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ABSTRACT

This manual specifies in detail the new budget and
accounting systen for California Community Colleges, utilizing an
activity-centered approach to expenditure reporting vwhich describes
real resource requirements, their costs, and relative use in each of
the 37 discrete activities comprising coamunity college operations.
The system is designed to provide aﬂeguaielg for state-level decision
making and most local decision making needs, as well as to provide a
basis for developing analyses for decisions about programs and
objectives, The expenditure structure of the system is designed to be
compatible with that used by elementary and secondary schools and
county school superintendents. The activity structure is designed to
be compatible with the Program Classification Structure developed by
the National Center for Higher Education Management Systems (NCHEMS).
It provides the district with a base for comparative Fiscal amalyses,
use of nev fiscal management tools, and state-level and federal
fiscal reporting. The bulk of this docunent is devoted to extensive
presentation and explanation of the system. Appendices include a
discussion of accounting principles vnique to community college
districts; a list of supplies, equipment and capital outlay; stores
systen procean:es, controls, and accounting; accounting terminology;
and data processing teraminology. (Author/JDs)
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INTRODUCTION

The new budget and accounting system for California Community Col leges uses an
activity-centerad approach to expenditure reporting which describes real resource
requirements (faculty, supporting staff, supplies, efc.), their costs (objects of
expenditure), and relative use in each of the major activities which describe
Community Coilege operations.

Except for recent {aw changes, general ledger accounting, income reporting, and
+ax analysis are the same as previous col lege budget and accounting procedures.
The new structure makes changes only to budgeting and reporting of expenditures
and introduces activity measures for college resource use,

The system describes direct cosvs in activities, but does not attempt to define
indirect costs, nor does it require measurement of output. However, it is de-
signed 1o provide adequately foi- state-level decision making and most local
decision-making needs, |+ also provides the basis for developing analyses for
decisions about programs and objectives, ail essential to college management
activities,

The activity structure is designed to bes compatibie with the Program Cilassifi-
carion Structure developed by ths National Center for Higher Education Manage-
ment Systems (HCHEMS) of the Western Interstate Commission on Higher Education.
This tormat currentiy 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 Inncvation.

The object of expenditure siructure 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 responsibil ities county superintendents
have in relation to Community Colleges without needing o maintain separate sys-
tems for the col leges and K-12. It is antficipated that counties will maintain
Community Col lege district budget contro! over the major object of expenditures
as required in Section Il and as set forth in CCAF=311. Districts may wish fo
develop additional subcategories for local management purposes.

Development, approval, and control over district 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 fuiure development of
program budgeting and other fiscal déCfS!Qﬂ‘méklhg techniques. The activity
structure provides for state—level repor”ing and federal fiscal reporting, as

sat forth on CCAF=31{.
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Separate collge budgets are mot reported to the stats even though thev are
developed and maintained as 3ilways fo- local management puraoses,

he special features of Community College accounting are presented and diSCUSSEd
in this section.

FIXED ASSETS RELORDS

Although fixed assets of a district have tittle or no bearing on a district's sol-
vency, records shall be maintained to account ‘or fixed assets por E.C. 1004.5;
@.g., invesiments in land, site improvemenis, tuildings, ard equipment. The re-
corcs provide basic information for administrative contrc. and insurance valugtbion

ourposes,

Fixed asset accounts should be charged with capital outley erpendifures from all

funds either currently or by a summary enfry at the erd of each fiscal year. At

Tha same time, a reserve account entitled "Investment in Fixed Asze*s" should be

credited with a |ike amount. Fixed asset retirements and ad justments are trested
in & similar manner by appropriate charges or credits to thece accoundts.

Depreciation records on fixed assets generzlly are not maintained in tax-supported
agencies except in the public utility type of agency. Memorandum depreciation re-
cords may be maintained if desired tc reflect future liability for fixed asset re-

placement.

LONG-TERM LIABILITIES

The long-term financing of a government unit is cifferent from private enterprise
in that the bonds issued are usua!lly secured by the fixed assets of the issuing
concarn. Community College district bonds are dependent for secur ity upon the
ability of the disfrict to raise money fhrough taxation.

Bonded debt accounts are maintained by the county auditor, and data are usuaily
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 fax 'equirements for bond redemption ang ‘nterest, and
potential additional bonacing capacity of the district,

REVENUE

The National Committee on Municipal Accounting def ines revenue as "add itions fo
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 s
particular fund "result in an increase in +the ne’ resources of the municipal ity
as a whole, since the resources of another fund may decrease correspondingfy."

Fund revenues are ordinarily classified as tu source, such as federal subvention,
state apportionments, or district taxes.



EXPEND ITURES

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 apprepriation is an allocation of funds, income, or estimated incocme made by
The governing board of the Community College district for specific purposes,
usual ly limited as 1o the time when it may be expended.

Approprriations 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 ftime during which the expenditures are to be made.

Even though experditures are careful ly planned, changes in appropriations are
somet ines 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 fo 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 confrol to prevent the overexpendiiure of an appropriation.

When encumbrances are not formally entered against the appropriation account, i+
is possible fo approve commitments fthat may exceed the amount allocated to the
appropriation. When paid, obligatjons cease to be ercumbrances.

FUND BALANCE

The term "Fund Balance," with suitable qualification, is employed to denote the
excess of assets over liabilities ar, at other times, excess of resources over
The sum of obligaticons, 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 afttaining certain objectives in accordance with special
regulations, restrictions, or limitations and constituting an independent fiscal
and accounting entity." Thus, the accounting structure of a fund may include all
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the usuai general ledger accounts; e.g., assets, liabilities, fund balance, income,
expenditures, appropriations, and encumbrances. The records may or may not be .
physically separated from other funds, but the fund will be a complete and separate 4
entity yielding distinct financial repoi-ts. In a number of cases, specific expen-
ditures may be legally made from two or more different funds. In a few instances,
the law authorizes fransfers from one fund to another by resolution of the gover-
ning board.

CLASSIFICATION OF FUNDS

The number of kinds of funds autharized by law may vary from time to fime. |In
addition to fthe General Fund, scme of the typical funds used by Commiaity Coliege
districts are fthe Building Fund, Bond Interest and Redemption Fund, and Cafeteria
Fund. However, taking info 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
establisk 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 expenditures,
and the proposed sources of incomes to meet these appropriations for the succeed=
ing fiscal year in every fund of fhe district.

