300 Old Age, Survivors, Disability, and Health Insurance.... 1,500
3400 Health and Welfare Benefits.... .. . ....... ......... . .. 900
3600 Workman's Compensation Insurance
3700 Local Retire.41ent Systems.... . . ... 1,9)
4100 Textbooks ... . .. ......... .. . .......... . ...... ....... .. 1,01 1

4200 Other Books.. .... . . ....... . . ........ . 500
4300 Instructional Supplies............ .. . . . . ........ . . .. . .. 2,500
4500 Other .. ......... ..... 800
4800 Equipment Replacement.... . .. . . ....... ....... . . .. 6,000
5100 Contracts for Personal Services of Consultants, Lecturers,

and )thers 500
5200 Travel and Conference and Other Expense Reimbursements 300
5300 Dues and Memberships............... . . . . . . ......... . ..... 200
5400 Insurance... . .............. .. .... ........., ...... . . 1,000
5500 Utilities and Housekeeping Service5.... ... . .... .. . . 5,000
5600 Contracts, Rents, and Lee:-Jas 4,500
5700 Legal, Election, and Audit Expelses................ 500
5800 Other Services and Expanse 4,500
5900 Interprogram Charges Pnd Credits................., 0
6100 Sites and Site .. . .......... . . .... 2,500
6200 buildings . ............................ . . 22,500
6300 Books .0.040 .. . Pg. . .... 00.p. .. 1.500
6400 Equipment........ .. ................ . ..... . ..... 00.00.00 7,600
7200 Tuition Transfers... . ....................... .......... . 30,0

PREPAID EXPENSES

Cash is often disbursed by school districts for services or materials a portion
or all of which actually applies to a future fiscal period other than that in
which cash disbursement is made. The most common such disbursement is for in-
stance, full premium of which is paid immediately, the coverage of which extends
into school years. Were the entire premium charged to the year in which the
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premium is paid, expenses for cuch a year would be overstated, and a comparison
with years in which such premium was not paid would become invalid. For the
purpose, therefore, of ircluding expenditures in the year that the services or
materfais were received, it becomes necessary to accrue as an asset the amount
of cash dishorsed fo: an item eIlocaled 10 a f.uture year.

When the casn dibursement for an item as discussed above is made, it is neces-
sary to credit the cash account for the full amount of the disbursement. The
debit must be split to two accounts, that portion which applies to the current
school year being chargeJ to current year expense appropriate to the item, and
the remaining portion applicable to a future year charged to the asset account
entitled Prepaid Exrenses, as in the following example:

General Ledoer

Date Account Debit
7-15-74 9850 Expenditures $100.00

9220 Prepaid Expenses 400.00
9110 Cash in County Treasury

Credit

$500.00

To record payment of a five-year insurance policy, one year of which
applies to the current year

Appropriation Ledger

Date Account
7-15-74 5400 Insurance

Debit
$100.00

Credit

To record payment of a f ve-year insurance policy, one year of which
applies to tilt', curre,.t year

At the end of the sc:,Dol year when the books are closed, the asset account, Pre-
paid Expenses, is included with other ending balances and becomes a part of the
beginning balance for the next school year.

After the books are opened for the next school year, it is necessary to determine
whether ail or a portion of Prepaid Expenses applies to the current year. This
amount must be charged to the appropriate expense account of the new year, leaving
as a remainder in tha asset account any amounts not yet appIlcable. These, in
turn, must be carried over as Prepaid Expense- to the nex q&,),01 year. To fac-
ilitate determination of the amount to charge lo a year other than that in which
tne original cash disbursement was made, it is good practice to prepare a schedule
of amounts and periods applicable e: the time when the original cash disbursement
is made, as shown in the following example:

PREPAID EXPENSES SCHEDULE

Policy Overall First Second Third Fourth Fifth
Da'e Number Car ier Total Year Year Year Year Year

7-I5-75 $400.00 $100.00 $100.00 $100.00 $100.0
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This schedule is retained for reference at the time of a future year charge-off
to ensure that the correct amounts are charged to each succeeding year in which
a benefit is received. The preceding schedule would be updated at the beginning
of each school year by reducing the control total by the amount of the first year
succeeding, which is charged to expense, and by moving each figure in the next
several columns one column to the left,

Tc) charge off the portion applicable to a new year at the beginning of that year,
a jodrnal en'xy is made, with the debit to the appropriate expenditures account
arid the credit to Prepaid Expenses. This should be one of the first entries.

ACCOUNTING FOR STORES

For those school di tricts that maintain central stores of materials, it would
be inappropriate to charge the amount of cash disbursed for stores as an ex-
pense for any given year. Instead, it is necessary to charge as expense only
the value of the stores issued during such year. The value of stores paid for
but not issued must be accrued as an asset to become a part of the ending bal-
ance at the close of the school year. The same amount in turn becomes a pa,t
of the beginniog balance of the new year when the books for the new year are
opened.

Unless a Stores Revolving Fund has been established in accordance with provi-
sions in the Education Code, payments for stores are made from tle General Fund,
with the debit to stock purchases within the Stores account aRd the credit tO
Cash, as in the next example:

Jourñal Entry

Date Account Debit Cradi
9-11-74 9210 Stor -: purcha -s for stock $55.10

9110 CaSti in County Treasury

To record suppl les purchased for stock

$55.10

When stack is issued, an entry must be made crediting stock purchases within
the Stores account and debiting the appropriate expense account. This may be
done by posting detailed requisitions to a special journal, the accumulated
total of which is posted to the General Ledger at monthly intervals. Such
posting is shown in the following examples:

Stock Issued Ledger

Requisition
Date Number School Account
9-7-74 12501 Roosevelt 4300 Instructional Supplies.... $ 2.72
9-9-74 332 Garfield 4500 Other Supplies.... . 7.66
9-10-74 2661 Washington 4500 Other Supplies. ..... 12.01
9-27-74 32 Wilson 4300 Instructional SupplieS 19.43
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Monthly Journal Entry

Date Stock Issued Ledger Debit ,

9-30-74 4300 Instructional Supplt- $22.15
4500 Other SupplieS 19.67

9210 Stores, withdrawals from stock

To record withdrawals of stores for the month of Sepfember, 1973

Slore Ledger

Credit

$41.82

Overhead Overhead Stock Srck Total
Date reimbursed expense purchases wtthdravals stores

9-11-74 $55.10 $55.10
9-30-74 $41.82 13.28

In the event that a Stores Revolving Fund has been established, a warrant must
be drawn on the General Fund payable to the Revolving Fund In the amount of the
total withdrawals in lieu of .7he Journal entry just given; but the accounts are
otherwise the same.

To extend the value of stock issues, the most common practice is to compute an
average price each time new stock is rece'ved and to use this average price for
extending al! requistIons prior to the next receipt. The data necessary to
compute an average price is accumulated by maintaining perpetual stock records
for each iteM carried in the warehouse. Part V of this manual contains detailed
Information about methods of maintaining perpetual stock records.

Certain expenses, other than the disbursament of cash for stock, are usually in-
curred in the operation of a warehouse, Examples of such expenses are the sala-
ries of warehousemen or deliverymen, utilities, rented space, and vehicles. If

stores are accounted for in the General Fund, these other expenses may be dis-
tributed directJy to the appropriate expenditure accounts or charged to overhead
expense. If a Revolving Stores Fund has been established, these other expenses
would be charged to co% erheed expense within +he Stores account in the revolving
fund rather than in the (eneral Fund. Eventually it will be necessary to pro-
rate these expenses to -:-he appropriate expense accounts; using the distribution
charges cs a basis hor stock withdrawals, prorations may be rade either as
issues are made or at the c-nd of the year.

One method of distributing overheao incurred in operating a stores warehouse is
to add to the average cost of each iyern requisitioned a fixed percent (overhead)
that is sufficient to cover all operation expenses. This method of distributing
overhead allows the IbtAl warehouse operating costs to be distributed to appli-
cable expenditure accounts by the end of the year. Any surplus or deficit in
the net total of the two remaining overhead accounts is then prorated and distrl-
buted among the liable expenditure accounts.

If the overhead is mot distributed along with the stock issues, then some means
of eventual distributior of overhead must be maintained. This may be done by
keeping a running analyn;s e4 withdrawal's by classification of the expenditure
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accounts to which the charges are being made. The totals are converted to per-
cents of the total withdrawals at year's end, and the total overhead expense in-
curred In operating the stores warehousn ic distributed to expenditure accounts
on the basis of these percents. When a constant percent is added to issues

i

accounting for the above entries, the debit of the total amount including the
percent for overhead, is charged to the appropriate expenditure account. The
credit, however, must be split belween actuat value of the items of stock with-
drawals computed at the latest average price and the amount that was obtained by
extending that value by the constant oercent to cover overhead reimbursed to the
Stores account. For this purpose an overhead reimbursed account should be main-
tained within the Stares account. At -i-he end of th(a- year, the total charges te
overhead expense will be available q,Tarately from the credits to overhead reim-
bursed. For the following year, percents may be adjusted to reduce differences
between the overhead amount expended and reimbursed. Any differences between
these two accounts at the enC of the your must be charged or credited as the
case may be to appropriate expense accounts according to the value of the items
issued.

As mentioned in Part V of this manual, an actual physical inventory should be
taken at least once annually, and a comparison should be made between the con-
trol county on the perpetual inventory and the actual count. At this time any
difference chould he adjusted by charging or crediting overhead expense, by the
value of any difference in the quantity on hand, with the offset to stock with-
drawals. lt at any time the warehouse is unable to complete a request because
of insufficient stock, an indication of how much was actually issued should be
noted On the requisition. This will make possible a simple check of agreement
with the perpetual inventory on that item, since the account will now be zero,
or very small. Inventery variations discovered at such times should be accounted
for when convenient, but no later than the end of the year.

Specifically, if the Stores account is maintained in the General Fund, the net
value of the inventory will be reported in Part

1 of the Annual Financial and
Budget Report, both as an ending balance for the current year and as a beginning
balance for the new year. If a warehouse Revolving Stores Fund aCcount has been
established, the net value of the inventory will be entered on part nine of the
Annual Financial and Budget Report, which is for special funds. List the accounts
as "Stores" for both beoinning and ending balances. Expenditures for operating
purposes will be zero in all cases, since these expenditures are accounted for in
the General Fund. Should additional capital be added to the fund resulting from
an increase in daily attendance, the increased capital is accounted for as a
transfer expense on the General Fund and a transfer income on the Revolving
Stores Fund. Conversely, should some portion of the capital funds be returned
to the General Fund, the amount returned is a transfer expense on the Revolving
Stores Fund and a transfer income on the General Fund.

In the event that the Revolving Stores Fund is established as a common fund of
two or more districts, duplicate Annual Financial and Budget Report forrns (Part
II) are prepared fon inclUsion with the budgets of each co-owner of the fund.
An indication is made showing the percent of equity of e.,.ch co-owning district
according to the value of its initial cash and inventory contributions to the
established fund.
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Wher the Revolving Stores Fund is established initially, the transfEr expense

account in the General Fund is in the amount of cash plus inventory contributed
to the fund. In this year tne General Fund will show the value of Stores as a

beginning balance but will show ne ending balance. The Revolving Stores Fund of

the first year will show no beginning balance but will show a transfer income in

the !-otal value of cash plus inventory received and an ending balance of Cash

dnd Stores.

GENLRAL LEDGER ACCOUNTING FOR BUI DING FUNDS

Building funds are used to account for Ihe reccipt and disbursement proceeds of

the sale ef bonds authorized by elections and issued by a district under Educa-

tion Code Section 21701. The major expenditure,s in a district building fund are

related to the purchase and imprwiements of sitcJs, construction and modification

of buildings, and the purchase of equipment.

The accounting entries descrbed earlier in this section for appropriations, ex-

penditures, and encumbrances are found in the Building Fund. However, there are

some accounting features in this fund that are not found In other funds.

To illustrate the accounting for a building fund, a series of typical transa tions

and entries in summary form is given, as follows:

I. An issue of bonds totaling $5,000,000 is authorized by the voters for

the purchase of sites and the construction of buildings.

Serial Bonds Authorized--Unissued $5,000,000

Reserve for Unissued Bonds $5,000-000

2. The full issue is sold to the Bank of America.

Cash in County Treasury
IncomeSale of Bonds $5,000,000

$5,000,000

$5,000,000

$5,000-000

000,000

$5,000,000

Reserve for Unissued Bonds
S rial Bonds Authorized--Unissued

Estimated Income
Appropriations

NOTE: Because contra
priation authority must be withheld until bonds are sold.

Construction contracts and agreements to purchase s tes are made in the

amount of $4,900,000.

Encumbrances
Reserve for Encumbrances $4,900,_00

cannot be let until funds are availlabie, appro.-

$4,900,000
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4. Other costs, not encumbered, are paid in the amount of $20,000.

Expenditures
Cash

$20,000

$2000_

5. Construction contracts and agreements to purchase sites, previously encum-
bered, are paid in the amount of $4,910,000.

Reserve for Encumbrances
Encumbrances

Expenditu es
Cash

$4 0 000

$4,910,000

An entry is made to close E p nditures into Appropriations.

Appropriations
Expenditures $4,930,000

7 An entry is made to close Income into Estimated Income.

'rico e--Sale ol Bonds $5,000,000
Estimated Income $5,000,000

B. An entry is made to close Appropriations into Uoexpended Fund Balance.

Appropriations $70,000
Unexpended Fund Balance $70,000

$4,930,000

$4,900,000

$4,910,000
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APPENDIX B

COLLEGE ACCOUNTING AND COSTING

This appendix discusses accounting princis unique to Community College
districts and certain concepts for measuring costs to facilitate district
and college fiscal decisions.

While most fundamental principles of accounting, such as uniform nomenclature
and double entry accounts, are commoh to both governmental and commercial
operations, certain specific principles are unique to Community College stri

Fixed a sets of a district have little or no bearing on a district's solvency.
However, records of investments in land, ground improvements, buildings, equip-
ment and the like should be maintained for administrative control and insurance
valuation. Fixed assets accounts should be charged with capital outlay expend-
itures from all funds either currently or by summary entry at the end of each
fiscal year and a reserve account entitled "Investment in Fixed Assets" credited
with a like amount. Fixed asset retirements and adjustments are treated similarly
by charges or credits to these accounts. DeprecJation records on fixed assets
generally are not maintained in tax-supported agencies except for public utilities.
Memorandum depreciation records may be maintained to reflect future liability for
fixed asset replacement.

Long7term financing of a government unit is different from private enterprise.
Bonds issued by a private concern are usually secured by the fixed assets of
the issuing concern. Governmental bonds are secured by ability of the college
district to raise money through taxation. Bonded debt accounts are maintained
by the county auditor, and data are usually furnished the district annually
on the budget requirements for the Bond Interest and Redemption Funds. How-
ever, districts should keep memorandum records of the bonded debt in order to
have at hand complete data regarding such indebtedness, present and future tax
requirements for redemption and interest, and potential additional bonding
capacity.

Revenue is defined as additions to assets which do not increase any liability,
nor represent the recovery of an expenditure, nor represent the cancellation
of liabilities without a corresponding increase in other liabilities or a
decrease in assets (National Committee on Municipal Accounting). "Revenue
refers to an increase in the net resouces or surplus of a fund," but not all
increases in the net resources of a particular fund "result in an increase
in the net resources of the municipality as a whole, since the resources of
another fund may decrease correspondingly." Fund revenues are classified by
source, such as federal subvention, state apportionments, or district taxes.
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Ex enditures are charges against appropriations. For accrual accounting

expenditures includes total charges incurred, whether paid or unpaid. For

cash accounting, expenditures covers only the actual cash disbursements.