BOOKS OF ORIGINAL ENTRY

Transactions of several kinds are recorded in documents such as apportionment
notices, cash receipts, deposit records, requisitions, piirchase orders, war-

rants, and warrant registers. These documents should be employed for direct

or summarized posting to ledger accounts. They should indicate the accounts

affected by account name or number,

Documents that represent fransactions of any one kind and that are numerous and
regularly recurring are usual ly recorded consecutively and chronologically in
specialized registers. These registers are employed for the accumulation of
totals of a number of similar transactions To reduce the number of pestings to
general l|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.q., opening, adjusting, and closing entries,
and for posting to ledgers. Standard commercial forms are suitable in many cases.
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Income includes both revenue and nontevenue 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-
celpts must be used by the disfrict governing board for the purposes outl ined
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 usad 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 |ncome, or 8700, County |ncome,
should not be confused with the selection of the fund, such as the General Fund,
Building Fund, or Cafeteria Fund.

Districts operatiny 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 requla-
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 |ncome

8500-8599 Combined State and Federal |ncome
8600-8699 State Income

8700~-8799 County Income

8800~-8869 Local Incoeme

8870-8879 Student Fers and Charges
8880~8890 Miscel laneous Funds

8891-8899 Private Income

8900~-8999 Incoming Transfers
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8100-8499 FEDERAL INCOME (PL reference means Public Law)
All income received from the federal government, regardiess 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 t> impacted school districts.
8120 Veterans' Education (PL 92-318)

§140 Education Professions Development PL(90-35)

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, 92-38, 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.

3156 Federal Grants (Other)
Federal grants direct from federal sources not otherwise listed.
8160 Efementary and Secondary Education Act {(PL 89-10)

Amounts received from federal agencies for Elementary and Secondary Education
Act programs,

8170 Emergency Employment Act (PL 92-=54)

Amounts received under the Emergency Employment Act.

8180 Higher Education Act, 1965 (PL 89=329)
8(90 Revenue Sharing, 1973 (PL 92-5i2)
8210 National Defense Education Act (PL 85-864)

Amounts aflowed under the National Defense Education Act.
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3230 Comprehensive Employment and Training Act = 1973 (PL 93-203)
8235 Military Personnel Development
8240 Vocaticnal Education (PL 90-576)

Amounts allowed from federal sources for Vocaticnal! Education programs as
amended.

8242 Vocational Rehabilitation Act - 1973
8245 Income Restricted for Capital Outlay
8310 Forest Recerve Funds (EC 20251)

All income from f{orest reserve funds apporiioned 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 Control Funds (EC 20109)

Atl 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 "Miscel laneous Funds"! (EC 17606)
(see explanaticn under #8890)

8481 Royalties and Bornuses
8482 Rentals
8483 Income from Property Not Subject to Tax
8484 Payments in Lieu of Taxes
8490 Other

All other federal funds received except funds defined as "miscel laneous
funds" by the California Administrative Code, Title 5, Education, Section
7261, These are to be recorded in classification 8480, Miscellaneous
Funds.

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)
Al lowance from combined federal and state funds for preschoo! education aid

under Education Code Sections |6643~16644. Do not include amounts al lowed
for preschool education ald from other state or federal sources.
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8530 Children's Centers (EC 16705)

Amounts zl lowed for Day Care centers,

8560 Educational Opportunity Grants

Including Federal Grants combined with State Funds.
8570 Tax Relief Grants

8580 "Miscel laneous Funds" (EC 17606)

See explanation on page |l-11.

8581 Royalties and Bonuses

8582 Rentals

8583 Income from Property Hot Subject to Tax
8584 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 |7261. These are to be recorded in classification 8580, "Miscel-
laneous Funds."

8600 STATE [INCOME

All state funds 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-
vanze 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:

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
Rev. 4/76 -4

ERIC

IToxt Provided by ERI



G20 apecial Purposc Apportionment (EC 17409)

Record amounts received for the expencaes of maintaining any or ali of the
following programs during the preceding {iscal year:

8622 Transportation, Regular (EC 18053)

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 betwean their homes and the
regular full-time day colleges attended by them.

8623 Project-connected Students
8624 Educationally Disadvantaged (EC 6499,230 - 6499,238)

1625 Eariy Childhood Development (EC 64435 - 6446.6)
8630 Special Allowances - Other

863 Allowance for Instructional Television and other Coordinated
Instruction Systems Programs.

8632 Allowance for Classroom Instructional Television (EC [8270)

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

systems programs.

8633 Apportionment for Special Teacher Employment

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

8636 Education Improvement Act of (969

8638 Extended Opportunity Programs and Services In- me Received from
State Under Provisions of EC 255278.7

8639 Other
8645 Community Col lege Construction 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.

11
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8700

866! Attendance
8662 Transportation

8670 Tax Rel ief Subventions

8671 Reimbursement for Income Lost Because of Business Inventory
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 owners! exemp%ion;
(Revenue and Taxation Code Section 218; EC 17252).

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

Amounts rec.ived for |oss of income because of the Williamson Land

Act of 1967,

8679 Other

Amounts received for |oss of income because of exemptions on motion
picture films and wine and brandy products (Revenue and Taxation Code
Sections 988 and 992; Education Code Section 17254), and Severance
Aid (EC 18421).
8680 "Miscellaneous Funds'" (EC 17606)
See explanation on page I1-11.
868| Rayalfieé and Bonuses
8682 Rentals
8683 Income from Property Not Subject to Tax
8684 Payments in Lieu of Taxes
8690 Other
All other state funds recejved except funds defined as "miscellaneous
funds" by the California Administrative Code, Title 5, Education, Section
17261. These are to be recorded in classification 8680, "Miscellaneous
Funds. "
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).
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8720 Equalization Aid Of fset Tax

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

8780 . "Miscel laneous Funds" (EC 17606)
See explanation on page =11,

8781 Royalties and Bonuses

8782 Rentals

8783 |ncome. from Property Not Subject to Tax
8784 Payments in Lieu of Taxes

8790 Other

All other county funds received except funds defined as "miscel laneous

funds" by the California Administrative Code, Title 5, Education, Section

17261. These are to be recorded in classification 8780, "Miscellaneous

Funds."

8800 LOCAL INCOME

All income from local sources.

8810 District Taxes
8811 Secured Rol| (EC 20803, 20816, and 20932, et seq.)
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 fo the county
board of supervisors setting forth the tax requirements of the dis-
frict as provided in Division |6, 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 sfafufeﬁy or voted rates are author-
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 upoh receipt of an apporfionment notice from the county superin~
tendent of schools indicating that taxes have been deposited in the
county treasury,

8812 Unsecured Roll

Income from ftaxes levied on the unsecured tax roll.

8813 Prior Years' Taxes

Income from tax levies of prior years include secured and unsecured tax
receipts from redemptions and tax sales.
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8820

8840
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City and County Taxes
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 tevy 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 of Bonds

Income from sale of bonds at par value, which must be deposited in the
Building Fund of the district (EC 218i0).

8842 Sale of 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 ||1-24, number 8."

8843 Sale of Land and Buildings

Income from the sale of land and buildings. Such income must be used
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.)

8846 Farming Income

Income from college farm operations.
8849 Other Sales

Income recelved from all other sales

14
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8850 Rentals and Leases, Except "Miscel laneous Funds"

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

Rental or lease income defined as "miscel laneous funds" is to be recorded
in classification 8880, "Miscellaneous Funds."
8855 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 Iinterest

Income credited or prorated by the county auditor for interest on deposits

of district funds with the county freasurer and inferest 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).

8870 STUDENT FEES AND CHARGES
8871 Adult Education Fees

Income received from students enrolled in classes for adults as tuition
under EC 5757, as incidental fees under EC 5758, or under EC 25502.5.

8872 Nonresident Students

Income received for the total cost of educating residents of other
states and foreign countries in the col leges 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 childrens' centers,

8874 Development Centers 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-District Student Fees. [EC 25505.3(c)]

Income received from students aitending under Inter=district Agree-
ments which call for payment of expenses by 'ndividual students.

B876 Health Fees
8877 Parking Services (See EC 25425.1)

8878 Other Student Charges (including bir not |imited to Traffic Fines,
Parking Fines, lLate Registration, Library Fines, efc.)

All other miscellaneous student fess and fines.
8880 "M |SCELLANEOUS FUNDS'" (EC 17606)
See explanation on page | 1=I1.
888! Royalties and Bonuses
8882 Rentals
8883 fncome 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-
cel laneous funds" by the California Administrative Code, Titie 5, Education,
Section 17261. These are 1o be recorded in classification 8880, "Miscel-
laneous Funds."
¥Some warrants are cutlawed after six months. |If a warrant is outlawed in
the same fiscal year in which it was wrjtten, it should be abated to the
account it was originally charged.
889 PRIVATE INCOME
Income from private contributions, gifts, grants, and endowments.
8899 Other
8900 INCOMING TRANSF ERS

All income received for incoming transfers, Identify the sources of tuition
payments and account for the income received from each source.

8920 Tuition Transfers
8921 Interdistrict Payments

Tuition payments received from Interdistrict contracis for general or
spec iflc Instructional services, including fransport.otion.
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8926 Non-district Payments

All other tuition payments not identified above.
8930 Interfund Transfers
Amount of money involved in each of the fol lowing transfers between funds:
To the Chi |d Development Fund and Development Centers for Handicapped
Minors Fund from the General Fund (EC 17201 and California Administrative
Code, Title 5, Education, Sections |5C50-15052).
Between the General Fund and the Speclal Reserve Fund (EC 21401-21404).
To the General Fund or to the Special Reserve Fund from the Bond Interest
and Redemption Fund after all principal and interest payments have been
made (EC 22055 and 22056),
- 8990 Other Incoming Transfers

Income received from funds of lapsed or reorganized districts and any other
income from transfers not othaerwise classified.

Miscel laneous Funds

EC 17606 covers "miscel laneous funds" under classifications 8480 (federal),
8530 (federal and state), 9680 (state), 8780 {county), and 8880 (local).
Sources of funds classified as miscellaneous wnder this section are (1)
royalties and bonuses; (2) rentals; (3) income from property not subject
to tax; and (4) payments in fieu 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 of any
agreement. For example, royalties on federal mineral deposits are accounted
under 8481, "Miscel laneous Funds" (federal). Classifications by source are
as follows: ‘

8481 Federal

858! Federa! and State
8681 State

8781 County

8881 Local

Rentals
Record the amount by which the total of all payments received for the rental
_of 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.
Ciassifications by source are as follows:

.8482 Federal

8582 Federal and State
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8682 State
8782 County
8882 Local

Income from Property Not Subject to 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, or state

purposes. Classifications by source are as fol lows:

8483 Federal

8583 Federal and State
B683 5tate

8783 County

8883 Local

Payments in Lieu of Taxes

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 fax on |ivestock; and license fees on 1railer coaches. Classifi-
cations by source are as fol lows:

8484 Federal

8584 Federal and state
8684 State

8784 County

8884 lLocal

Abatement of Income

When part or all of the income of a Community College district from any
source must be returned to fhe source from which it is received, the trans-
action shouid 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 fransactions in this manner keeps
both income and expenditures in frue 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 cancel |ations of pravious fiscal
transactions or parts of them.

Payments that represent cancel lations or reductions of receipts must be ac-
counted as abatements of income previously recorded by abating such payments
to such income account, thereby eliminating any charge fo an expenditure

account. Such payments must be accounted by abating the income account for
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Abatement of Income (Continued)

) the original source during the fiscal year In which the payments are made,
irrespective of the fisca! 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,
fhey are not subject to appropriation controi. However, any abatement of
income that constifutes a major reduction of income in comparison with es-

timated income should be recognized as requiring a ccrrespéndiﬁg reduction
in estimated income and reserves, or requiring a reduction in actual appro-

priations.

The following kinds of transactions shall be ac >unted as abatements of
Income:

. Tax refunds

2. Rental refunds

3.  Tuition refun’s

a. TJo students, parents, or guardians

b. To other districts on account ot overpayments

Refunds of income from federal sources

Refunds of income from state sources

Refunds of other monies received in error

Disiribution or proration of monies received by local operating
agency to operating districts.

It is often difficult fo distinguish between receipts that should be treated
as 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)

Teachers' and employees' examination fees (8879)
Certificate fees (8879)

Transcript fees (8879)

Adult Education fees (8871)

[ oI I 1]

5. Rentats (8782, 8850, 8882)
Civic Center (all charges) (8782, 8850, 8882)

a.
b. Classrooms (8782, 8850, 8882)

c. Easement leases (8782, 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)

AT 19
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Abatement of Income (Continued)

5.

14,

Library fines (8878)

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

Contributions and gifts (8890)

Receipts from the sale of catalogues, class schedules, courses
of study, printed forms, and the |ike (8845)

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

Interest on deposifs and invesiments {(8860)
Outlawed warrants and other warrants cancelled in a fiscal year
subsequent to the year of expenditure (8830)

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) '

Receipts from teacher-training institutions for practice teaching
services (8890)

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

Accounting férfQec}ajpVAppgﬁfianmenfs;érggqagg

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

Rev, 4776

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 whlch a qualified special teacher is
provided for educating physically handicapped minors who come
within the provisions of Education Code Sections 680! and 6802
(Education Code Sections 6914-69]9).

To ald newly organized districts (EC 17461).



Accounting for Certain Apportionments or Loans (Continued)

' 3. To provide emergancy 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.

Examp |e:
Date  Accounts . Debit Credit
4~10-75 Cash in County Treasury $5, 360

Account Payable, State (Long-

Term Debt) $5, 360

To record credit received for a loan from the State General Fund to
finance the establishment of new classes for the mentally retarded
(52,680 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 perlod 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 subfracted from the amounts otherwise due the district from the State
School Fund in accordance with regular apportionment calculations. This
means that the credit fo the district funds announced by the County Super-
intendent will be smaller by tne same amount than the announcements by

the Chancel lor 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 T $670
State Basic and Equalization Aid- $670
" . M .?! .