An 2pmprfation is an allocation of funds, income, or estimated income
made by the governing board of the district for specific purposes, usually
limited as to time expenditure. Appropriations authorize spending for
definite activities by specifying the purposes for which expenditures
may be made, tha amount to be spent, and the period of time during which

the expenditures are to be made.

Though carefully planned, changes in appropriations are sometimes necessary.
Contingencies may arise that require additional appropriations. A contingent

reserve (Accoun-: 7900 Appropriation for Contingencies) is provided from which

the governing board may authorize transfers to activities for which insuffi-
cient funds were provided in the original appropriation.

Obligations in the form of purchase orders or contracts to be met from an
appropriation are recorded as a restriction or encumbrance of the appro-
priation balance to keep commitments within the financial plan. This

controls overexpenditures of appropriations. If encumbrances are not
formally entered against the appropriation account, commitments may exceed
the amount allocated to the appropriation. Obligations cease to be encum-

brances when paid.

Fund balances with suitable qualification, denote excess of assets over
liabilities or excess of resources over the sum of obligations, reserves,

and unencumbered appropriations.

The term :fund is defined as a "sum, of money or other resources (gross or
net) sat aside to carry on specific activities or attain certain objectives
in accordance with special regulations, restrictions, or limitations and
constituting an independent fiscal and account entity" (National Committee

on Municipal Accounting). The accounting structure of a fund may include

all the usual general ledger accounts: assets, liabilities, fund balance,

income, expenditures, appropriations, and encumbrances. The fund is a

complete and separate entity yielding distinct financial reports even though
records may or may not be physically separated. In some cases, specific
expenditures may be made from two or more different and the law authorizes
transfers from one fund to another by resolution of the governing board.

The number of kinds of funds authorized by law varies from time to time.

In addition to the General Fund, some of the typical funds used by Community
College districts are the Bond Interest and Redemption Fund, Building Fund,

and Cafeteria Fund. The greater the number of funds, the more rigid the

financial administration becomes. In the absence of legal requirements,

there sould be as few funds as possible.
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The budget is a proposed plan of expenditures and the means of financing these
expenditures, accounting for necessary legal requirements. Annual financial
and budget reports exhibit actual income and expenditures of the prior fiscal
year, the proposed appropriations for expenditures, and the proposed sources
of income for every fund of the district.

Transactions are recorded in documents such as apportionment notices, cash
receipts, deposit records, requisitions, purchase orders, warrants, and war ant
gisters and these employed for direct or summarized posting to ledger

accounts. They should indicate the accounts affected by account name or number.
Documents that (I) represent transar+ions of any one kind, (2) are numerous and

regularly recurring are usually recorded consecutively and chronologically
in specialized rog ,-fers known as books of original entry. These registers
accumulate total- for si ilar transactions to reduce posting to general ledger
accounts.

Every accounting system needs a journal or system of journal vouchers, other
than special registers, for the first recording infrequent entries for which
no other provision is made: opening, adjusting, and closing entries, and
posting to ledgers. Standard commercial forms are generally suitable.

Calle e Cotilg

The college budgeting structure does not provide for measuring the value of
output. However, many fiscal decisions deal with the internal or technical
efficiency of colleges and may be served by the activity measures and costs
categorized by the activities described in Part III. Such decisions do not
require measuring the value of output. or example, a college may teach
drafting in the most efficient way possible, given its resource. However,
if there is no demand for drafting courses by individuals in the community
or need for draftsmen in the community, region or even state, then the college
is not effective. Effectiveness, in this sense, is determined only by measur-
ing the value of output, in contrast to the notion of efficiency analyzed by
costs and levels of activity.

Costs may be cast in different ways depending upon the subject and length of
time for which the fiscal decision is applicable. Very often alternative

Iutions to a problem are developed and the decision relies on analyzing the
costs and outcomes estimated to result from each feasible alternative.

The costs of any alternative should be the "opportunity costs" resulting from
its implementation. Opportunity costs are the value of those activities or
opportunities that must be forgone to implement an alternative. Such costs
consist of two basic components: variable costs and fixed costs.

Variable costs are generated by resources whose quantity can be adju,ted or
changed during the planning period. Fixed costs, by contrast are generated
by resources whose quantity cannot be adjusted during the planning period.
Whether resources are fixed or variable depends on the length of the planning
period. For a one-year operating budget plan most of the Community College's
physical plant is fixed as are certain staff, due to long-term contracts or
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other semi-permanent employment arrangements. Other staff, particularly
those under part-time or temporary employment provisions, are a variable
resource. For a longer five or ten-year planning period most resources are
variable with the exception of that physical plant and equipment inherited
from a previous planning period.

Cost analysis should include both fixed and variable resources. Costing
the variable resource is easier then the fixed resource because the latterls
period of service extends beyond the planning period. Generally, the
amortization cost of the fixed resource should be used; i.e., that portion
of its total acquisition cost correctly charged against the planning period
given the life of the resource.

Total, fixed, and variable cost data allows derivation of margjnal
costs. Cost rankings of decision alternatives generally use total data.
However, some planning problems require marginal and average data as well.
For example, initial equipment and other fixed costs in Drafting may be
extremely expensive, while the variable costs of adding additional students
to the program are minimal due to increasing sizes of course sections; and
perhaps because those in the drafting program may not use library, student,
and other supporting services at the college to any degree. The average cost
for each student is high while the marginal cost of each additional student
is low. 'As students are added to the program the impact of the fixed cost
becomes less important until the two costs (marginal and average) are equal.
College managers usually must make decisions about increasing or decreasing
program size at points where marginal and average costs are not the same. It

is essential to know the approximate difference between the two measures, even
though it is more difficult to measure the marginal or incremental cost.

In contrast, a decision to establish or terminate a drafting program is
normally based upon total rather than either average or marginal cost so
decisions on efforts to achieve broad college objectives such as enhancing
the educational experiences of the elderly would also use total cost data.

The choice of units in which costs are measured depends largely upon the
problem. If programs involve just instruction and not other elements of
the college operation (the extreme case), student credit or contact hours
are useful unit or quantity indicators. Proposals involving both instructional
and noninstructional costs and perhaps also utilizing community facilities
are cast more appropriately in terms of costs per full-time equivalent student
or per head count student, the former having been adjusted from the latter for
the extent of student part-timeness.

Units, such as costs per degree or certificates granted, popular in four-year
institutions may be misleading for community college planning. Even the cost

per completion, with completion defined imaginatively, is likely to miss the
mark since even those failing to complete a program probably benefit to a
certain extent, Excluding them distorts the cost-benefit analysis by under-
stating the benefits.

It is possible, however, to use the student credit unit as a measure of
output so long as the credit unit is not defined in the traditional sense.
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For example, Mt. San Jacinto College allows variable credit for most courses
offered. A student may earn one, two, or three units in a traditional three
unit course by achieving certain measurable and unmeasurable objectives
specified by the instructor. The use of unmeasurable objectives generally
incorporates the effective, as well as cognitive, elements of college instruc-
tion. A student who masters one-third of the course content receives appro-
priate credit, rather than nothing as he would under traditional credit and
grading procedures. Thus, for Mt. San Jacinto, the credit unit measures output
since it is defined in terms of the skills and attributes added to students
taking courses.

Another popular but sometimes misleading distinction is that between "direct"
and "indirect" costs. One definition suggests thc+ those costs easily attri-
butable to college programs are direct while those more 'lifficult to attribute
to the program - requiring proration or allocation - are ineicect. The
criterion is thus the energy of college staff. Another definition labels
instructional costs as direct and noninstructional costs as indirect. This
apparently refers to classroom expenditures, since the library, counseling,
or admissions and records efforts all have their own direct and indirect
expenditures. The direct-indirect definition appears to be a function of the
particular planning problem and of general use primarily for certain institu-
tional funding situations, such as the Vocational Education Act program, where
federal grants provide additional overhead funding based upon indirect cost
calculations.
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APPENDIX

LIST OF SUPPLIES, EQUIPMENT, AND CAPITAL OUTLAY

rs before items in the list below hive the follow ng meanings:

E Equipment
= Supplies

I Site improvements
E3-. Building

The list should be used
I Isted as equipment are
to the land or building

in conjunction with criteria in Part IV. Many items
considered as materials for site improvement if attached
if attached to buildings.

If an item is not in the list, another similar item can be used. Some items must
be identified by association. For example, an item is identified by associating
ilwIth one of the following supplies: chemicals, cloth, clothing, compounds,
dishes, drugs, fcod, games, glassware, machines (small hand), medicines, paint,
parrs (repair), stationery, tableware, tools (hand, not in sets), and utensils;
or by associating it with any of the following equipment: apparatus, appliances
(hmusehold), cabinets, furniture, implements (farm), livestock, machines (large),
tool Sets (hand), and tools (power).

ES1B
S-Abrasives
S--Absorbent cotton
5-Account books
5-Accounting forms
E-Accounting machines
5-Acetylene
5-Achievement tests
5-Acids
5-Adding machine ribbons
5-Adding machine tapes
E--Adding machines
5-Addressing machine plates
5-Addressing machine ribbons
5-Addressing machine stencils
E---Addressing madhines
S-Adhesive tape
S-Adzes
S-Air, compressed
E--Air compressors

B-Air-conditioning systems
E-Air-oonditionIng units,

casement
S-Air gauges, tire
E.--Air hoists
s-Albums
S-Alccthol

ESIB
E-Alidades telescopic
E-Alignment gauge*, camber, toe-in
E-Ammeters
S-Ammonia
SAmpules
S-Anatomital charts
E-AnetoMicai models
E-Andlrons
E-:-Abemometers

S-Anesthetics
S--Aniline dyeS
5--AniMal boxeS
E-AnnunClators
S--Antifreeze
5-Antiseptic gauze
5-Antiseptics
5-7Antitoxins

E-Anvils
E7-Apparatus cabinets
E-Apparatus, medical, scientific, ec-

fronic, photographic, arc-welding
E-Appliances, household
S-ApplIcators, throat
S-Aprons

E--Aquariums
E--Arc-welding apparatus



ESIB

S--Arch supports
--Archery sets
S--Architects scales, I-Inch

measure
EArmature growlers
SArrows
SArt canvases
SArt crayons
SArt erasers
S--Art paints
SArt paper
SAsbestoS
S--Ash cans
S--Asphalt
S--Asphalt roofing and sid
SAstringents
EAstrographs, wall
S--Athletic uniforms
SAtlases
S--Atomizers
EAudiometers
S--Auger bits
S--Augers

E--Autoclaves
SAutomatic regulating valves
SAutomobile accessories
SAutomobile controls for handi-

capped persons
5Automobile defrosters
SAutomobile fule tanks
SAutomobile heaters

EAutOmobile lifts
SAutomoblle signals
SAutomobile tires and tubes

EAutoMobiles
S--Awards
S--Awls
8Awnings, Fl

EAwnlngt, remov
SAxes
S--Eabbit metal
B--Backboards, indoor, fixed
lBackboards, outdoor, fixed

EBackboards, portable
iBaCkstops, fixed

EBackstops, portable
S--Eddges
S--EadMinton rackets

SEaking pans
SBlaking powder

ble
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ESIB

SEdRing soda
E--Balances, beam
g--Ealances, small spring
EBaling presses, compress on moulding
SEall bearings
S--Bell peen hams s
SEl?Iloons
5--blot boxes
SEdlls
EBand Instruments
S--Ednd saw blades
EBand saws
E--Band uniforms

S--Edndages
5Elands, rubber
S--Eanners

E--Barber shop tools, electric I

SBarber shop tools, hand
EBarber-tYpe furniture
EBarographs
EBarometers
S,-Barrels

E--Bars, horizontal, portable
S-'-Baseballs

SBases, baseball
SBases, electric lamp
l--Bases, flagpole

S--Easins, portable
SEdsketball shoes
SBasketballs
S--Easkets, container
S--Bdth curtains
SBatk mats
SBath r6bes
SBdthtub fittings
SBetons.
SBdts
SBetterles, electric
EEattery charges
SBettery-elements
SBetting, cotton
SBeads, arts and cra s
SBeakers
EBeam, compass
SBean bags
SBearings, ba

1

S--Bearings, roller
EBeaters, egg, electric
SBeaters, -egg, hand
EBeauty class furniture
S--Bedding



ESIB-

S- -Bedpans

E -Beds
S- -Bedspreads

S- -Bedsprings
S- -Beeswax
S-7Bellows, hand

E- -Bellows, power
S- -Bells, call

S - -Bells, small h nd or desk
S - -Belt dressings

S -Belts
S - -Bench stops

E--Benches
S -Benzene
S - -Bevels

F--Bicycle racks, fixed
E- -Bicycle racks, portable
E- -Bicycles

S -Billheads
E- -Bi l ing machines
E- -Binders, agricultural
S --Binders, looseleaf
S --Binding cloth

S--BUnding cord
E- -Binoculars
S --Biological charts
E- -BiolOgIcel models
S --Biology specimens
S --Bit braces

S --Bit tools
S --Bits

S --Blackboard pointers
E- -Blackboards, portable
S --Blackboards, small slate
S --Bladders

S --Blades, saw

S "Blankets
S-7Blanks, printed

B --Bleachers, indoor fixed
-Breachers,:outdoor, fixed
Bleachere, portable
-Bleaches'

--Blinds, venetian-
ElloCkS, hat

S --Blocks, kindergart n
S-Blooks, surface hardened
B --Blocks, terminal

E - -Blood analysis apparatus,
complete

E--Blood plasma cabinets
E-7Blocd pressure apparatus

ESIB

S--Blotter holders
S--Blotter pads
S--Blotters
E--Blowers -

S--Blowpipes
E--Blueprint machines
S--BiueprInt paper
S--Blwing
S--Boards, bread

B--Boards, bulletin, fixed
E--Boards, bulletin, portable
S --Boards, carrom

S--Boards, checker
S--Boards, drawing
S--Boards, emerY
S--Boards, games
E--Boards, ironing

B--Eoards, ironing, bu I -in
S--Boards, lumber
S--Boards, mounting
S--Boards, sandwich
S--Boards, wash
E--Boats or canoes
S--Bobbins
E--Bodies, bus
E--Bodies, truck
S--Bodkins
S--Boiler cleaners
S--Boiler compounds
S--Biler firing tools
S--Bolt cutters
S- -Bolts

S--Bond paper
S--Book cards
S--Book Jackets
S--Book pockets
S--Book records
E--Book stacks
E--Book trucks
E-rBookbinding machinery
E--Bookcases, portable
E--Bookceses, sectional
S- -Bookcloth
S--Bookcovers
S--Bookends

S--gookkeeping forms
E--Bookkeeping machines
S--Bookplates
S--Books
S--Books, cash
S--Books, compos ion



ESIB

E--Books, library
S--Books, looselea note
S--Books, record
S--Books, text
SBools
E--Boring machines, precision, table

or verticie types
S--Bottle syphons
SBotlies
SBowling alley pins
S--Bowls
SBowls, water closet
SBows, archery
S--Box files, cardboard
S--Boxes
SBoxes, electrical
5Boxing gloves

E--Boxing rings, complete
EBoyle's law apparatus, complete

unit
S--Brake lining

E--Brake lining machines
E--Brakes and folders, hand or

power
S--Brakes, complete replacement

units
S--Bress polishes
S--Brass rods
S--Brass sheets
S--Oread knives
SBread pans.