To record the wl%hhﬂldiﬁg’5§kfﬁé state of one-eighth of the amount
of the long=-term loan received 4-10~75
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A;;munfjﬁgrFCFLCEFTEiﬁﬂ@pporjjénmen+sfQr Loans (Continued)

Any statement of financial condition prepared from the district records
during or at the close of the fiscal year will show, if the foregoing
procedures are used, the proper amount of iability 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 withhel d by the state is also Included in
the specific audlt 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 foan 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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EXPEND | TURES

The following expenditure classification is in two parts: one dealing with
objects of expenditure, the other with Community College activities for which
expenditures mey 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-
tornia School Accounting Manual, 1973 edition. This should reduce the need
for County Offices to maintain two systems for budgetary control of both K-12
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 CCAF-311.

The object categories represent a minimum list for compliance with various Edu-
cation Code previsions, compatibility with county systems and state-level fiscal
repaffing Districts may wish to develop other, more detailed categories for use
in district administration and policy making. Form CCAF-31l sets forth the mini-
mum requirements 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 2095|.

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 transfer. Because of
this budget or appropriation control of expenditures, the budget and all documents
dealing with EPPFQPFIETIOHS must be prepared according to the same 2I355if|¢a+|an
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.

23
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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 expendlitures.
One decision about object classification can thus serve for several future dis-
bursements, such as monthly salary payments. 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
d!sbursements, should designate the object classifications applying fo 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-
+ions 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 disfrict contributions to retire-

" ment funds,

The object classifications should be designated on every warrant or warranl 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

t+o the Chancel lor, 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. Controls may be kept on total expendi-
tures with the approval of the county Superintendent of schools or on the foi-
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 Reserve)
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SECTION A
Objects of Expenditure Classifications,
Thelr Content, and Irzfructions
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 employed 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 ful l-time teaching assignment; substitute teachers if the rate
nf pay |5 basgd on the Fegular feachlna salary ra*e, exfra dufy or overfime
on the regular salary sahedule rafe (Taachérs whage salary ccmpu*afion 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 fol lowing é@mmenfs, 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 1s 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 |imited to, the f@liawingz

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

2. Extracurricular activities that arise out of classroom work and are an
extension of it.

3. Duties that are ordinarily assigned to certificated personnel in con=
nection with the custody and control of students after school, or at
other times.

4, 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.

25
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The salary must be prorated under the following conditions:

If a certificated employee teaches éf 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 1190 and in the other classifica~
tions that provide for recording the expentiitures 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 assigrment
are recorded. |t should be understood that some of the other assignments
may pertain to work outside the field of teaching, and if a feacher performs
such assignments, it will be necessary to prorate a portion of the salary to
subordinate classifications other than |100.

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

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

2, Deans, and assistant deans in individual colleges. !

3. Librarians, assistant |ibrarians, audiovisual personnel, counselors,
nurses, psychologists, psychometrists, audiomefrists, and guidance
and attendance personnel.

The term "other assignments" also includes, but is not limited to, assign-
ments usually and specifically assigned 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 ful I-time salaries and prorated portions of salaries for all
certificated employees paid at a regular salary schedule rate and employed
in non-lInstructional assignments. Counséling, guidance, health services,
Iibrary, 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

Inctuded 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 feaching
summer sessions.
26
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2000

3000

Rev.

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.

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 paid.at regular salary schedule rate, engaged in
classroom activities or under the supervision of classroom instructors
(teachers) [Education 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 their regular work schedule.

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

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

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 Ciassified Employees

3130 Other Certificated Employees

3150 Classified Instructional Aides
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4000

3200

3300

3400

3500

3600

3700

3900

4100

4200

4300

3210
3220

3310
3320
3330
3350

3410
3420
3430
3450.
3460
3470

3510
3520
3550

3610
3620
3650

3710
3720

3910
3920
3930
3950

Pubiic Employees' Retirement Fund

Certificated Teachers and Instructional Aldes
Classified Employees'

0ld Age, Survivors, Disability, and Health Insurance
Certificated Teachers and instructional Aides
Classified Employees

Other Certificated Employees

Classified Instructional Aldes

Heal+h and Welfare Benefits

Certificated Teachers and Instructional Aides
Classified Employees

Other Certificate Employees

Classified Instructional Aides

Retired Certificated Employees

Retired Classified Employees

State Unemployment Insurance

Certificated Teachers and Instructional Aides
Classified Employees

Classifled Instructional Aides

Workman's Compensation Insurance
Certificated Teachers and l|actructional Aldes
Classiflied Employees

Classified Instructional Aides

Local Retirement Systems

Certificated Teachers and Instructional Aldes
Classified Employees ’

Other Benefl+ts

Certificated Teachers and Instructional Aldes
Classified Employees

Other Certificated Employees

Classifled Instructional Aldes

BOOKS, SUPPLIES AND EQUIPMENT REPLACEMENTS
Textbooks

Qther Books

Instructional Supplies
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4400 Iinstructional Media Materials & Supplies

4500 Gther Supplies
4600 Student Trensportation 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 digtrict man-

Supply expenditures cover commodities, including transportation and storage,
to be used by the institution. They consist of items of (1) an expendable
nature Tﬁaf are consumed, 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

IV=1) but have a low unit cost and are frequently lost, broken, or worn out

in normal use such as staplers, small fools, 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
confractual or fee basis. Contractual 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 institutional 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 fee of any district or college in any society, asso-
ciation, or organization as authorized by Education Code Section 1071,

Record the membership fee 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, thef®, 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 district, its offi-
cers, and employees against losses resulting from property damage or
public liability. :
5430 Fidel ity 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 confracts for these
services.

5600 Service Agreements

Record payments for rentals for, or leasing of, land, playground sifes,
postage meter, athletic fields, equipment, buildings, and contracts for
transportation, maintenance, repairs to buildings or eguipment, 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.
30
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NOTE: Assessments for capital improvements shoutld 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 Districtwide
Operation

Record expenses for surveys, appraisals, and costs and interest on loans,
physicals, fingerprinting, x-rays, damage to personal property, advertise-
ments not required by law, postage stamps, etc.

NOTE: Appféisals 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 sites.

6128 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; treating 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=

triet for capital imprcvements 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
ana replacement of obsoiete 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; instaliation 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 eguipment 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 such items as desks, chairs, vehicles, machinery,
instruments, etc.; however, egiipment 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’zgral parts of the building or building ser-
vice system. Equipment is defined in Part |V 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 and fabricate equipment.
The expenditures for such day iabor or force account, in-
cluding materials shall be a direct charge to the Facili-
t+ies 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.
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6500 Lease-Furchase Agreements

This Is used to racord expenditures of a contractual nature which will,

over a period oi tims, lead to the addition of a plant asset to the in-
stitution.

7000 OTHER OUTGO
7100 Debt Servica
Debt service consists of expenditures for th: retirement of cabt.

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 agreements and other pro-
grams specifically provided in the Education Cede.

7240 Tuition and Transportation of Students Attending Classes for
Handicapped

Record tuition and fransportation costs of students atterding classes
for physically hancicapped (EC 6806); educationally handicapped (EC
6751); multiple handicapped (EC 6871); and mentally retarded (EC 6904
and 6510) maintzined 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 districts, county
superintendents of schools, and regional occupational centers oper-
ated under a joint powers agreement.

Rev. 4/76 N N
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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 colieges of the district making the
payment should be charged to the appropriate object expenditure classifi-
cation applicable Yo 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 fimancial cost studies, and costs should be avail-
able for state reports if requested.

7300 Interfund Transfers
Record ihe following transfers:
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 Gen-

eral Fund or to the Special Reserve Fund (EC 22055-22056).

7390 Other Authorized Interfund Transfers

7400 Other Transfers
7410 From Funds of a Lapsed or Reorganized District to Another District
(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.

34
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ACTIVITIES

Actual expenditures are fo 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 of 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 (NCHEMS) at Western Institute Commission on Higher Education
(WICHE). Compatibility serves primarily two purposes: () enables districts
To utilize tools which may be based upon PCS and (2) provides the capability
for interstate and federal reporting if fthis occurs in the future. Therefore,
while districts would mairntain a breakdown of 53 activities, they will be re-
guired to report to the state for just the 37 activities.

This is a minimum structure and districts 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 [lI|-1, pages III1-21, -22,
and -23 presents a caparison 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 WICHE.

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 thelr allocation. Definition of such mea-
sures as indirect costs, fixed and variapble costs, average and marginal costs
must be predicated upon specific decision problems, and are described in Ap-
pendix B.

The instructional activities are the major discipline categories of the Clas-
sification of Instructional Disciplines (CID), which was established and is
updated by Academic and Student Affairs unjt of the Chancellor's Office. The
CID is a modification of the Higher Education General Information System
(HEGIS) taxonomy developed by United States QOffice 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 enroliments, byt not student majors or objectives
in Community Col leges.

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: genera! 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
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defines community education in terms very similar to the Community Col lege
adult class. The occupational vocational distinction is based upon use of
the "5000 series" of the HEGIS 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 direct expenditures for instructional purposes, both graded and ungraded,
wlll be repci-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 MATHEMAT ICS

1800 MILITARY STUCIES

1900 PHYS(CAL SCIENCES

2000 PSYCHOLOGY

2100 PUBLIC AFFAIRS AND SERVICES

2200 SOCIAL SCIENCES

3000 COMMERCIAL SERVICES

4900 INTERDISC IPLINARY STUDIES

5300 APPRENT ICESHIP

6000 INSTRUCTIONAL SUPFORT

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 C1D categories to which their efforts in

(1) 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 institution-wide commit~
tees and work in the faculty senate.

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 exampie of the latter, even though some of their efforts
is spent on current year course problems.

6100 INSTRUCTIONAL SERVICES

61XX Library

BIXX Media

61XX Museums and Galleries

61XX Tutoring

61XX Clierical 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 be included
in the Media services category. |f 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 historical materials, art objects, scientific displays, etc. Tutoring
centers and tutoring conducted within specific instructional departments
would be assigned to this category; however, expenditures (objects other
than salaries and benefits) will be in the 5000 series of Other Operating
Expenses.

6200 ADMISSIONS AND RECORDS

Ineluded in this 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 informal counseling or "advising" by teaching per-
sonnel ., '

6400 OTHER STUDENT SERVICES

64XX Student Personnel Administration
64XX Financial Aid Administration
64XX Health Services

64XX Housing Services

64XX Student Transportation

Rev. 4/76 ’ 14 - 15
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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 l|oans, 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 jncluded under the school accounting manual category 400. This in-
cludes medical, dental psychiatric, and nurse servicas for students.

6500 MAINTENANCE AND OPERATION OF PLANT

This includes all services required for the operation and maintenance of
the instifution's grounds and faciiities: 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 Executive~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 fthe governing board, the chief executive officer,
and the senior executive officers (e.g., college-wide and district-level
management, ircluding superintendents, presidents, assistant superinfen-
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 inctude budget control, audit, investment accounting,
payroll, and management of contracts and grants. General administrative
services include noninstructional data processing, personnel management,
and maintenance of employee records. (lInstructional 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 emplcyees 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 fermed as the "current
expense of education." With the exception of certain expenditures: stu=

dent transportation, EOA, lease agreements, efc., this forms the basis for
the "50 percent law" calculation In Education Code Section 17503.) -

6800 COMMUNITY- SERVICES

This inciudes activities providing general public services to the community
at large or special groups within the community. Included are such activi-
tles 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 first three subfunctions are self-explanatory. Social and cultural
development includes student activities, such as the newspaper and 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 specially funded activities (often
termed "programs") which are not typically associated elther with regular
Instruction or noninstructional functions described above. Included are
programs such as EOPS, EIN, MDTA, Headstart, EOA, etc. Possible indirect
overhead from noninstructional functions which may "support" these pro-
grams (general administrative services, logistical services, maintenance
and operation of plant, etc.) would not be included here. Also Inciuded
are activities independent of the institution's mission such as operation.
of commercial rental property for income.

-39
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7100 BUILDING

inctudad In this functlon are the resources and capital outlay expendi-
tures required In developing campus. physical facilities. The expenditure
objects reported for this function are listed under carital outlay and
differ from those used In functions devoted to current operctions,

7200 DEBT SERVICE
7300 TRANSFERS
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 subjéct 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 classification; 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-
minabla I%em of previaus expend|+ure If a receupf cannc+ ba subsfanfiafed as a

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 s abate-
ments of expenditures previously Incurred by crediting such recelpts 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 recelpts
and the expendltures occur. In no case may receipts of a current fiscal year be
accounted as abatements of expenditures of a prior fiscal year. |f 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 i+ occurs and will,
therefore, be an adjustment to the beginning balance. I+ shouldnot go into
either income or axpanse. :

Abatements of expenditures must be accgun*sd as such at fhe time that the recelpts
occur throughout the fiscal year by immediately crediting the recelpts to the
appropriate expenditure accounts Instead of crediting them to any income account.

Except as the accounting Is malntained 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 appropriations, apportionments, 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 invoived, 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). I+ should be maintained
adjacent to the corresponding expenditure account in the expenditure (or appro-
priation) subsidiary ledger. Thé 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. B

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 thelr 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. Recelpts from sales of supplies and new materials at cost (a) to
students for personal ownership (e.g., art and shop materials);
(b) to students by means of vending machines dispensing articles
supplled by districts; or (¢) to other governmental 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 overpayments (a) from +eaéhers and other employees; or
(b) from vendors and other payees.