E--Bread slicers, mechanical
EBread toasters, elettric
SBroadboards
S--Breakers, circuit
S--Bricks

E--Bridges, wheetstone and similar
S--Bridles
SBrlefcases

E--Broilers, electric
SBronze, casti%
SBronzing liguld

E--Brooders

S--Brooms, hand
EBrooms, power-driv n
SBrushes
S--Buckets
SBucksaws
EBuffers, electric
SBug sprayp
S--Bulbs, electric 1 h

114

Rev; 2 76 D-4

ESIB

S--Bulbs, flower
B--Bulletin boards, fixed

EBulletin boards, portable
S--Buntrng
S--Burettes
S--Burlap
S--Burners, bunsen
S--Bus accessories
EBus chassis
SBut repair parts
S--Bus tickets
S--Bus tires and tubes
S--Bus tokens

E--Bus wagons
E--Buses
S--Bushings
SButter spr-iders
5-7Buttons
SButtons, push
S--Buzzers
ECabinets, apparatus
E--Cabinets, beverage cooling, ice

or electric
'ECabinets, filing

elCabinets, fixed
E--Cabinets, frozen food storag
ECabinets, ice cream, ice or electric
E--Cabinets, laboratory
ECabinets, lantern slide
ECabinetS, portable
E--Cabinets, print, drafting
E--Cabinets, printers, galley
E--Cabinets, printers, type
ECabinets, supply
S--Cable
E--Cages
S--Cake knives
S--Cake pans
SCake soaps
SCalcimine
E Calculating machines
S--Calendar pads
S--Calendar stands
SCalendars
SCalico
S--Callpers
S--Call bells
ECalorlmeters, continuous flow
E Calorimeters, electric
E--Cameras
E Cameras, motion picture



7-Cameras, still
E --Cameras, TV

-Cancovers
S -Can-openers
S--Candlee'

S--CandleSticks
S--Canes
E--Canners
E --Cances

.S--Cans, ash
S--Cans, garbage
S- -Cans, rubbish
S- -Canvas

E--Cappers
S--Caps metal
S--Carbide
S--Carbon dioxide
S--Carbon paper
S--Carbon ribbons
S--Carborundum stones
S--Carburetors
S--Card holders

E--Card punching and sorting device
E--Card racks
E- -Card tables

S-7Cardboard
S --Cardboard boxes
s-Cards
S--Carpenters squar s
S-'-Carpet beaters
E--carpets

S --Carrom boards
S --Carron cues

S--Carrom rings
E- -Carts'

S --Carving knives
S -LCases, _brief

S-Cases,,cardhlba d
E--Cases, 'dfsplaY
E-Cases, flle-
E7-Cases,, laboratory
B --Cases, musical instr ments,

large
S --Cases, musical instruments,

small
E--Cases,.supply
E --Cases, type

S-.-Cash boxes.

E--Cash-Tegisters
S--Casters
S--Casting bronze

ESIB

S --Catalog cards
S --Catches

E- -Cattle

S--Caulking compounds
S --Caulking irons, all sizes
S --Caustics
S --Cellophane
S --Calls, photoelectric
S

S --Cement, constructi n
S --Cement, liquid

E- -Centering machines
E- -Centrifuges
--Certificates

S --Chafing dishes
E --Chain hoists

S --Chains

S--Chains, tire
S--Chair pads
E --Chairs

E --Chairs, folding
B --Chalkboards, fixed

E --Chalkboards, portable
S--Chalks
S--Chamois
S--Change holders

S- -Charcoal
57-Charge slips

E--Chargers, battery
E--Chart, stands
E--Charts, large
S- -Charts, small

EChassis, bus
EChessis, truck
E--Check handling machines

S- -Checkbooks
S - -Checker boards

S- -Checkers
S- -Checks, brass

E --Checkwriters

S -Cheesecloth
S --Chemicals

S - -Chemistry glassware

s--ChemistrY rubber goods
E- -Chimes, large
S --Chimes, small

S --Chinaware

E- -Chisels, in sets
S --Chisels, not in sets
S --Choppers, food, hand-op sited

E--Choppers, food, power



ESIB

SCircult breake s
S--Clamps
S--Clay
S--Clay modeling tools
SCleaners, flue
ECleaners, steam vapor
ECleaners,-vacuum
SCleaning compounds
EClinometers, photoelectric
E--Clippers, electric
S--Clippers, hand
S--Clips
BClock systems, prog am,

S--Clocks,-desk
EClocks, wall
S--Cloth
SCloth binding

E--Cloth cutting machines
S--Cloth nets
S--Clothes baskets
S--Clothes briishes

E--Clothes dryers
SClothes hooks
S--Clotheslines
S--Clothespins
SClothing

E--Clutch rebuilding apparatus
S--Coat hangers
S--Coat hooks
SCocoa mats
S--Coffee cans
E--Coffee grinders
E--Coffee percolators, electric
S--Coffee pots

ECoffee urns
E--Coin, currency,'and check

handling.machines
SColanders

tables
S--Colored- pencils
E-.-Colorlmeters

SColoring dyes
E--Combines
S--Combs
E--Combustion analyzers
E--COmparators
S--Compasses, blackboard

SComPasses,;, drawing
- E--CompasSesoIlligiletio-

CompaSees, magnetic, pocket

ric

ESIB

S- -Compounds

S--Compressed air
E--Compressors, air
E--Computing machines
S--Condensers, electron c
S--Condensers, Ignition d stribution
S--Condiments
SCondult boxes
S --Conduits and fittings

E--Connecting rod aligners
E--Connecting rod boring mach
E--Connecting rod rebabbiting
S--Connectors, wire
S--Construction paper
SContainers

E- -Conveyors
E- -Cookers, pressure
E--Cooking stoves
S--Cooking utenIlls
E--Coolers, water
.S--Coping saw blades
S--Copper
5Ctippers, soldering
SCopyholders
S--Cord
SCords, elect ic
S--Cores, valve
S--Cork
S--Corkscrews
SCornices, metal
SCorrection fluid stencil
SCorrosives
5Corrugated paper

E--Costumers
S--Costumes, theatr

E--Cots
S--Cotter. pins
S--Cotton, absorbent
S--Cotton gauze
ECouches
E--Counter freezers

BCounters, fixed
S--CounterS, revolution and stroke
S--Countersinks

.5CouPlings
S--Cbverails
S-7Covers
SCrayons-
SCrockery
5- -Crocks

nos
igs



ESIB

--Cross-sect Ion paper
-Crucibles'
-Crude oil

S--Crushed rock
S--Crystals, watch
S--Cues, carrom

E--Cuitivitors
S--Culverts, sheet metal
S--Cup hooks
E--Cupboards
S--Cups
S--Cups, grease
I--Curbs

S--Curling Irons
S--Curtain rods
S--Curtains, shower and window
B--Curtains, stage
B--Curtains, cycloroma

S--Curtains, window
S--Cuticle pushers
S--Cutlery
S--Cutters, glass

E--Cutters, large
S--Cutters, pastry
S--Cutters, plane
S--Cutters, small

E-7Cylinder boring machines
S--Cylinder oils
S--Cy inders, dictating machin
E--Cy inders, gas
S--Cyl inders, hydrometer jar
S--Cy inders, ma i I i ng

S--Dampers

S--Date stamps
S-Daters

E--Dat ing -Mach i nes
S--Decorations
Deep fat fryere

-Deell: freezers
S-.4)ental.abresive po nts

E--Dental :benches
E--Dental cabinets

&-pental chairs
S--Dental charts

E--Dental drilling apparatus
S--Dental drills

. S--Dental instruments, smelt
S"Deodorizers
S--Desk blotters
S--DeSk lamps
S--Desk letter baskets

0-7

ESI

S--Desk pads
E--Desks
S--Developers, photographic
S--Developing tanks
S--Dextrin
S--Dextrose
S--Diaries
S--Dictating machine cylinders,

discs, and tapes
E--Dictating machines
S--Dictionaries, abridged
E--Dictionaries, large unal,-idged
E--Dictionary stands
E--Dies, in sets
S--Dies, not in sets
S--Diesel engines, integral parts of

larger units

E--Diesel engines for use in classrooms
S--Diploma covers
S--Diploma ribbons
-S--Diploma seals
S--Diplomas

E--Discs, optical
S--Discs, phonog aph
S--Dish brushes
S--Dish cicths
S--Dish pans

B--Dish trucks
S--Dishes

B--Dishwashers, fixed
E--Dishwashera, portable
S--Disinfectants

S--DisPensers, seal"
E--Display cases

--Display mounts
S--Dissecting sets
S--Distilled water

E--Distilling apparatus
S--Distributor boxes

SDistributors
E--Ditto machines
S--Dividers
S--Dollies
S--Dolliee
S--Dolls
S --Doormats

S --Doors
S--Dowels
S--Drafting instruments

E--Drafting machines
S--Draglines
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S--Dra n cleaners
S--Dra n pans
S--Drain plugs
S--Drain plungers
S--Drain tile
SDrainpipe flushers
B--Drapery

S--Drapery cloth
SDrawing boards
S--Drawing compasses
S--Drawing instruments
S--Drawing paper
S--Drawing pens

E--Drawing tables
S--Dressers, emery wheel
SDressing, belt
S--Drier, ink
S--Drier paint
S--Drier varnish
EDrIft meters
S--Drift pins, all sizes
S--Drill bits
S--Drill points
EDrill presses, bench, floor

or radial
S--Drills, hand
EDrills, power
E--Drinking water coolers, electric

or ice
1--Driveways

S--Drugs
E--Drums, bass, kettle, snare
S--Drums fiber
SDrums, metal
S--Drums, other than musical
SDry'cells
S--Dry measures
E--Dryers
E--Dryers clothes
E--Dryers, hair
SDrygpods
E--Drying units, infrared
5Dumbbells
5Duplicating machine brushes
SDuplicating machine ink
SDeplicating machine paper
SDuplicating machine parts
SDuplicatIng ma-chine rOls
EDuplicating machines
SDustcloths
-SDusters-
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S--Dustpans
S--Dyes
SEarthenware
E--Easels,.large
SEasels, small
S--Edge tools, except cutting dies

E--Edgers, lawn
SEducational tests
EEggbeaters,.electric
SEggbeaters, hand
S--Elastic
S--Electric batteries
EElectric clippers, sheep, horse
S--Electric cords

E--Electric dishwashers
EElectric floor scrubbers
SElectric fuses

E--Electric hot plates
EElectric Irons
S--Electric lamp bases
-SElectric light bulbs
EElectric mixers
EElectric sanding machines
S--Electric switches
EElectric toasters
EElectrIc tube testers
EElectric vacuum cleaners
E--Electric waxing machines
E--Electric welding apparatus
S--Electric wires
SElectrical boxes.
BElectrical systems

SElectrodes
EElectrolysis apparatus
SElectromagnets, laboratory
SElectronic-componente

E--Electronic deviation meters

.
E--Efectronic frequency meters
EElectronic "power supply.and

voltage regulators
EElectronic recording devices,

graphical and visual
SElectronic tupes
EElectrOnIc volt-ohmmete s
S7-Elements, battery
EEmbossers
S--Embossing fluid
SEhbossing pans
SEmerY boards
S--Emery cloth
S--Emery powder
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S--Emery wheel dressers
S--Emery wheels
S--Enamel
SEnemeled ware

E--Encyclopedia, set
E--End tables
S--Engineers scales, measure
E--Engine flushing wchines
E--Engines, for use in classrooms
S--Engines, integral parts of

larger units
E--Enlargers
E--Envelope sealers
SEnvelopes
S--Epsom salts
S--Eradicator, ink

E--Erasers, electric
S--Erasers, hand

E--Exhibit cases
E--Exposure meters, camera
E--Extensometers
E--Extinguishers, fire
EExtractors
S--Extracts
S--Eye charts
S- -Eyelets

S--Fabrics
S--Face and eye shields
S--Faces, archery

E--Falling weight rammers
E--Fans, electric, portab e
S--Fasteners

5Fasteners, apparel
E--Faucete, combination or single
S--Feldspar
S--Felt
1--Fences

--Fencing foils
s--Ferrulee

S--Fertilizers
SFiber rod
SFiber sheets
S--Fiber tubes

SFiberboar&
EFigures, geometrical, models,

in sets
SFile boxes
S--File cards
S--File folders
SFiles, wood and metal working
EFiling cabinets
E--Filing machines
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S--Filings
S--Fillers, battery
S--Fillers, ink
S--Fillers, paint
S--Fillers, wood
S--Film unprocessed

E--Film processed
S--Film cement
S--Filter paper
S--Filters, small
S--Fingers, rubber
S--Filmstrips
E--Firearms
S--Fire axes
S--Fire extinguisher refills

E--Fire extinguishers
S--Fire hooks
B--Fire safety syst s

S--Fire shovels
S--Fire tongs

E--Fireplace fixtures
S--Fittings, lubrication
SFirst aid kits
1 --Flagpole bases
1--Flagpoles

E--Flags, large
S--Flags, small
S--Flashlights
S--Flasks
EFlatirons, elec ic

S--Flavorings
S--Flaxseed

S--Flexible cord sets
S--Flexible metal hose
SFlexible metal tubing
SFloats, hydrometer
S--Floats plumbing
EFloodlights, portable

B--Floor covering, wall-to-

SFicor bil
E--Floor scrubbers, electric
SFloor waxes
S--Flour

S--Flower bulbs
S--Flowerpots
S--Flowers
S--Flue cleaners
SFluorescent lamps
SFluorescent starte s
EFluoroscopes
SFlushers, drainpipe
5Flush valves

D-9



ES B

SFlux
S-!-Fly sprays

SFolders
E--Folding chairs
EFolding tables
S--Food
SFootball dummies tackling
S--Football shoes
S--Football uniforms
SFootballs
S--Forceps

E--Forges
S--Forks, silverware
S--Forks, spading
S--Forks, tuning
SFcirmaldehyde
EForms, dress
E--Forms, geomet ical, model,

gin sets
S--Forms, printed
sFoundry machinery
E--Frames, blueprint
S--Frames, door
S--Frames, mirror
S--Frames, ophthalmic
S--Frames, picture
S--Frames, saw
S--Frames, window

E--Freezers
.E--Freezers, ice cream
EFrequency meters
SFrichion tape
S--Fruits
SFeels
S-rFumlgants
SFumigators
S--Fungicides
S--Funnels
E--Furnaces
EFurnaces, heat t eat ng
E--Furnaces, labora ory
E--Furnaces, remelting, type metal
E--Furniture
SFurniture polish
S--Fuses
S--Gages, tire
E"Galvanometers
EGalVenoscopes
S--;Games

S-7-Garbage cans
SGarden hose

-,Garden tools

120

ESIB

S--Garments
S--Garnet paper

E--Gas compressors
E--Gas cylinders
S--Gas mantels
E--Gass meters, laboratory type
E--Gas plates
EGas stoves
S--Gases
S--Gaskets-
S--Gasoline