3. Refunds for return of contalners, oil drums, wire spools, and the
| ike. _

4. Relmbursement of cost of repairs 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.
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Refunds from a transportation company ‘for unused portions of carfare
books, tickets, and the |ike.

Refunds of gasoline tax for nonhighway use..
Cancelled warrants (not outlawed warrants).

Receipts from sale, In lleu of trade-in of used equipment being
replaced, such as automobiles, typewriters, and the |ike.

Refunds of premiums or dividends on insurance.

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 as abatement cf expenditures made
for repair or replacement of supplies or equipment losses shall not
exceed the amount expended for this. purpose during the same fiscal
year.

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

Receipts from subleasing an unused portion of premises that the
district had to rent as a whoie ‘o obtaln the portion desired for
col lege purposes. . : '

NOTE: Aﬁy amounts received in excess of the related expense shall
be recorded as miseellanggus revenue (income), and not as abatements.

1.~ 24
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’ 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 servsiceable 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 Distinquish Supplies From Equipment

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.

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

Some articles do not belong to elther 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,
Equipment Replacement. |If all answers are no, the item shauld be Classifled
under object classification 6400,

Does the item [ose its original shape and appearance with use?

|

2. Is 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 uni+ than repair
it?

5. Is it inexpensive having the characteristics of equipment? Does the

small unit cost make it inadvisable to capitalize the item?
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Criteria for I|dentifying Capifal,@uflay.

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 existing obsolete

or old bulldings to clear sites for new buildings, building fixtures and

service systems, and any other expenditures directly related to +he 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 resultihg in more
efficient or longer-lasting property. Significant improvement shouid 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 |ife. 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 gdded; are an
integral part of a building; and are expected to have a long and useful |ife.
Such systems are generally accepted as real property and lose . identity as separ-
ate units. Examples: intercommunication systems or air-conditioning systems.
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To be classifled as either a building fixture or a service system, an [tem must
conform to five criteria:

I.  Attached permamently to the building,

2. functions as part of the bullding,

3. removal of the item resuits in appreciable damage to the bunldung or
impairs the designed use of the facility,

4. is generally accepted as real prgper*y (not personal property), and

5. loses 1dan+|+y as a separate unit.

Fixed assets can ba 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 increase 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 Tracfar 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 fo 6500.
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ACTIVITY MEASURES

Activity measures are to be reported on CCAF-ill (Appendix A=1).

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. !+ 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 af>25 major discipline divi=-
sions of the CID. The measures are as follows:

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

Certiflicated, Regular Schedule, Teaching
Certiflcated, 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 ¢ termined

by each district. Agaln, FTE's for hourly, part-time or others nc' - the
classified service would be the same basis as for those in the service.
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Section Size

This involves, for each CID discipline division, 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 (1) census

week in graded courses or (2) the actual average over the term or |/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
i - 20
2l = 30
3l - 40
41 - B0
51 = 75
76 - 100

More than 100

Courses (number)
Sections (number)
Weekly Faculty Contact Hours (WFCH)
Weekly 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 at census time, i.e., fourth
week of semesdter or quarter, second week of summer or one-fifth of the way intfo
any other irregular term. |In each case the measurement unit relates to the term.
Thus, WSCH woulid be weekly semester or quarter 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/16, 17, I8 -~ as apptopriate -- for
semester system colleges or weeks in term/Il, 12, |3 -- 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:

|. Graded Classes
2. Adult (Nongraded) Classes

[. Vocational Education Act (VEA) Qualifying
2. Not VEA Qualifying
(Based upon criteria in California State Plan for Vocational Education)

I.  Regular Term
2.  Summer or Special Session (reported for fiscal year in which
session is completed.)

Day (starting prior to 5 p.m.)
2. Evening (starting after 5 p.m.)
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I. Lecture
' 2, Laboratory-Activity-Discussion
' 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 utilized,
including mechanical and electronic devices, self-insiructional material and
other similar teaching techniques.

NONINSTRUCTION

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 | FTE. (This contrasts
with the 10-month employee, who works |2 months, whose salary is based upon &
tactor applied to the |0-month rate, and who represents |+ FTE.)

Activity measures for noninstructional functions are to be developed.
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GENERAL AND SUBSIDIARY LEDGER ACCOUNTING

General ledger accounting is recommended, though not required.
This dIECUSEIDn of general ledger accounting, prepared initially for elementary

and secondary schools, is applicable as modified to Community College budgeting,
accounting and reporting.

Definition of Genera! Ledger Accounting

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 o~ separate tfrays
for machine-posted ledger sheets; the physical separation achieved by division
leaves or guides is sufficient |f the self-balancing pfrinciple is maintained for
each portion.

General and Subsidiary Ledgers

Ledgers are comprised of accounts. An account is a device, usually 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
halance, respectively. Accounts usually provide for the columnar showing of date
and posting reference and often for some description of each posting. Accounts
usual ly 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
baiances should be utilized regularly. For example, the balance of the account,
Cash in County Treasury, should be reconciled with the records of the county super-
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 ar¢ 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 disfricts. 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- Proaess 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 triai
balance proof. Accounts of similar nafure 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 2eceivable, In-
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
severa. income ledger accounts are controlled by General Ledger accounts, Esti-
mated Income and Income.

Accounts pertaining to appropriations and expenditures are maintained only in
the General Ledger. However, the required classes of expenditure are suffic-
jently numerous to justify the establishment of a subsidiary ledger. Further,
the statutory requirement for appﬁaprla*lon control of expenditure is facili-
tated by use of a 5pe:|a| 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 expénleures (debit).
Expenditures are |imited 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 fo 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 againsi 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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Trapsters for +uition 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 a:cmunf
only. Stores is a General Ledger account. 2

Appropriation control is not necessarily maintained for al| of the subordinate
accounts for which expenditure analysis is desired.

The accounting ,of income and of expenditures, as currently practiced in most dis~
tricts, is on a cash basis 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
liabil ities, 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-
coilected are not required to be set up as receivable for the preparation of state
reports. Since a consideraple 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 modified cash basis may be empléyéd as descriptive of
accounting practices as currently authorized.

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

Genera| Ledger Accounts

All General Ledger accounts commonly required for Community College accounting are
tisted here in the fojlowing Chart of Accounts. While.all 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 slgnnfx—
cance of debit or credit balances of such accounts are also included.

Certain accounts, such as Revolving Cash Fund, Cash Col lections 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 smal |
districts if they are not needed.

Chart of Accounts

Normal
Assets Balance
9110 Cash in County Treasury Dr
9120 Cash in Bank(s) (Education Code Section 5758 or 7405 only) Dr
9130 Revolving Cash Fund (Education Code Sections 21301-21305) Dr
9140 Cash Collections Awalting Deposit (Education Code Sections
17152-17207) Dr
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9150 Investments in U.S. Bonds at Cost (Fducation Code

Section 17203) Dr

2160 Accounts Receivable Dr

© 9170 Due from Other Funds br
9180 5tudent Loans Receivable br
9210 Stores br
9220 Prepald Expenses or
9300 Other Current Assets Dr
9310 Assets Frozen Dr
9400 Fixed Assets Dr

Liabilities

9510 Accounts Payable (Current Liabiiities) Cr
9520 Due to Other Funds Cr
9530 Temporary Loans Cr
9540 Deferred |ncome ' Cr
9550 Loans Receivable - Student ' Cr
Reserves
9610 " Reserve for Working Capital i Cr
9620 Reserve for Encumbrances ' Cr
9630 General Reserve Cr
9690 Investment in Fixed Assets Cr

Fund Balances
97i0 Unappropriated Fund Balance Cr

Budgetary and Control Accounts

9810 Estimated Income ’ “Dr
9820 Appropriations Cr
9830 Encumbrances br
9840 I ncome Cr
8850 Expenditures Dr

Non-Operating Accounts
9910 Suspense Clearing Or

Def initions of, and explanatory notes abau*; 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

9130

9140

9150

9160

9170

9180

Cash in Bank(s). Indicated balances In separate bank accounts
for Adult Education Incidentals, College Farm accounts, and
Cafeteria accounts If malntained by the district (EC 5758, 7405,
and 17053).

Revolving Cash Fund. (1) 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 EC 21301-21305, 21320, 2|330 and 2:331. This fund is
siml lar in use and control to accounts known as Petty Cash.

Once this fund is established, it should be carried indefinitely
in the Generali Ledger and shown in al! balance sheefs and budgets
unt! | abolishaed., The amount recorded will vary only through in-
crease or decrease in the total amount approved for the fund.

It should be noted that the Revoiving Cash Fund i$ 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, elther 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 Invoices for these payments are
accumu |ated and the fund is reimbursed from district funds, thus
maintaining the fund at the predetermined amount.

Cash Col lections Awaliting Deposit. Receipts not yet deposited in
t+he county freasury, including any monies In bank’ clearing ac-
counts avalting deposit In the county treasury (Educat ion Code
Section 17204).

Investments in U.S. Bonds. Securities issued by the United State
Government in which money Is Invested. Investments are carried
on books at cost (Education Code Sectlon 17203).

Accounts Recelvable. Amounts due from private persons, firms or
corporations, or governmental units, excluding amounts due from
other funds of the district, including amounts billed but not
received. i

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

Student Loans Receivable., Loans to students under federal loan
programs .

Stores, Inygqjarisg.,anéﬁFrgpa?de;pgﬁsgs

9210

9220

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).

Prepald Expenses. Amounts of payments made In advance of the
receipt and utl |ization of services. Prepald insurance pre-
miums are [llustrative, That portion of the premium paild in
advance for coverage beyond the current fiscal year is charged
+o Prepald Expenses. Adjustments to this account in the suc-
ceeding fiscal years apportion the premium over the period
covered.
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9400

8500
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Other Current Assets. Assets that are avallable or can be made

readily avalfable to meet the cost of operatiofis or fo pay current
flabilities,

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

Fixed Assets. Assets of a permanent character having continuing

value; e.g., land, buildings, machlnery, furniture, and other equip-
ment. The term cap;fal assets is sometimes used in the same sense,
but fixed assets is preferred.

9410 Land
9420 Improvement of Sites
2430 Bui Idings

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

9450 Work in progress. An asset representing the value of partially
comp leted work.

Liabilities. Legal oblligations, exclusive of encumbrafices, that are
unpaid.

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, Included are unpaid
salaries and payroll deductions not yet remitted. Accounts pay-
able refers to amounts that ares ue and payable within a rela-
tively short period of time, 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 notes.

9540 Ceferred Income. A liability account for monles recelved that
are unearned at a given date, but that will be Included in in=
come, as earned, in subsequent periods.

9550 Student Loans Receivable (Overdue) - Loans which are currently
In default.

Vi-6

oA
m‘

-



96%0 Reservas

9700

9610

9620

9630

9690

Fund

Reserve for Working Capital. An account set up to reflect fhe
val ue of working capital accounts such as Stores, Prepaid Ex-
penses, and Revolving Cash Fund. At the beginning of the fis-
cal year, this account 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.

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 Encumbrancas, is required. During the year this account
is a reserve set up out of appropriations. At year-end the outf-
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.

General Reserve. An account in which the budgeted reserve is
recorded, necessary so that cash may be made avallable during

that period of the fiscal year when taxes and state funds have

not yet become available (EC 20604).

Investment in Fixed Assets. The book value of fixed assets.

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 ass@ts and estimated

. income available for appropriation are credited o this account.

General feserve, budgeted appropriations, and other obligations
are debited. The net value of the account represents the unappro-
priated fund balance.

9800 Budgetary and Control Accounts

9810

9820

Estimated Income. All income estimated to accrue during a given
period whether it is all collected during that pekiod or not.
This account will be a separate control account Ih the General
Ledger and will include all income estimated to aecrue during the
current fiscal year,

Appropriations. Authorization granted by the Boatd to make expen-
ditures and to incur obiigations for specific purposes and amounts
within a given period. This account represents the total of the
authorizations and is used as a control account Im 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.



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 subuidiary 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 total amount of the appropriations that has been
earmarked for expenditure for specified purposes.

Detaiis 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 are kept on an accrual basis, the term income
refers 1o all income that accrues during a given period whether
iT is coliected during the period or not. This aecount will be
a separate controil account in the General Ledger.

9850 Expendifures. A control account that includes total expenditures
by warrants as well as amounts deducted at the county level. |If
accounts are maintained on an accrual basis, all eharges incurred,
whether paid or not, are included. For accounts maintained on a
cash basis, only actual disbursements are included.

Details of expenditufes by classification or accounts are recorded
in the subsidiary ApPr@prigfi@ns Ledger.