E--Gasoline dispensing pumps, electric
S--Gasoline dispensing pumps,

hand operated
I--Gates

E--Gauges, alignment, camb toe-in
S--Gauges tire
S--Gauze

E--Gear cutting machines
S-Gears
.SGelatin
EGelatin duplicators
S--Gelatin pads
SGenerators, integral parts of

larger units
EGeneratorsp not integral parts of

larger units
E--Geographic globes, large stand type
5Geographic globes, small desk type
S--Olass
S--Glass watch
S--Glass cutters
SGlass,wool
SGlasses, drinking
SGlasses; magnifying
S--Glasses, ophthalmic
SGlaSsware
SGlaza
S--Glides
S--Globes, electric l ght

E--Globes, geographic, large stand type
S--Globes, geographic, small desk type
S--Gloves, rubber
SGlue
SGlycerin
1Goalposts

S--Goggles

I--Grading
S--Graduated measur s
S--Graph paper
S--Graphite
S--Grass seed
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S--Grass shears, hand operated
E--Grass shears, power operated
S--Grates, stove
SGrivel
S--Grease
5Grease guns, air, gun only
S--Grease guns, hand

E--Grinders, coffee
S--Grinders, hand operated
EGrinders, power operated
SGrinding compounds
S--Grinding wheels
S--Groceries

E--Growlers, armature
5Guards, arm
S--Guards, lamp
S--Guards, shin
S--Gummed cloth
S--Gummed figures
SGummed labels
SGummed seals
S--Gummed tape

E--Guns, starting
S--Gym shoes
SGypsum
E--Gyroscopes
5Hacksaws

E--Hair clippers, electric
SHair.clippers, hand
E--Hair dryers
:S-Hairpins
E-7Hall trees
E-416mmert, autobody, pneu ic

S-41ammersi ball peen
E"Hammers,'electric, hand
SHammers, light forged
EHammers, power

sl edge

S--149mOW's
SHand bags
S--Haag saws
SHend stamps
EHand tools,.in sets
SHand-tools, not in sets

E--Hand tools, power driven,
pneumatic and electric

EHand frucks
S--Handballs
S--Handbooks
SHandles
SHandscrews w and iron
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S--Hangers, clothing
S--Hangers, hardware
S--Hardware

E--Harnesses
E-7Harrows
S7-Hat blocks
S--Hatchets
SHeadlights-
EHeaters
EHeatersv portable
S--Heating pade
S--Heating systems
EHectographs
S--Hemp fibre
S--Hinges
S--Hoes, garden

E--Hoists
E--Hoists, electric or pneumatic
S--Holders, blotter
S--Holders, change
.S--Holders, copy
E--Holders, dictionary
S--Hooks

E--Horizontal bars, ,portable

SHorns, motor vehicle
E--Horses
E--Horses, gym equipment
5Horseshoes
SHose, apparel
S--Hose, flexible metal
S--Hose, garden
5--Hose clamps
S--Hose nózzles
EHot plates
SHot .water bottles
E"Hurdies
E-r-Hydraulic, Jacks, garage

SHydrometer. floats
S--HYdrometers
S7-Hygrometers
SHypodermic needles
SHypodermic syringes
S--Ice
S--Ice bags
EIde cream cabinets, ice or electric
E--Ice cream freezers
S--ignition coils
E--Implements, farm
S--Incandescent lamps, bulbs
I--Incinerators, fixed

E--Inclnerators, portable
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EIncubators
5--Index cards
SIndex labels
S--Index tabs
5--Indian clubs

E--Inductance standards
S--Ink
5--Ink. drier

S--Ink eradicator
SInk pads
S--Inner tubes, auto
SInsect nets
S--Insect screening
SIrisecticides
SInsignia
EInstruments, band and musical
S--Instruments, dental, small
SInstruments, drafting
SInsfruments, drawing
S--Instruments, medital, small

E--Instruments, musical
E--Instruments, recording,
S--Instruments, surgical,

E--Instruments, surveying
EInstruments, testing
S--Insulators
SIntelligence tests

B--Intercommunication sys
E--Interferometers
5--Interval timers
Slodlne
Slodoform
SInon filings
S--Iron gauze

E--ironers
S--Iron, sheet
S--iron wedges
SIroning boards

E--Irons, -electric
SJackets, book.
EJaCkS, garage type, hydraulic
SJacks, mechanical
S--Jars
EJointers
4--Joints, plumbing

' EJulCe extractors, electric
E--4uMvstandards
SKerosene
5Kettfes
EKey racks
5-7Key rings
SKeys

electrical
small
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SKeyboards, piano, paper
S.-Keyhold saws
EKlins
EKitchen tables
SKitchen utensils
S--Kits, first ald
S--Knee pads
SKnives
S-rLabeis
&-Laboratory balances, beam
S"-Laboratory fittings, plumbing
ELaboratory furniture
5Laboratory glassware
ELaboratory models
SLaboratory mounts
S-Laboratory tools, small hand
SLacing
SLacquers
S--Lactose
ELadders, large
S.--Ladders, small

.S--Ladles
5-4-Lagscrews

57-Lamp bases
S--tamp bulbs

E--Lamps

5--Lamps, desk
S--Lamps, drafting table
ELamps, electric floor
1Landscaping

E--Lanter slide cabinets
S--Lantern tlidet
S--Lanterns
ELathes.
ELathes, brake drum .

E--Lathes, turret, or automatic
screw machines

E--Lathes, wood turning
S--Caths
E--Lawn mowers
ELewn rollers
-S--Lawn sprinklers movable
E--Lawn sprinklers, traveling

ILawn sprinkling systems
I--Lawns

S--Lead
S--Lead penc Is
S--Lead, red

E--Lead, slug and rule cast ng
machines, elrod

S--Leather
SLeather briefcases
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S--Leatherworking tools, hand
E--Lecterns
SLedgers
S--Lenses
S--Letter baskets
S--Letter files
S--Letter openers
S--Letter scales
SLetterheads
S--Lettering pens

E--Letterpresses
S--Levels, precision machinist's
S--Levels, small or carpenter's
E--Levels, surveying
ELibrary books
E--Library furniture
E--Library trucks
E--Lifts, vehicle
S--Light bulbs
S--Light globes

B--Light systems
E--Lighting units, blueprinting
S--Lime

E--Line markers, large push type
S--Line markers, small
S--Linens
S--Liners, staff, music
S--Liners, type
S--Lining, brake
S--Lining, cloth
S--Linoleum
S--Linotype metals

E--Linotypes
S--Linseed oil
S--Liquid bronzing
S--Liquid polishes
S--Liquld soaps
S--Litmus paper

E--Livestock
SLoam
B--Locker, built-in

E--Lockers, m vable
S--Locknuts
S--Locks, small, not built-in
ELooms
S--Looseleaf binders
SLooseleaf notebooks
S--Lubricants
SLubricating oil
SLubrication fit ngs

S--Lugs, soldering
S--Lumber
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E--Machine tools
E--Machinery, canning
E--Machinery, cement-making
E--Machines, adding
E--Machines, addressing
E--Machines, billing
E--Machines, bookkeeping
E--Machines, brake lining
EMachines, calculating
E--Machines, check handling
E--Machines, coin handling
E--Machines, coin operated
EMachines, dating, power
S--Machines, dating, small hand

E--Machines, dictating
E--Machines, dishwashing
E--Machines, drafting
E--Machines, drycleaning
E--Machines, duplicating
E--Machines, large
E--Machines, laundry
E--Machines, mimeograph
E--Machines, mixing
EMachinPs, numbering, power
SMachine5, numbering, small hand

E--Machines, polishing
EMachineS pressing
E--Machines, sanding
E--Machines, scrubbing
E--Machines, sewing
S--Machines, small, hand
E--Machines, stamping, power
S--Machines, stamping, small hand
E--Machines, tabulating
E--Machines, washing
E--Machines, waxing
S--Magazine covers
E--Magazine racks, large stand
S--Magnets, laboratory
S--Magnifying glasses
S--Mail boxes
S--Mallets
S--Manicuring tools
S--Manila files
S--Manila foleers
S--Manila rope
S--Map tracks

E--Maps, large
E--Markers, line, large push-type
S--Markers, line, small
S--Matches
SMatrix, type

0-13
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S--Mats, door and bath
S--Mats, gymnasium, tumbling,

wrestling
S--Mattocks
S--Mattresses
S--Mauls
S--Meal
S--Meats
S--Mechanical drawing instruments
S--Mechanical pencils
S--Medals
S--Medical instruments, small
S--Medicine balls

E--Medicine cases
S--Medicines
S--Megaphones
S--Memo books
S--Mending materials
S--Mesh, steel wire
E--Metabolism apparatus
S--Metal polishes

E--Metal working machinery
S--Metal working tools, small

hand operated
S--Metals, die casting
S--Metals, laboratory
S--Metals, linotype
S--Meter sticks

E--Meters, watt, laboratory type
E--Microfilm readers and viewers

for office use
E--Micrometers, in sets
S--Micrometers, not in sets

E--Microprojectors
E--Microscopes
S--Milk cans

E--Milking machines
E--MIlliammeters
E--Milling machines, bench

or floor
E--Millivoltmeters
E--Mimeograph machines
S--Mimeograph paper
S--Mineral wool
S--Minerals, laboratory
S--Minute books
S--Mirror frames

E--Mirrors, large wail
S--Mirrors, small

E--Mitre boxes
E--M1xers, electric

Rev 2/76

124

0- 4

ES I B

S--Modeling clay
S--Modeling tools

E--Models, dress
E--Models, shop and laboratory
S--Molding, metal
S--Mop pails

E--Mop trucks
S--Mop wringers
S--Mops
S--Mortar

E--Mortisers
S--Moss

E--Motion picture cameras
E--Motion picture films
E--Motion picture projectors
E--Motor analyzers
E--Motor generator sets
S--Motor vehicle parts
E--Motor vehicles
E--Motorcycles

S--Motors, integral parts of larger uni s
E--Motors, not integral parts of

larger units
S--Mounting boards
S--Mousetraps

E--Mowers, lawn
S--Mucilage
S--Multimedia sets

E--Music stands
S--Music, sheet
E--Musical instruments
S--Muslin
S--Mustard
S--Nail polishes
S--Na1ls

S--Napkins
S--Napkins, sanitary
S--Neatsfoot oil
S--Needles
S--Needles, hypodermic
S--Negative racks
S--Negative tanks
S--Nets, cloth

E--Nets, steel
S--Newspapers
E--Nibbling machines
S--Nickel polishes
E--Noise and field strength meters
S--Notebook covers
S--Notebooks
S--Notebooks, stenogr phers
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S--Nozzles, hose
E--Numbering machines, power
S--Numbering machines, smil hand
S--Nuts
S--Oakum
S--Oars
F--Office composing machines,

varitypes
E--Office furniture
E--Ohmmeters
S--Oil

S--Oil cans
S--Olicloth
S--Ointments
S--Oleomargarine
S--Openers, letter
S--Ophthalmic frames
E--Optical discs
E--Organs
E--Oscillators
E--Osciilographs
E--Oscilloscope
S--Outlets, electrical
S--Outline maps

E--Output meters
E--Ovens
S--Ovenwa dishes
S--Oxygen
S--Packing
S--Padding
S--Padlocks
S--Pads, chair
S--Pads, desk
S--Peds, ink
S--Pads, stamp
S--Peds, typewriter
S--Peds, writing
S--Palls
S--Paint drier
S--Peint remover

E--Paint spraying outfits
S--Paintbrushes
S--Paints
S--Pelettes
S--Pamphlets
E--Pans, large
S--Pans, small
S--Pentographs
S--Paper
S--Paper clips
S--Paper cups
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E--raper cutters
S--Paper fasteners
S--Paper napkins
S--Paper punches
S--Paper towels
S--Paraffin
S--Parts, automotive
S--Parts, radio, resistors, tubes,

transformers
S--Parts, repair
S--Paste
S--Paste brushes
S--Pasteboard
S--Pasteboard boxes
S--Pestries
S--Pastry cutters
S--Patching compounds
S--Patterns
I--Paving

S--Peat moss
E--Peelers, electrical
S--Peelers, hand
S--Pen points
S--Pencil sharpeners
S--Pencils
S--Pencils, mechanical

E--Penetrometers, soil
S--Penholder3
S--Penknives
S--Pennants
S--Pens

E--Percolators, coffee el ctric
E--Perforators, large
S--PerforatorF,, small
S--Periodicals

E--Permanent waving machines
S7-Pestles
S--Phonograph needles
S--Phonograph record albums
S--Phonograph records
E--Phonographs
E--Photocopying apparatus
S--Photoelectric cells

E--Photoengraving apparatus
S--Photographic mounts
S--Photographic lenses
S--Photographs

E--Photometers
S--Piano parts
E--Planos
S--Picks
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S--Picture frames
5Plcture wire
SPictures, small

E--Pictures, wall, large
S--Plgments
SPillows
S--Ping-pong sets
S--Pinking shears
S--Pins
SPipet

E--Pipe dies, In se s
S--Pipe dies, not in sets
S--Pipe fittings
S-Pipe steel
SPlpettes
S--Piston rings
SPistons
S.,--Pitchers

S--Pitch pipes
S--Pitchforks
S--Plane cutters
EPlaners, power
SPlanet, hand

E-431aning machines, photoengravers
E--Plaques, permanent
EPlarlmeters
SPlaster
S--Plaster, adhesive
S--Plastic wood
S--Plate glass
5Plates
S--Plates, addressing machine
SPlates, battery
E--Plates, bench
S--Plates, book

E--Plates, hot
5Plates, lantern slide
SPlates, photographic
E--Platforms

1Playground equipment, fixed
I--Playground equipment, movable
1---Playground surfac.ing

SPliers
EPlows,:field
EPlows, Snow
S7'-Plugs, drain
S---Plugs, spark
S--Plumbing and heating valves
SPlUmbing fixture fittings

and:trim
SPlumbs
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S--Plungers, drain
S--Pockets, book
S--Pointers
S--Points, drill

E--Polarimeters
E--Polarisco[
S--Poles
S--Poles, climbing
S--Poles, vaulting, bamboo

E--Poles, vaulting, metal
SPolishes
SPOrtfolios, leather

E--Postal meters
S--Posters
S--Posts
1--Posts, fixed

S--Pot cleaners
E--Potato peelers, large, machine
E--Pots, large
S--Pots, small
S--Pottery
S--Powders

E--Power spraye.-s and dus ers
S--Preservatives

E--Presses, arbor
E--Presses, book, bookbinders
E--Presses, cylinder, flat, bed printing
E--Presses, engraving
E--Presses, letter

E--Presses, lithographic or offset
printing

E7-Presses, mechanical
E--Presses, power
E--Presses, punch, foot pc
E--Pressure cookers
SPrinted materials

E--Printing cases
S--Printing ink
S--Printing materials

E--Printing presses
S--Printing sets, rubber
S--Printing type
S--Prisms
EProjectors
EProtectors, check
S--Protractors
S--Pruners, hand
E--Pruners, power
S--Psychrometers

B--Public address systems, installed
-Public address systems, portable
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S--Pulleys
S--Pumice

E--Pumps, large
S--Pumps, small
S--Punche
E--Punches, electr cal
S--Push buttons
E--Pushcarts
S--Putty
E--Pyrome'rers
S--Quivers, arrow
S--Rackets, badminton
S--Rackets, tennis
I--Racks, bicycle, fixed

E--Racks, bicycle, portable
E--Racks, large stand
E--Radio receiving sets
E--Radio transmitters
S--Radio tubes

E--Radios
S--Raffia
S--Rags
S--Rakes, garden

E--Rakes, window
E--Rams, hydraulic
E--Ranges, cooking
S--Rasps
S--Rattan
S--Reamers
S--Receptacles
S--Record books
S--Record forms
E--Record players
E--Recorders, sound
S--Recording tape and wire
S--Records, phonograph
S-Reeds
S--Reels, hose,,
- -Reels,,motion picture film

E--ReferenCe books
5Reflectors, parabolic

E--Refracting apperatus
E--Refrigerators .

E--Registers,'cash
S--Registers, printed
S--Regulating valves
S--Regulators, voltage
- -Relief maps
--Repair parts
-Report forms

S"Resistors
S--Respirators
S--Retorts, glass labora ory
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E--Rheostat

S--Ribbons, adding machine
S--Ribbons, addressing machine
S--Ribhons, cloth
S--Ribbons, typewriter
S--Ringtoss game

E--Rings, boxing
S--Rings, carrom
E--Rings, flying
S--Rings, key
S--Rivets
S--Robes
S--Rock, crushed
S--Roller bearings
S--Rollers, ink

E--Rollers, lawn
S--Roofing materials
S--Rope
S--Rosin
S--Rottenstone
S--Rouge

E--Routers
E--Routers, plate, photoengraving
E--Rowboats
S--Rubber bands
S--Rubber goods
S--Rubbish cans
E--Rugs, room size
S--Rugs, scatter
S--Rulers
S--Rules, shrink and circumference

E--Saccharimeters
E--Safes

S--Safety belts, window4orking
S--Safety glass
S--Safety pins
S--Salts
S--Sand

E--Sanders, electric
S--5andpaper
S--SandwiCh boards
S--Sahltary napkins
B--Sanitary systems

S--Sash, combination screen and storm
S--Sash, cords
S--Sash, screen
S--Sash, storm
S--Saucers_
S--Saw blades
S--Saw frames
S--Sawdust

E--Sawhorses

E...Saws, band
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E--Saws, circular
S--Saws, hand
E--Saws, power
E--Saws, power hack
E--Scales, beam balance
S--Scales, draftsmons
S--Scales, spring
S--Scalpels
S--Scissors
S--Scoop shovels, hand
5Scouring powders
S--Scrapers, hand
S--Screen doors
B--Screens, projection, built-in

E--Screens, projection, movable
S--Screens, window
S--Screw extractors
S--Screw eyes
S--Screw hooks
S--ScrepArivers
S--Screws
S--Scrubbing compounds
E--Scrubbing machines
S--Scythes

E--Sealers, envelope, mechanical
S--Seasonings

E--Seats
E--Sectional bookcases
S--Sedatives
S--Seed, grass
S--Separators, battery
E--Separators, milk
S--Serums
S--Serving trays

E--Settees
1 or B--Sewer systems

E--Sewing machines
B--Shades, window

E--Shakers, laboratory
E--Shakers, power
S--Shampoo

E--Shapers, bench and floor
E--Shapers and routers
E--Sharpeners, electrical
S--Sharpeneirs, pencil
S--Shears, hand-operated

E--Shears, power-operated
S--Sheaves
S--Sheet metal
S--Sheet music
S--Sheeting
--Shellac

ESIB

-Shelves, kiln
B--Shelving

S--Shelving materials
S--Shingles
S--Shock absorbers
S--Shoes and boots
S--Shopcoats
E--Shorthand writing ma .ines
S--Shovels, hand
S--Shower fittings
1--Shrubs

S--Shrubs
S--.3huffleboard se s
S--Shuttlecocks
I--Sidewalks

S--Siding, theet metal
S--Sifters
E--Signs, large
S--Signs, small
S--Silk screen printing apparatus,

complete units
S--Silver polishes
S--Silverware
S--Sink fittings

E--Skeletons
S--Ski:lats
S--Skis
S--Slats
S--Sledgehammers

E--Slicers, bread, mechanical
S--Slide rules
S--Slides, lantern
S--Slides, microscope
S--Slides, projector
S--Snaps
S--Sneakers
S--Snips

S--Snow shovels, hand
S--Soap dispensers
S--Soaps
S--Soccer balls
S--Soccer shoes

E--Socket wrench sets
S--Sockets, wrench
S--Socks, pairs
S--Soda, baking
S--Sodding
S--Softballs

S--Softeners, wafer, chemical
S--Soil

E--SolI penetrometers
E--Soil test molds
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S--SolGering coppers
S--Solderirg materials
S--Solvents

E--Sound 'recorder;
B--Sound systems

S--Spades
S--Spading forks

E--Spark plug cleaning machines
S--Spark plugs
S--Spatulas
S--Specimens, laboratory

E--Spectroscopes
E--Sphygmomanometers
S--Spikes
S--Spirits
E--SpIrometers
S--SplInts
S--Spokes
S--Spokeshaves
S--Sponges
S.Spoons
S--Spotlights
S--Spray mixtures
S--Sprayers, hand

E--Sprayers, power
E--Spreaders, manure
E--Spreaders, tire
S--Spreads, bed
S--Springs
S--Springs, furniture
S--Sprinklers, lawn, movable
E--Sprinklers, lawn, traveling

1--Sprinkling systems, lawn
S--Sprockets
S--Squares
S--Squeegees
E--Stacks, book
E--Stadla rods
E--Stadlometers
S--Staff 1:ners, muslc
S--Staln removers
S--StaIns
S--Stakes
S--Stamp pads
E--StampIng machines, power
S--Stamping machines, sma I 1 hand
S--Stamps, rubber'

E--Standards, Jump
S--Stands, calendar
E--Stands, Chart
E--Stands, dictionary
E--Stands, engine repair
E--Stands, umbrella

ESIB

E--Staplers, foot- or power-opera ed
S--Staplers, smail hand
S--Staples
S--Starch
S--Starters, electric
S--Stationery
E--Statuary
E--Steam vapor cleaners
S--Steam packing ,

S--Steel measuring tapes
S--Steel, sheet
S--Steel wool
S--Stencil correction fluid
S--Stencils
S--Stenographers notebooks

E--Stereoscopes
S--Sterile gau7e

E--Sterilizers

S--Sticks, composing
S--Sticks, hockey
S--StilfE, sport

E--Stitchers
S--Stock records
5Stockings

E--Stones, printers
E--Stools
S--Stop watches
S--Stoppers
S--Stops, bench
S--Storage batteries
I--Storm drain systems

E--Stoves
S--Straightedges
S--Stralners

S--Straws, drinking
S--Stretchers
S--Strings
E--StrikIng bag outfits
S--Styluses.
S--Sunglass frames

S--Sunglasies
E--SupplY cases
S--Supporters, athletic
S--Surface hardened blocks
S--Surgical instruments, small
S--SurgIcal powders
S--Swages
E--Sweepers, carpet, electric
S--Sweepers, hand
S--Switch boxes
S--Switches, electric
S--SynChronizers, camera
S--Syringes



ESIB

S--Syrup
S--Table protectors
S--Table tennis balls
S--Table tennis rackets
S--Tableclotns
S--Tableware
E--Tables
S--Tables, computing
S--Tablets, medicinal
S--Tablets, writing
S--Tabs, index

E--Tabulating machines
S--Tack hammers
S--Tackling dumm;es football
S,--Tacks

S--Tags
S--Talcum powder

E--Tanks, bulk storage
S--Tape
S--Tape measures
S--Tapes, measuring
S--Taps
S--Tar roofing and siding
S--Targets, archery
5Team uniforms
S--Telephone systems

E--Television cameras
E--Television sets
S--Television tubes
S--Tennis balls
S--Tennis court nets, cord
E--Tennis court nets, steel
S--Tennis rackets

E--Tents, wall
S--Tents, shelter
S--Terminals, battery
S--Test tube brushes
S--TeSt tube racks
S--Test tubes
S--Tests, achievement
S--Textbooks
S--Theatrical costumes

E--Theodolites and tripods
E--Thermographs
5--Thermometers
S--T4ermostats
S--Thimbles
S77Thinners
SThreads
S-Throat applicators
S.,-Thumb tacks
S-TiCkets

ES IB

S--Tile, drain
E--Time clocks, watchmens
E--Timers, large
S--Timers, small
S--Tin cans
--Tin cutters

S--Tinware
S--Tire chains
S--Tires and tubes
S--Tlssues, cleansing

E--Toasters, electric
S--Toggle bolts
S--Toilet paper
S--Tokens
S--Tongs
S--Tongue depressors

E--Tool sets, hand
S--Tools, hand, not in sets
E--Tools, power

I--Topsoil

S--Tow bars
S--Towels

E--Toys, large
S--Toys, small
S--Tracing cloth
S--Tracing paper
E--Tractors
S--Trammels

E--Trampolines
S--Transformers, laboratory
E--Transit, engineers
S--Tranmissions, integral parts of

larger units
E--Transmissions, not integral parts

of larger units
E--Transmitters
S--Trays
I--Trees

E--Trees, hall
S--Triangles, dra ting
S--Trimmers, hedge, hand
E--Trimmers, hedge, power
E--Tripods
S--Trophies
S--Trowels

E--Truck chassis
E--Trucks, hand
E--Trucks, motor
S--Tubes, inner
S--Tubes, radio
S--Tubes, television

130 S--Tubing materials



ESIB

5Tumblers, glass
S--Tuning forks
E--Tunnels, models, wind

I--Turf
S--Turpentine
S--Tweezers
S--Twine

E--Type cases
E--Type casting machines
SType cleaner
S--Type liners
S--Type, matrix
S--Type, printing
STypewriter brushes
S--Typewriter covers

E--Typewriter desks
STypewriler ribbons

E--Typewrifers
E--Umbrella stands
S--Unquents
S--Uniforms
S--Upholstering materials

E--Urns, coffee
S--Urns, flower
S--Utensils
S--Vacuum bottles
E--Vacuum cleaners
E--Vacuum tube voltmeters
S--Valve parts

E--Valves, large, automatic
S--Valves, small
S--Vaporizers, electric
S--Varnish driers
S--Varnish removers
S--Varnishers
S--Vases
S--Vaulting poles
S--Vegetables

E--Vending machines
B--Ventilating systems

E--Vessels, large
S--Vessels, small

E--Vibrographs
EVideo cameras
E--Video recorders
S--Video tapes
S--Vines
E--Vises, bench
S--Vises, small hand
S--Vision charts
S--Volleyball nets
S--Volleyballs

ESIB

E--Voltmeters
E--Wagons
S--Wall brushes
S--Wallboard
S--Wallpaper
I--Walls, ret ining

S--Washbasins
S--Washclothis

E--Washers and/or dryers
S--Washers, rubber and leather
E--Washers and dryers, photographic
E--Washing machines
S--Washing powders
S--Washtubs
S--Waste, machinists
S--Wastebaskets
S--Watch crystals
S--Watches, stop

E--Watchmens time clocks
E--Water coolers
S--Wafer, distilled
S--Water glasses
E--Water meters, laboratory type
S--Water softeners
B--Water systems

S--Watercolor brushes
E--Wattmeters, laboratory type
E--Wavemeters and wave analyzers
S--Wax crayons
S--Waxes, liquid
S--Waxes, paste
S--Waxes, sealing

E--Waxing machines
E--Weaving machines
E--Weighing scales, beam
S--Weighing scales, small spring
S--Weights

E--Welding apparatus
S--Welding rods

E--Wheel straightening apparatus
E--Wheelberrows
S--Wheels, automobile
S--Wheels, emery

E--Wheels, pottery
S--Whetstones
S--Whiskbrooms
S--Whistles
S--Window glass
S--Window screens
S--Window shades
SWindow-working safety belts



ESIB

5--WIre

S--Wood fillers
S--Wood, plastic
S--Wood preservatives
S--Wood stains
S--Wool

S--Wool, glass
S--Wool, steel

E--Work benches
E--Work tables
S--Wrapping paper

E--Wrenches, in sets
S--Wrenches, not in sets
S--Wringers, cloth

E--WrIngers, mop, large
S--Wringers, mop, small

E--Writers, check
S--WrIting paper

E--X-ray machines
E--Yard benches
S--Yerd brooms
S--Yardsticks
S--Yarn
S--Zinc
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APPENDIX E

STORES SYSTEM PROCEDURES, CONTROLS, AND ACCOUNTING

A central stores system enables a Community College district to take dvan-
tage of the economies of quantity buying and to fill requisitions for standard
supplies promptly. However, no set rules can be established to determine when
it would be to the best-interest of a district to adopt a s+oreS system. Avail-
mhiWy of material, facilities for storing and delivering merchandise, and
the size and number of plants in a district all must be taken into consideration.
Costs of receiving, storing, and delivering stock items, as well as costs of
stock control, should be included in the total cost of a stores system (as
compared to the cost of direct purchasing) in deciding on the desirability of
the stores system.

Accountin For Stores

Payments for the purchase of "stores" (see Part V of this manual), defined
as goods on hand in central storerooms subject to requisition, are similar
to expenditures but are not classified as such. These payments constitute
the increase of an asset account, Stores, equal to the reduction in anotner
asset account, Cash in County Treasury.

The issuance of stores must be accounted in the records of the district as a
reduction of the asset account, Stores, and as a charge to the appropriate
expenditure object and program for which the stores were issued. Such
accounting should be continuous in the records of the district, and, to the
extent that the county superintendent of schools maintains corresponding
records, summaries of the issuance of stores shall be reported to the county
superintendent by the district periodically, preferably not less frequently
than monthly. In any event, the balance in the Stores account at the end
of each fiscal year should represent the value of the stores in the warehouse
of the district.

OPTIONAL METHODS OF FINANC NG, ACCOUNTING, AND CONTROLLING

Either of two accounting methods may be used;

Stores_Account Method

The establishment and maintenance of a stores system by the use of a Stores
account carried within the General Fund is a long-established practice. Stores
accounts may also be maintained within other funds.

Revolving Fund Method

Education Code Sections 21351-21355 authorize and prescribe procedures for the
establishment of a revolving warehouse stock fund for Community College districts.
Permission is also given for two or more districts to establish a common revolv-
ing fund for this purpose. The amount of the revolving fund shall not exceed
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an amount from the General Fund of the district or districts equal to the average
daily attendance of the district or districts for the next preceding year multi-
plied by fifteen dollars ($15.00) plus such amounts as the governing board or
governing boards may appropriate from other funds of the district or districts,
as outlined in Education Code Sections 21351-21355.

TYPES OF SUPPLIES IN A STORES SYSTEM

Items purchased for a stores system should be those that are used in sufficient
quantity to justify the cost of establishing them as stock items. Initial pur-
hase of a new item should be conservative as to quantify to test its turnover,

thereby establishing 8 basis for determining the quantity needed. Committees
composed of users of the various items can be helpful in determining standard
items to be warelioused and in encouraging their use. The types of items most
frequently stocked are included in the list that follows:

Instructional supplies, including paper, pencils, chalk, paste, art
supplies, and the like

Office supplies, including typewri er ribbons, duplicating supplies,
desk files, and the like

Custodial sipplies

Maintenance supplies, including lumber, small tools, electrical supplies,
Paints, sandpaper, and the like

NOTE: Many of thse items are frequently requisitioned for use in the
college shops. Sometimes it is necessary to carry more than one quality
of supply for this purpose.

Food and related supplies

Printed forms

Equipment (When it is known that items such as typewriters, scrubbing
machines, and the like will be needed in the near future, it is some-
times economical to purchase this equipment in quantity. It is not
recommended that equipment items such as these be maintained on a
minimum-maximum basis as are items of supply.)

ESSENTIALS OF A STORES SYSTEM

The essential features to be provided in connect on with the establ shment and
operation of a stores system are presented in this section.

Devices for Control of Purchases

Provision for numbering, cataloging, and_ standardizing stock items. Printed
catalogs that list all items by stock number, unit of issue, description, and
unit cost should be available to all who will requisition them from the ware-
house. The catalog should preferably be loose-leaf to allow for replacing pages
in the event of substitutions, additions, or deletions.
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Prov -ion for the addition or deletion of stock items. A special form may be_
used to notify all departments concerned of the necessary information regarding
the action taken.

Provision for minimizin lo --s because of ob alescence. Special committees can
be helpful in giving information in advance on planned changes in curriculum
which will affect the use of supplies already stocked. If it is known that a
change is planned, supplies to be discontinued can be allowed to run out without
reordering when the stock drops to the minimum.

Control of maximum and minimum stock balances. Care should be exercised in the
setting of maximum and minimum quantities. Continual study 4 stock activity and
periodic readjustment of the limits set are required because of such conditions
as growth, grade levels of users, changes in curriculum, changes of personnel
placing requisition, storage capacity, and the like. Some items will deterio-
rate when stored too long; this factor should be considered when placing orders.
Very small, inexpensive items shoul0 be ordered in adequate supply for antici-
pated need; more expensive items should be ordered according to conservative
estimates of need.

ettp19111-iventorLy

Individual cards or records that contain the following in ormation should be
kept for each item stocked:

I. Identifying stock numb
2. Specification of unit of issue
3. Description of item
4. Unit price
5. Posting references: date, document number, and the like
6. Receipts in terms of stock units
7. Issues in terms of stock units
B. Balances on hand in terms of stock units

NOTE: The following additional information on the stock records may be
desirable: (I) minimum and maximum quantities to be stocked; (2) referen
to vendors from whom stock is purchased; (3) memoranda of orders placed;
(4) memoranda of unfilled requisitions; (5) reference to warehouse location
of item if the identifying stock number cannot be used for this purpose; and
(6) provision for values of receipts, issues, and balances on hand.

y2fitication byPhysical

Provisions should be made for at least an annual count of all items stocked.
This can be done on a cyclical basis with a portion of the total stock inventoried
each period. This count should be made by persons other than warehouse personnel.
In the event warehouse personnel are used to take the count, the record should
be spot-checked by persons other than those responsible for stock. A common
practice is for the firm performing the district audit 1-o make the spot checks.
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Security COntro) and System of Internal Checks

In planning the stores system provisions should be made for adequate security
of stock and a system of internal checks. Buildings used for warehouse storage
should be as fireproof as possible and should have adquate locks. Only speci-
fied personnel should be allowed to issue stock. Preferably, the stock records
should be maintained in an office other than the warehouse (stock records are
commonly maintained in the accounting or purchasing offices). At inventory time
or other periodic checkup time, any difference between the book record and
actual quantity count should be investigated and necessary adjustments made.

PI _nned Procedures for Receivin and Issuin

Items to be stocked should be purchased by means of an official district
purchase order issued in compliance with the Education Code,and the dis-
trict's policies covering bidding and purchasing. An "on order" notation
may be made on the individual stock control records at this point. On
receipt of merchandise, the Items should be counted and inspected for con-
dition and compliance with specifications. The signed receiving copy of
the purchase order or other recivIng document authorizes payment to the
vendor and charge of the cost of the merchandise to the Stores account.
Either the receiving document or the payment warrant may be used as the
basis for entering receipt of stock by quantity and value on the stock
control records affected by the purchase.

2. Stores should be issued only upon the authority of a properly approved,
prenumbered requisition, which should give the following information:

Source and date of requisition
Delivery instructions
Account or accounts to be charged
Provision for approvals as to budget, items allowed, quantities
and the like

Provision for posting reference
For each item: quantity ordered, unit, stock number, description,
unit price, total amount; and on each requisition, columns for
noting substitutions, back orders, and the like

Provision for evidence of receipt and date of delivery. A multi-
ple copy snap-out form is commonly used for warehouse issues,
with copies of each transaction going to the requisitioner, the
warehouseman, and the recording office. Posting is done from
this document to the stock control records.

NOTE: The term "requisition" as used here Should be understood to include
requisitions, billings, stores invoices, or similar documents for use by
certain districts that find it desirable to use additional documents
between the time of preparation of the requisition for the materials and
the actual delivery of these materials to the college or department re-
questing them

Lines of Authority and Respons(b_i_i ty of Personnel

Lines of authority and responsibility should follow a logical plan and be
clear-cut and definite.
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NOTE: in planning the establishment of a stores system, consideration should be
given to 'he location of the warehouse or warehouses and to the transmittal of
documentE between the warehouse and the accounting office. The space require-
ments, physical requirements of proper storage, and arrangement of stock items
should be determined in advance. Stored items should be arranged when possible
in an order corresponding to their order on standard supply lists.

ACCOUNTING FOR A STORES SYSTEM

Accounting for a stores system may be done by employing (I) the stores account
method; or (2) the revolving fund method.

Stores Account Method

rhe stores account method provides for the establishment of a Stores account
within the General Fund. Stores accounts may also be established within other
funds of the district. Payments for the purchase of stores are not classified
as expenditures; these payments constitute an increase of the asset account,
Stores, equal to the reduction in another asset account, Cash in County Treasury.
The issuance of stores should be recorded as a reduction of the asset account,
Stores, and as a charge to the appropriate expenditure account for which the
stores were issued. Such accounting may be continuous, or summaries of stores
issuance may be made periodically, preferably at lea.st monthly, and the total
credited to the Stores asset account. Charges to the various expenditure
accounts for which the stores were issued would be made at this time in summary.
To the extent that the'county superintendent of schools maintains corresponding
records, summaries of the issuance of stores should be reported to the county
superintendent of schools periodically. The remainder of the Stores account
should represent the inventory value of merchandise In the warehouse.

When goods are purchased for stores without the use of a revolving fund, budget
control of expenditures occurs at the time of issuance of such merchandise and
not at the time of purchase. Uncontrolled purchasing may result in an unneces-
sary and excessive investment in stores and a serious depletion of cash needed
for other budget purposes. The establishment of the Stores account should follow,
not precede, the budgetary authorization, which is made by entry of the intended
amount In the budget under Ending Balance.. Once established, the actual balance
of the Stores account should appear in the budget under Beginning Balance; and
the same amount, or a deliberately chosen larger or smaller amount, should be
entered under Ending Balance. Procedures tor the control of purchases should be
established so that, considering existing inventory and carefully prepared
estimated distributions, an ending inventory will not exceed the investment i

stores as indicated in the budget.

Revolvfnq Fund Method

A revolving fund is a separate fund established in accordance with Education Code
section 21351-21355. Payments tor purchases of stores are made by warrants
drawn on the Revolving Fund for Warehouse Stock. The district buys merchandise
from the fund and makes payments by warrants drawn payable to the Revolving Fund
for Warehouse Stock. The county treasury is the depository for cash. This
revolving fund plan p ovides a semiautomatic control of the amount invested in
stores.



Accounts for the Revolving Fund for Warehouse Stock include Cash in County
Treasury, Accounts Receivable, Stores, Current Liabilities, and Reserve for
Working Capital. These accounts are self-balancing because the initial value
of the fund remains constant unless changed by board action. The balances in
the accounts always reflect a fixed amount, whether it be in stock or cash or
a combination of both, includino receivables and liabilities. The same fixed
amount shall be recorded at year-end on official budget forms and reports under
the Stores account as a part of Beginning Balance and Ending Balance.

TYPICAL COSTS OF RECEIVING, WAREHOUSING, AND DISTRIBUTION IN CONNECTION WITH
A CENTRAL STORES SYSTEM

Costs of receiving, warehousing, and distr buting stores items, in addition to
the cost of merchandise, should be charged to the Stores account. These over-
head expenses should ultimately be chargad to the several expenditure accounts
to which merchandise costs are charged in proportion to the cost of the
merchandise. The procedure used is not important if the results are equitable.
Use of one or more subsidiary expense accounts is common practice.

One method is to add an estimated overhead charge to merchandise unit prices,
adjusting it as needed from time to time. This method provides a total unit
charge for each item and avoids the possibility of delayed overhead charges to
appropriations that have become exhausted.

Another method is to distribute estimated overhead charges to expenditure accounts
on an encumbrance basis at the beginning of a fiscal year. Such charges are to be
determined on the basis of anticipated stores issues to the several expenditure
accounts. At the close of the year, or periodically, the encumbrances may be
liquidated and the actual overhead expense charged.

Whatever method is used, overhead charges should be cleated at the end of each
fiscal year so that the Stores account will represent only the value of the
inventory of material on hand.

Charges and credits to the Stores account and subaccounts should include the
costs of receiving, storing, and delivering in addition to the direct merchandise
costs (cost of item, sales tax, postage, freight, cartage, and other del very
charges to the warehouse), as follows:

I. Salaries of personnel (storekeeper and others) directly related to the
warehouse

2. Supplies used in connection with receiving and warehouse recordkeeping.
3. Rent of space, facilities, and equipment
4. Utilities
5. Direct expense of trucking

a. Gas and oil
b. Grease
c. Repairs
d. Tires and tubes
e. Accessories
f. Other expenses 139
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NOTE: When trucks are used for several purposes other than the delivery o
stores, such costs May be distributed by job cost accounting or by any other
equitable method.

6. Adjustments to Stores account
Periodically, or af the end ef the fiscal year, it may be necessary to
adjust the Stores account, after proper admOlistrative review and
approval, for reasons andin the manner described below.

a. Discrepancies between the quantity of items as shown on th
individual stock records and the actual physical count of .

merchandise in the warehouse may result from errors in stock
issues or in the maintenance of perpetual inventory records.
Such discrepancies must be adjusted on the individual stock
records and will result in a debit (increase) or credit (decrease)
to the value of the Stores account.

b. Differences also may occur between the balance of the Stores
account and the value of merchandise on hand, as shown on the
individual stores records, resulting from the method of unit
pricing employed. Adjustments for this reason will result in
a debit (increase) or credit (decrease) to the value of the
Stores account.

c. Periodically, stock must be removed from the warehouse because
of deterioration, obsolescence, and the like. Either the
regular warehouse requisition or a special form may be used.
This form should be approved by someone with authority to
authorize the disposition of such merchandise. Value of the
stock removed should be charged to a subaccount under Stores,
to be included in other costs of overhead for future distribution
to expenditure accounts. Individual stock records :Mould be
adjusted to re lect these issues.
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APPENDIX F

Accounting Terminology

Abatement'. The return pf part or all of an item of income or expenditure to
its source during the current fiscaL year.

Accounting period. A period of time for which records are maintained and at
the end of which financial statements are prepared covering the period.

Account numbers or letters. Numbers nd/or I tters assigned to the ordinary
titles of accounts for classification of accounts and ease of reference.

Accounts payable. Amounts due and owing to private persons, business firms,
governmental units, or others for goods and services purchased prior to the
end of the fiscal year. Includes amounts billed but not paid.

Accounts receivable. Amounts due and owing from private persons, business
firms, governmental units, or others for goods and services sold prior to the
end of the fiscal year. Includes amounts billed but not received.

Accrual basis. That method of accounting in which income is recorded when
earned, even though not collected, and expendItures are recorded when the
liabilities are incurred but not yet paid.

Activity. An act, service or group of services proper to an institution and
aimed at accomplishing a certain end.

Advalorern tax. A tax based on a percent of the value of goods or se v ces.

Allocation. Division or distribution according to a predetermined plan.

Allowance. A provision for valuing an asset at net, such as an allowance for
bad debts. This valuation account will net accounts receivable to reflect
collectable receivables.

Allowances. Sums granted as reimbursement for expenses or servIces rendered.

Apportionment. Allocation of state or federal aid, district taxes, or other
monies among community college districts or other governmental units.

Apportionment:notice. A document notifying community college districts when
monies have been deposited with the county treeIrer.

Apprajsal An estimate of property value made by the use of systematic pro-
cedures based upon physical inspection and inventbry, engineering studies, and
other economic factors.

Appropriation. An allocation of budgetary funds made by the governing board
for specific purposes and limited as to the time when it may be expended.



Appropriation for contingencies (formerly termed undistributed reserve). That
portion of the current fiscal year's budget that is not appropriated for any
specific purpose but is held subject to intrabudget transfbr; i.e., transfer
+0 other specific appropriations as needed during the fiscal year.

A ro riation led er. A record containing an account with eacil item allocated
o budgeted. such accounts usually show the amour& oeisinally appropriated,
transfers to or from the appropriation, amounts charged against the appr0-
priation, the encumbrances, the unencumbered balance, and other related Infor-
mation.

Assessed Valua:ion. Value.placed upon personal and real property by a -ov-
ernmental unit for taxation pur --es.

Assets. Anything owned that has value-tangible or intangible. (See also
current assets and fixed assets.)

Audit. An examination of documents, records, and accounts for the purpose of
(I) determining the propriety of transactions; (2) ascertaining whether all
transactions are recorded properly; and (3) determining whether statements
drawn from accounts reflect an accurate picture of financial operations and
financial status.

Available cash. Cash on hand or on deposit in a given fund that is unencumbered
and can be utilized for meeting current obligations.

Available surplus. That portion of the excess of assett over liabilities not
obligated for current appropriations or for restricted purposes. (See also
unappropriated fund balance.)

Average daily attendance (a.d.a.). Average Daily Attendance is the unit which
is used as the basis for computation of state support for California Community
Colleges. One requirement of state law is that the regular day college must
be maintained not less than three hours per day per five-day school week for
35 weeks (175 days times 3 hours per day equals 525 hours).

For graded classes, the contact hours of enrollment as of Monday of the fourth
week of a semester or quarter times a statewide factor with the product divided
by 15 determines the average daily attendance for that period. The average
daily attendance for the year is determined by adding the quotients for each
semester and dividing the sum by two, and adding the quotients for each quarter
and dividing the sum by three.

For ungraded classes, a daily head count is required, and for apportionment
purposes the sum of the class hours of attendance for the year is divided by
525 to arrive at the number of units of average daily attendance to be credited
to a Community College district.

Balance sheet. A statement that shows assets, liabilities, reserves, and fund
balance or fund deficit of an entity at a specific date and is properly classi-
fied to exhibit the financial condition of the entity as of that specific date.
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Bond. A certificate containing a written promise to pay a specified Sum of
money, called the face value, at a fixed time in the future, called the date
of matUrity, and specifying interest at a fixed rate, usually payable per-
iodically.

Bond discpunt, The excess of the face value of a bond over the price for
which it is acquired or sold. (The price does not include accrued interest
at the date of acquisition or sale.)

Bond I,nterest_and redemption:fund, A fund established to pay bond interest
and liquidate indebtedness When due and payable.

Bond_premJuM. The excess of the price at which a bond is'acquired or sold
over its face value. (The price does not include accrued interest at the
date of acquisition or sale.)

Bonded debt. That portion of indebtedness represented by outstanding bonds.

Bonded debt service. Expenses incurred for interest and redemption of bonds.

Bonds authorized and unissued. Legally authorized bonds that have not been
sold and that may be sold without the necessity of holding another election.

Budget. A plan of financial operation consisting of an estimate of proposed
income and expenditures for a given period and purpose.

Budget document. The instrument used by the budget-making authority to present
a comprehensive financial program of the governmental unit. It includes a bal-
anced statement of revenues and expenditures as well as other exhibits to report
(I) the financial condition of the several funds of the governmental unit at the
end of the preceding completed fiscal period; (2) the estimated condition of the
funds at the end of the fiscal period in progress; and (3) the estimated condi-
tion of the funds at the close of the ensuing fiscal period based on the finan-
cial proposals contained in the budget document.

Budgetary accounts. Accounts that reflect budget operations; i.e., estimated
income, appropriations, and encumbrances distinct from the proprietary accounts.

Budgetary control 'The Management of business affairs in accordance with an
approved plan of estimated income and expenditures.

Budgeting. The process of allocating the available resources of an organization
among potential activities to achieve the objectives of the organization; planning
for the use of resource5.

Buildln_ fund. A fund established to con rol the income and expenditures
related to the purchase and maintenance of buildings, sites, and equipment.

Cafeteria account. Receipts and disbursements of the cafeteria function that
are processed through a bank.

Cafeteria fund. Receipts and disbursements of the cafeteria function that are
processed through the county treasurer.
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Capital assets. See fixed assets.

CaRital outlay. Amouni.s paid for the acquisition of fixed assets or additions
to fixed assets, including land or existing buildings, improvements of grounds,
construction of buildings, additions to buildings, remodeling of buildings, or
initial and additional equipment.

Cash. Currency, checks, postal and express money orders, and banker's drafts
on hand or on deposit with an official or agent designated as custodian of
cash; and bank deposits. Any restriction or limitations as to the availability
of cash should be indicated.

Cash advance. Cash apportioned In advance of the usual apportionment period.

Cash baSis, Method ofaccounting in which income and expenditures are recorded
only when cash is actually received or disbursed.

Cash_coljections_awajtinq _deposit. Receipts on hand or monies i a bank clearing
account awaiting deposit in the county treasury.

Cash discount. An allowance made on a purchase if paid within a stated peri d,
(The term is not to be confused with trade discount.)

Cash in_bapk. Balances in separate bank accounts such as student body accounts,
adult education incidentals, college farm accounts, and cafeteria accounts.

Casil jn county treasury. Cash balances on deposit in the county treasury for
the various funds of the school districts.

Chart of accounts. A list of accounts, systematically arranged, applicable to
a specific concern. All account names and numbers, if any, are listed in order.

Check. A bill of exchange drawn on a bank payable on demand; a written order
on a bank to pay on demand a specific sum of money to. a named person, to his
order, or to bearer out of money on deposit to the credit of the maker. A
check differs from a warrant in that a warrant is not necessarily payable on
demand and may not be negotiable; it differs from a voucher in that a voucher
is not an order to pay. A voucher-check combines the distinguishing marks of
a voucher and a check; it shows the propriety of a payment and is an order to
pay.

Child development fund. A fund established to control the financial operations
of children'S centers.

Classification. The naming or Identification of an item or a category, such as
the designation of the particular account into which a receipt or expenditure is
to be recorded, or the separation of data into acceptable groupings so that
financial facts can be stated more accurately.

Clearin accounts. Accounts used to accumulate total receipts or expenditures
for later distribution among the accounts to which such receipts or expenditures
are properly allocable or for recording the net differences under the proper
account. (See also revolving cash fund, prepaid expenses, and petty cash.)
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Code. (1) A-distinguishing reference number or symbol. 2) A statement of
-1:176laws of a specific field; e.g., Education Code, Penal Code, Civil Code,
and Labor Code.

Colller_Factor. A ratio developed for each county by the State Board of
Equalization for the purpose of adjusting to the statewide average the
assessed value of the local property rolls in relation to the market value
thereof.

Contin lent liabilities. Items that may become liabilities as a result of
conditions undetermined at a given date; e.g., guarantees, pending lawsuits,
judgments and appeals, and unsettled disputed claims.

Contracted services. Expense of services rendered under contract by per
sonnel who are not on the payroll of the school system, including all related
expenses covered by the contract.

ControllIn account. A summary account usually maintained in the general
ledger, in which is entered the aggregate of the debit and the credit postings
to a number of identical, similar, or related accounts called subsidiary ac-
counts. Its balance equals the sum of the balances of the detail accounts.

Cost. The amount of money or Its equivalent value paid or agreed to be paid
for property or services. Costs may be incurred even before money is paid;
that is, as soon as a liability is assumed. Ultimately, however, money or its
equivalent must be given in exchange. The cost of some property or service may
in turn become a part of the cost of another property or service. For example,
the cost of materials purchased will be reflected in the cost of articles made
from such materials.

Credit. The right side of a double-entry posting. The credit will reduce assets
and expenditures and increase liabilities, income, and fund balance-

Currentassets. Assets that are available or can be made readily available to
meet the cost of operations or to pay current liabilities.

Current Wense of educatlon The current general fund operating expenditures
of a community college district excluding expenditures for food services, com-
munity services, and object classifications 6000 and 7000 (except 7150, Current
Expense for Regional Occupational Centers or Regional Occupational Programs).

Current liabilities. Amounts due and payable for goods and services received
prior to the end of the fiscal year. Current liabilities should be paid within
a relatively short period of time, usually within a year.

Current loans. A loan payable In the same fiscal year in which the money was
borrowed.

Debit. The left side of a double-entry posting. The debit will increase
assets and expenditures and reduce liabilities, income, and fund balance.

Debt limit. The maximum amount of bonded debt for which a community college
district may legally obligate itself.
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Expenditures for the retirement of debt and for Interest on
debt, except principal and interest on current loans.

Deferred eharqes, Expenditures not chargeable to the period in wh ch they are
made but set up as assets to be eliminated by charges as expenditures in sub-
sequent periods.

Deferred income. Income unearned in a given per od bUt set up as a liability
to be Included s income earned in subsequent periods.

Deficit. Excess of liabilities over assets.

pfPli_equent_taxes. Taxes remain ng unpaid after the close of the year in which
levied. (See also prior year's taxes, In most cases the preferred term.)

Depreciation_. Estimated loss in value or service life of fixed assets because
of wear and tear through use, elapSe of time, inadequacy, or obsolescence..

Designated income. Income received for a specific purpose.

Develo ment Center for Handita ed Minors fund. A fund established to con rol
the financial operations of development centers for handicapped minors.

Direct ex enses or costs Expenses that can be separately identified and
charged as a part of the cost of an activity, a product, service, or department.

fi

arectscharaes. Charges for a support program and services that directly
benefit other programs.

Disbursements. Payments by currency, check or wa ant. (The term is not
synonymous with expenditures.)

Deuale entrV. A system of bookkeeping that requ res an amount credited for
every corresponding amount debited. Thus, the double-entry ledger maintains
equality of debits and credits.

Earned interest _income. A sum of money rece ved or due to be received for the
use of money loaned or invested.

EmpleYee benefits. Amounts paid by the school system on behalf of employees;
these amounts are not included in the gross salary, but a e over and above.
They are fringe benefit payments; and while not paid directly to employees, they
are nevertheless a part of the cost of salaries and benefits. Examples are
(I) group health or life insurance paYments; (2) contributions to employee
tirement; (3) O.A.S.D.I. (Social Security) taxes; (4) workmen's compensation

payments.

Encumbrances. Oblige ions in the form of purchase orders, contracts, salaries,
and other commitments chargeable to an appropriation for which a part of the
appropriation Is rese ved.
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Endowment fund. A fund from which the income may be w thdrawn but the principal
sum of which must remain intact or be accounted for in accordance with the terms
of the trust document.

Entitlement. An estimate of an apportionment based on specific qualifications.

Estimated_income. Expected receipts or accruals of monies from revenue or non-
revenue sources during a given period.

Expenditures. Amounts paid or liabilities incurred for all purposes. Accounts
kept on an accrual basis include all charges whether paid or not. Accounts
kept on a cash basis will include only actual cash disbursements. (See Part
III of this manual.)

Face value. As applied to securities, the amount stated in the security document.

Fees. Amounts collected from or paid to individuals or groups for servi es or
for use of college or other facilities.

Fidelity bond. A form of insurance that provi es for the indemnification of the
district or other employer for losses arising from the theft or dishonesty of
employees.

Fiscal year. A period of one year, the beginning and ending dates of which are
fixed by statute; in California, the period beginning July 1 and ending June 30.

Fixed assets. Assets of a permanent character having continuing value; e.g.,
land, building, machinery, furniture, and equipment. The term capital assets
is sometimes used in the same sense, but fixed assets is preferred.

Full-time equivalent. The ratio of time expended in a part-time position to that
of a full-time position. The ratio is derived by dividing the amount of employed
time required in the part-time position by the amount of employed time required
in a corresponding full-time position.

Functional accounting. A system of accounting in which records are maintained
to accumulate income and expenditure data by purpose and usually are further
classified within generalized functional areas such as instruction, administra-
tion, or operations.

Fund. A sum of money or other resources set aside for the purpose of carrying
on specific activities or attaining certain objectives in accordance with spe-
cial regulations, restrictions, or limitations. A fund is a distinct financial
or fiscal entity.

Fund balance. The difference between assets and liabilities.

Funded debt. See bonded debt, the preferred term.

General fund. The fund used to finance the ordinary operations of the district.
It is available for any legally authorized purpoFa.
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General ledger. A book, file, or other device in which accounts are kept to
the degree of detail necessary to summarize the financial transactions of the
community college system. General ledger accounts may be kept for any group
of items of receipts or expenditures on which an administ ative officer wishes
to maintain a close check.

General ur ose tax rate. Tax rate authorized by legislative statute or by an
election held in the community college district for the purpose of acquiring
tax Income for the general operation of the school district.

General reserve. An atcount to record the reserve budgeted to provide oper-7
ating cash in the succeeding fiscal year until taxes and state funds become
available.

Gift. Anything of value received from any source for which no repayment or
service to the contributor is expected.

Grade level. Assigned classification of students.

Grant. A contribution, either in money or material goods, made by one entity
to another. Grants may be for specific or general purposes.

Grants-In-aid. Outright donations or contributions, usually by a superior
governmentar unit, without the prior establishment of conditions with which
the recipient must comply.

Holding accounts Ficticious program accounts used temperarily to accumulate
Costs that will ultimately be charged to other using programs.

Income. Revenue and nonrevenue receipts. Revenue receipts are additions to
assets for which no obligations are incurred. Nonrevenue receipts are receipts
of money in exchange for property of the district or for which the district
incurs an obligation.

indirect ex ense and overhead. Those elements of indirect cost necessary in
the operation of the district or in the performance of a service that are of
such nature that the amount applicable to each accounting unit cannot be sepa-
rately identified.

Indirect support charges. Routine services not performed as a special service
for a particular program but allocated to using. programs.

In lieu of taxes. Income to replace the loss of tax revenue resulting from
property exempted from taxation.

Interest. A fee charged a borrower for the use of money.

Interfund accounts. Accounts in which transactions between funds are reflected.

Interfund transfers. Money that is taken from one fund under the control of
the local governing Board and added to another fund under the board's control.
Interfund transfers are not receipts or expenditures of the community college
system.
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internal audit. An examination made by school district employees whose duty
It Is to make continuous or periodic checks on the reliability of the school
district's accounting and reporting procedures.

Internal control A plan of organization under which employees' duties are
so arranged and records and procedures so designated as to provide a system of
self-checking, thereby enhancing accounting control over assets, liabilities,
income, and expenditures. Under such a system the employee's work is subdivided
so that no one employee performs a complete cycle of operation; such procedures
call for proper authorization by designated officials.

Intrabudget transfers. Amounts transferred from one appropriation account to
another within the same fund.

jnventory: A detailed list showing quantities and description of property on
hand at a given time. It may also include units of measure, unit prices, and
values.

Investments. Disbursements of cash for the purpose of generating inc

Investment in fixed assets. The book value of fixed assets

invoice. An itemized statement of charges,for merchandise sold or services
rendered to the purchaser.

Job account. An account established to record the accemulation of costs of a
specific piece of work; work orders showing charges for material and labor used.

Journal. Any accounting record in which the financial transactions of the com-
munity college district are formally recorded for the first time; e.g. , the
cash receipts book, check register, and journal voucher.

Journal voucher. A form provided for the recording of certain transactions or
information in place of, or supplementary to, the Journal or registers.

JudeiMents. Amounts due to be paid or collected by the community
as the result of court decisions.

1,edger. A group of accounts in which are recorded the financial
of a governmental unit or other organization. ;(See also general
appropriation ledger.)

Level. A division of the management levels described by the prc
of the district.

col'ege district

transactions
ledger and

al- structure

Levy. The imposition of taxes or special assessments for the support of gov-
ernmental activities; also, the total amount of taxes, special assessments,
or service charges imposed by a governmental unit.

Liabiliti s, Legal obligations (exclusive of encumbrances) that are unpa d.
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.k2ig=term loan. A loan that extends for more than five years from The date the
loan was obtained and is not secured by ser lal or term bonds.

Lurn.L.-sHon. An appropr iation made for a stated purpose or for a
named unit without the amounts that may be spent for particular object c lass-
ifications being speci tied.

Mod If ied assess d va luation. Local assessed %/al uat ion adjusted by appl i cat ion
of a ratio known as the Col Her Factor and cither factors when applicable; e.g.,
mot ion p Icture, Redeye lopment Agency, and SC) forth.

Mod if led cash basi ( ccrual b Any method ot accounting that
combines the concepts of cash basis accoint lag with those ot accrue I accounting.

MuliyefjçJpllan, A plan that presents f inancia I estimates of programs
in tabular form for a period of years. These estimates whould reflect the future
financial impact of current decisions. The data in the lAYFP should be organized
along the lines of the program structure.

ploject. As used in an expenditure classification, a term that appl ies to the
article purchased or the service obtained.

Obi illations. Amounts that the cornmuni ty col lege district rn y be legal I y re-
quired to meet out of its resources. They nc lud e not on ly actual liabilities
but a I so unl iqu i dated encumbrances. (See a I so I i abi I i ties,

Order (for_-p2yrrien1-). A written demand of the governing board Qf a conrnun ity
co I I ege district requiring the county superi ntendent of schools to draw his
requisition on the county auditor for the payment af a claim aQai nst the schooldi str ict.

Overdraft. The amount by which checks, draf ts, or other demands for payment
on the treasury or on a bank account exceed the amount of the balance upon which
they are drawn; or the amount by which encumbrances and expenditures exceed the
appropriation to which they are chargeable.

Overhead. Elements of indirect cost necessary in the operat ion of t he community
college district or in the performance of a service that are of such nature that
the amount applicable to each accounting unit cannot be determined r eadi I y and
accurate/ y.

Override tax rate A tax rate levied al the di scret t

district board for a specific purpose. The la>c incorne receiv
may be used only for the designated purpose. Override tax rat
in addition to the general purpose tax rate.

Par value. The price al which secur ities are i ssu d.

communi ty col lege
from this source

s may be levied

ii
Payrol I re%ister. A. document accompanying one or more orders oh a commun i ty
col lege, listrict fund for the payment of salari es or wages to (strop I oyees that
contai ns the names of such employees and provides information substanti at i ng such
orders.
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Payroll_warrant. A document used aS an order or a requisition on funds of a
community college district for the purpose of paying salaries or wages.

Personal property. All property except real estate-

Petty cash. P sum of money set aside for the purpose of making change or
immediate payments of small amounts. (See also revolving cash fund.)

Prepaid expenses- Items for which payment has been made but for which benefits
have not been realized as of a certain date; e.g., prepaid rent, prepaid interest,
and premiums on unexpired insurance. Benefits and corresponding charges to ex
penses will be borne in future accounting periods.

Pro_yearsY taxes, TaxeS collected within the current fiscal year for I vies
in previous fiscal years.

Pro_gram _(noun), A group ol related activities consisting of a unique combination
of objects that operate together to accomplish common ends.

Pro_gram accounting_. A system of accounting in which records are maintained to
accumulate income and expenditure data by program. (See Part 1 of this manual.)

Pro ram costs- Costs incurred and allocated by programs rather than by organ-
izations. Program costs should be those direct costs that are essential to
maintain the program. (See also direct costs.)

Programclefinitions. See Part 1 in this manual.

Pro ram structure. The hierarchical arrangement of programs that represent the
interrelationship of activities to goals and objectives. The program structure
contains categories of activities with common outputs and objectives. Programs
may cut across existing departments and agencies.

tax See tax rate.

Proprietary account, An account reflecting the as ets and liabilities of the
district.

Prorating The allocating of expenditures or income from a single source tb
two or more accounts to show the correct distri.bution of charges or income.

Protested_taxes. Tax money paid under prof st and held by the county auditor
pending settlement of the protest.

Purchase order. A document which, issued to a vendor, authorizes the delivery of
specified merchandise or the performance of certain services and the making of
a charge tor them.

Real property. Property consisting of land, buiIings, minerals, timber, land-
scaping, and all improvements thereto.

Rebates. Abatements or refunds.



Receiete, ripnrevenue. Amounts received that either incur an obligation that
must be met at some future date or change the form of an asset from property
to cash and therefore decrease the amount and value of district property. Money
received from loans, sale of bonds, sale of property purchased from capital funds,
and proceeds from insurance adjustments constitute most of the nonrevenue receipts.

Receipts, revenue. Additions to assets that dO not incur an obligation that
must be met at some future date and do not represent exchanges of property
money.

Reciessificetion. Redes gnation of current year's income or expenditure items
previously posted to one account and later determined to be more properly charged
to a different account.

Refund. An a unt paid back or credit allowed on account of an overcollection.

Illegfetered warrant. A warrant that ie registered by the county treasurer for
future payment on account of present lack of funds and that is to be paid with
interest in the order of its registration.

Registers. A listing of t ansactions of like kind that may be totaled and sum-
marized for convenience in posting; e.g., payroll registers, warrant registers,
and attendance registers.

Reimbursement. Cash or other assets received as a repayment of the cost of work
or services performed; or repayment of other expenditures made for or on behalf
of another governmental unit, fund, or department. (See also refund.)

Re uisition. A document submitted initiating a purchase order to secu e speci-
fied articles or services.

Reserve. An amount set aside to provide for estimated future expenditures or
losses, for working capital, or for other specified purposes.

Reserve for encumbrances. A reserve representing the segregation of a portion
of a fund balance to provide for unliquidated encumbrances. Separate accounts
may be maintained for current and prior year encumbrances.

Resources. All assets owned including land, buildings, cash, estimated income
not realized, and, in certain funds, bonds authorized but unissued.

Restricted funds. Monies the use of which is restricted by legal requirements.

Revenue. Addition to assets not acconpanied by an obligation to perform service
or deliver products.

Revolving cash fund. A stated amount of money used primarily for emergehcy or
small or sundry disbursements and reimbursed periodically through properly docu-
mented expenditures, which are summarized and charged to proper accounting classi-
fications.
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Sales and use tax. Tax imposed upon the sale and consumption of goods and services.
It can be imposed as a general tax on the retail price of all goods and services
sold within the community college system jurisdiction with few or limited exemptions
or as a tax upon the sale or consumption of selected goods and services. Separate
accounts may be maintained for general sales taxes and for selective sales taxes.

Schedules.. Explanatory or supplementary statements that acc mpany the balance
sheet or other financial statements.

Secured rotl. Assessed value of real property, such as land, buildings, secured
personal property, or anything permanently attached to land as determined by each
county assessor.

Securities. Bonds, notes, mortgages, or other farms of negotiable or nonnego iable
instruments.

Serial annuity bonds Notes or other evidences of obligation in which the annual
payment of principal and interest combined are approximately the same each year.

Serial_bonds. Notes or other evidences of obligation redeemable by installment,
each of which is to be paid out of income of the year in which it matures.

Shared revenue. Revenue levied by one governmental unit but shared, usually in
proportion to the amount collected, with another unit of government or class
of governments.

Short-term loans. A loan payable in five years or less but not before the end
of the current fiscal year. (See also current loans.)

Site. The location of an adult school college, satellite center, or a central
administrative unit.

Source document. Any voucher or other data that supports an entry in the ac-
counting records.

_Special audit. An examination of the accounting records having a specific pur-
pose, or a general examination in addition to or in extension of the usual exam-
ination.

Specifications. Those particular qualities required of products or srvices.

Statements. Formal written presentations setting to th financial information.
The term inc udes exhibits, schedules, and written reports.

State School Fund. Monies provided by statute ta the Chancellor's Office, Cali-
fornia Community Colleges, for distribution fo corn, ,)rlitv college di5tricts on a
predetermined formula.

Student body_fund. A fund to control the receipts and disbursements of student
association activities.

Subsidiary account. A related account that supports in detail the debit and
credit summaries recorded in a controlling account.
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Subsidiary ledger. A group of subsidiary accounts, the sum of the balances of
which equal the balance of the related controlling account.

Subvention. Provision of assistance or financial support, usually from a
superior governmental unit.

Summary. Consolidation of like items for accounting purposes.

Slappla. A material item of an expendable nature that is consumed, wears out,
or deteriorates in use; or one that loses its identity through fabrication or
incorporation into a different or more complex unit or substance.

Surety A written promise to pay damages or to indemnify against losses
caused by the party or parties named in the document through nonperformance or
through defalcation; e.g., a surety bond given by a contractor or by an official
who handles cash or securities.

Surplus. The excess of assets over liabilities.

Sus ense account. An account to which postings are made temporarily pending
determination of the proper account tO be charged or credited.

Sus ense clearin . An account.that carries temporarily pending charges or credits
to the proper account or accounts to which they are to be posted.

Tax_anticipation aotes. Instruments issued to secure monies borr_ ed in exv ta-
tion of receipt of tax-funds.

Tax liens. Claims by governmental units upon properties for which taxes levied
remain unpaid.

Tax rate. The amount -f tax stated In terms of a unit of the tax base.

Tox rete_limit. The maximum rates-of tax that a governmental unit may levy.

12x.cps-Le_p_mtion. Proceeds from the sale of tax-delinquent property.

Taxvrelief subventions. Funds ordinarily paid to compensate for taxes lost
because of tax relief measures.

TaX roll. The lisi showing the amount of taxes levied against each taxpayer
or property.

Taxes. Compulsory charges levied within its poundaries by a governmental unit
against the income or property of persons, natural or corporate, to support its
activities.

Taxes receivab e. An asset account r p esenting the uncellected portion of
taxes levied.

TerMhbonds. Bonds of the same issue matu- ng at a specified time or for a spe-
cified perie4.
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Test check. The verification of selected items on the assumption that those
selected are representative of the entire group from which they are selected.
If no errors are found, the unchecked items in the group are assumed to be
correct.

Trade diecount. A reduction of the list price usually expressed as a percent
and related to volume of business transacted. (The term is not to be confused
with cash discount.)

Trailer coach fees Assessments ollected from owners of t
const tute personal property used in lieu of taxable real p

iler homes, which
perty.

Transfer. interdistrict or interfund payments or receipts not chargeable to
expenditures or credited to income. Certain budget revisions are often referred
to as transfers.

Trial balance. A list of the balances of the accounts in a ledger kept by double
entry, with the debit and credit balances shown in separate columns. If the
totals of the debit and credit columns are equal or if their net balance agrees
with a controlling account, the ledgers from which the figures are taken are
said to be "in balance."

Trustjund. A fund consisting of resources received and held by the school
district as trustee to be expended or invested in accordance with the conditions
of the trust.

Tuition. An amount charged for educational services provided to a student.

Unappropriated fund balance. The portion of a fund balance not segregated for
specific purposes. All assets and eetimated income available for appropriation
are credited to the account and General Reserve; budgeted appropriations and
other obligations are debited. The net value of the account represents the
unappropriated fund balance.

Unencumbered_balance. That portion of an appropriation or allotment not yet
expended or obligated.

Unit cost. The total expenditure for a product, program or service divided by
the total quanitity obtained or some other quantitative measure; e.g., total
expenditure divided by number of students equals cost per student.

Unrealized income. Estimated income less income received to date also, the
estimated Income for The remainder of the fiscal year.

Unsecured roll. Assessed value of pers lal property other than secured propert/.

Voucher. Any document that Supports or verifies a certain transaction.

Voucher warrant. A form embodying a war ant and voucher in one document.

Warrant. A written order drawn by the governing board or its authorized officer
or employee(s), approved by the county superintendent of schools, and allowed by
the county auditor, directing the county treasurer to pay a specified amount to
a designated payee.
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Yarrahtayekl,e.. The face amount of warrants outstanding and unpaid.

Withholdilip. The process of deducting from a salary or wage payment an amount,
specified by law or regulation, representing the estimated federal or state
income tax of the individual that the employer must pay to the taxing authority.

Work in process. An asset representing the value of partially completed work.

Work order. A written authorization for the performance of a particular job
containing a description of the nature and location of the job and specifications
for the work to be performed. Such authorizations are usually assigned job
numbers, and provision is made for accumulating and reporting labor, material, and
other costs.
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APPENDIX G

Data Processing Terminology

Alpha. The term used to indicate letters of the alpnabet as opposed to numbers.

Alphanumeric. A term used to indicate a combination of letters, numbers, and
special symbols such as punctuation or mathematical notation.

Autemated _data processiag(AD The continuous integrated operation of data
processing in which automatic machines are used; different from manual data
processing.

Batch,. A controlled group of data gathered together tor processing or balancing.

Batch_processing. A technique by which items to be processed must be coded
and collected into groups before processing.

Bipary_n_umber system. An internal numbering system incorporated by computers
which uses a base of two, expressed as 0 or 1 (as opposed to the decimal system,
which uses a base of ten).

Block diagram. A graphic presentation of a system, computer, or program in which
selected portions are represented by boxes and interconnecting lines (See also
flow chart.).

Bug. A mistake, malfunction, -r omrssion in the design of a program or computer.

By-product information. Data, which, as a result of being tabulated in a par-
ticular fashion or as a result of being processed for other than the area of
specific.design, becomes available for existing records created for an entirely
different purpose.

Card punch. A machine that encodes data into tabulating cards in the form of a
pattern of round or rectangular holes; card punches may be activated by a com-
puter or from a keyboard (See also key punch).

Cathode ray tube (CRT). A device similar to a televisiog screen upon which data
can be stored or displayed.

Centel procePsinq dpits(CP0. That portion of a computer containing the arith-
metic, logic, control, and in some cases, main storage.Oits.

Character.reader. A machine that optically
characters previously entered on a document (usually by high-speed printer,
writer, or Imprinter).

scans alphabetic, numeric, or special

Pe-

Code. A system of rules or signals for using a set of characters to represent
data or instructions.

Collating,. Comparing and merging two or more similarly sequenced groups of items
into one sequenced group.

Rev. 2/76
G-1



Common QuSiness-Or.iented _Lan ua-e (COBOL.). A computer programming language
using basic English phrases designed for business applications.

PornmOnjenSIPaqe_. A single code used by several devices (for example, typewriters,
calculators, and transmitters) manufactured by different companies.

Compi.lation. Preparation of a machine language program by translation of each
symbolic coded instruction into two or more machine language instructions.

Data. Basic elements of information - facts, numbers, letters, or symbols - with
or without a computer.

Data collection. The act of bringing data from one or more points to a central
point

Data communication. The transmission of data f om one point to another.

gar_pLE2c.glallig. A series of planned actions and operations upon data to achieve
a desired result.

pate procesor. A group of people and/or machines organized and acting together
to process data.

Rtlilagina. Finding and remo ing the mistakes from the design of a program or
computer.

Electronic_date_processim_LglEl. A term referring to equipment that processes
data by electronic means; i.e., analog and digital computers.

Flow chart. A graphic representation of the major steps of work in process.
(See also block diagram.)

Fortran (FORmula_TRANslation). A programming system that converts mathematical
statements into computer language.

Hard_copy. Any printed copy of machine output; e.g., reports, liStinos, documents,
or other copy in the form printed out by a computer.

Hardware. The physical equipment or devices which together comprise a computer
and associated data processing machines; the mechanical or machine portion ef a
computer system.

Information. Facts and intelligence that result from data processing operations.

Information retrieval. The methods and procedures for recovering specific in-
formation from stored data.

Input. Transfer of external information into the central processing unit or
Into an intermediate data-processing storage device.

Inquiry station. A remote terminal device, such as a typewriter keyboard, from
which interrogation of the contents of a computer's storage can be made.
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Key punch. A card punch activated by a keyboard. (See also card punch.

Language. A system for representing and communicating information bets
people and/or machines.

Lines per minute (LPM). The rate of printing speed of output printers.

Magnetic disc. A flat, circular plate with a surface that can be magnetized
to store data.

Maonetic tppL. A plastic or mylar strip coated with a metallic oxide upon which
data can be recorded in magnetized spots.

Mark reader_. A machine that opticallY scans marks entered (usually manually)
in specific positions on a form and assigns values based on such positions.

Mark sense. Pencil strokes generally entered on bubbles on a punch card that
can be read electri -ily by a machine.

Pptica_l_cbarecter reco nition (OCR). A general term referring to the techn que
of using machines for optical reading of characters, symbols, or marks from a
printed input document.

2ptical _scanner. A device that optically reads printed or written data, which
is stored or entered into a computer.

Output. Information transferred from internal storage to output devi-es to
produce cards, tapes, business forms, reports, and so forth.

Paper tape. A ribbon-like strip cf paper, one inch or less in width, used as
a means of recording data in the form of coded perforations.

Peripheral equipment. The auxiliary machines that may be place8 under the con-
irol of the central computer; e.g.. card readers, punches, and high-speed printers.

Printout. Disflay of computer-procd sed information as hard copy.

Program. A series of instructions t at tell the computer in minute detail how
to process cfr;ta.

Programmer. A person who prepares problem-solving procedures and flow charts
and who may also write and debut programs.

Random access A storage technique Tn Whicii the computer can find one bit o
data as quickly as any other, regardless of its specific location in storage,
without requiring a sequential storage.

Real-time processing. A method of processing data in which the machine begins
to function at the moment of initial input so that there is virtually no passage
of time between inquiry and result.

Software. Written programs and routines used to extend the capabilities of
computers.



Jocument. Any form from 1.rhich data are taR n for processing.

5torage,. The retention of data for future retrieval.

Test rout ne. A program designed to show whether or not a computer is f n t oning

properly.

Tnrouqppt. Producti ity based on all facets of an operation; e.g., a computer
that can read, write, and compute simultaneously would have a high throughput
rating processing through the system.

!Jsilg a computer to process multiple requests by independent users
and providing responses rapidly so that each user feels that the computer is

entirely at- his disposal.

Unit record equipment. Computerized auxiliary equipment such as card readers,

collators, and interpreters.

Ppq@tinp. Revising so as to include current data.
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