9900 Nonoperating Accounts

9910 Suspense Clearing. An account that carries 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 Ledger Procedures

Certain procedures should be followed in opening and maintaining the General
Ledger. .
’ 60
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Opening the General Ledger:

B 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
a1 10 Cash in County Treasury $ 95,042.67
2120 Cash in Bank 0
91 30 Revolving Cash Fund 500.00
9140 Cash Collections Awaiting Deposit 24,17
21 50 Investments in U.S. Bonds 0
a1 60 Accounts Receivable |,597.88
9170 Due from Other Funds 694, 39
9180 Student Loans Receivable 5,000.00
9z10 Stores 0
9220 Prepaid Expenses },572.38
9310 Assets Frozen 0
Total Assets : $104,431.49

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

Account Liabilities
510 Accounts Payable $ 9,763.45
9520 Due to Other Funds ____1i3.18

Total Liabilities 9,876.63

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

Account
Total assets $104,43] .49
.. Less: Total liabilities _9,876.63
© 9710 Unappropriated Fund Balance  94,554.86

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 fo be posted later
To the General Ledger as debifs or credits. A complete file of these forms,
either bound in a book or collected in some other file, makes up the General
Journal,
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Preparing the opening General Jourpal entry. The opening General Journal entry
is made as fol lows:

JI:
Date Account Debit Credit
7-1-73 2110 Cash in County Treasury $95,042.67

2130 Revolving Cash Fund 500.00

9140 Cash Collections Awaiting

Deposit 24,17

9160 Accounts Receivable |,597.88

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

9710 Unappropriated Fund Balance o 94,554.86

To record assest, liabilities and unappropriated fund

batance for the first time as of July 1, 1974
Several points should be noted as illustrated in the preceding General Journal
entry. First, no account is opened that is. not needed. For exampie, no amount
s shown in the original list of assets for Cash in Bank, Stores, or Investment

in U.S. Bonds. Therefcre, 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 ieft, 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, Iiabil;+ies and unappro=
priated fund balance of the fund as of July |, 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 |ike, explana~
tlons are usually unnecessary since the title of the form describes what is being
done,

Pasf:ﬂg the General Ledger. The General Ledger is posted from the General Journal.
The term posted means the orderly *ranscr'pflén 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 9110 _Cash in County Treasury L , ____ Page |
Date ___Reference __Debit ___Credit _ Balance _ Dr/Cr
7-1-73 Jl $100,042.67 $100,042.67  Dr

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 +he 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 baiance 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 enfry is similarly posted until the entire opening en-
try has been compietely 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
page or other reference to the source of entry. In this illustration the entry
"JI'" was made to indicate that information for this entry was obtained from the
General (abbreviated as "J") and that it was found on page |. Other references
will oped for other posting sources as they are required. By this method any
item General Ledger may be traced back to its origin without difficulty.

Recording the Approved Budget--1ncome

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 shown in
column 3 of the budget form under the heading of Income.

The Income section of the General Fund budget might look |ike this:
l. I NCOME

8100 Federal Income

8110 Maintenance and Operation (PL 8[-874) $ 2,500
8210 NDEA (PL 85-584) 1,000
8500 Combined State and Federal Income : o

8600 State |ncome
8610 Principal Apportionment

8611 Basic and Equalization Ald 277,528
8616 Educationally Handicapped Minors I,148
8620 Special Purpose Apportionment
8622 Transportation, Regular 7,500
Rev. 4/76 VIl
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8700 County |Income . 0

8800 local Income
8810 District Taxes

8811 Secured Roll 345,888
8812 Unsecured Roll 2,700

8900 Incoming Transfers
8920 Tuition Transfers __ 3,000
Other Estimated Income $641,264

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

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

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

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

42
Date Account ' Debit Credit
7-1-74 9810 Estimated Income $641,264.00
9710 Unappropriated Fund Balance $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) i,000.00
8ell Basic and Equalization Aid 277,528.00
8616 Educational ly Handicapped Minors 1,148.00
8622 Transportation, Regular 7,500.00
a8l 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 containad In the official approved budget
Several things should be noted about the preceding journal entry, First, this
is a General Journal entry, just |ike the one used to open the books for the
first time. This one, however, also carries the information for posting a sub-
sidiary ledger.
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Next, note that this entry is referred 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 arrangement 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 journai entry for recording the approved budget
is posted to fthe General Ledger in the same manner as the journal entry that origi-
nally opened the books, as has been done in the following exampics:

B ~ Page |

Account 9810 , Estimated Income Page
Debit ~ Credit ____Balance Dr/Cr _

Date Reference

7=1=74 J2 $641,264.00 $641,264.00 Dr

_ Page 1

Account 9710 B ”
_Credif _____Balance ____ Dbr/Cr_

) Unappropriated Fund Balance
Date  Reference \ B

_Debit

7-1-74 J $ 94,554.86 $ 94,554.86 cr
J2 641,264.00 735,818.86 Cr

Note that in The Unappropriated Fund Balance acccunt, this credit is added to +he
credit balance resulting from the original opening entry fo give a new credit bal-
ance of $735,818.86, the total net ussets and estimated income available for apprao-
priation,

Posting the subsidiary ledger. The subsidiary ledger, In this case the |ncome
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 "Es+ti-
mated income" and "Estimated to be received" columns.

INCOME LEDGER
Account 8811  Distfrict Secured Roll Taxes = o Page 6
zstimated Amounts Total received Estimated to
Date Reference  |ncome received ~to date ~_be received

7-1-74 J2 $345,888.00 $345,888.00

Each Income Ledger account is similarly posted.

Recording the Approved Budget--~Expenditures

Expenditure values, like income values, are taken from the expenditures section
of the official budget forms, as follows:
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I'l. EXPENDITURES AND OTHER QUTGO

000 Certificated Salaries

I 100 Regular Schedule, Teaching $320,000
1200 Regular Schedule, Nonteaching 55,000
| 300 Other Teaching 40,000
| 400 Other Nonteaching 19,500
Total Certificated Salaries $434,500
2000 Classified Salaries
2100 Classified Service, Nonlnstruction 3,600
2200 Classified Service, Instructional Aide 12,000
2300 Other Noninstruction 36,000
2400 Other Instryctional Aide 7,000
Total Classified Salaries $ 58,600
2000 Staff Employee Benefits
3100 State Teachers'! Retirement System Aniuity Fund 10,000
3200 Public Employees' Retlrement Fund 2,000
3300 0id Age, Survivors, Disability, and Health Insurance I,500
3400 Health and Welfare Benefits 900
3600 Workmen's Compensation lInsurance 900
3700 Local Retirement Systems 1,900
Totatl Employee Genefits $ 17,200
40600 Books, Supplles, and Equipment Replacement
4100 Texthooks 2,000
4200 Cther Books 500
4300 Instructional Supplies 2,500
4500 Other Supplies 800
4800 tquipment Replacement __ 6,000
Total Books, Supplies, and Equipment Replacement $ 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 Expense Relmbursed 00
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 7,300

6500 Bullding 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 separatelv
so that expenditure may be controlled within the various budget classifica*ions.
ihis Is accomplished by use of a subsidiary ledger usually known &3 the Appro=
priatior Ledger. While separate accounts should be maintained fo:- 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 fo 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 Shown in the following example:

Date Account Peblt Credit
=174 9710 Unappropriated Fund Balance $615,400.00
9820 Appropriations $615,400.00

Subsidiary Appropriation Ledger

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 =,600
2200 Classified Salaries, Classified Service, Instructional Alde 12,000
230G Classified Salaries Other Neninstruction 36,000
2400 Classified Sslaries Other Instructional Ailde 7,000
3100 3tate Teachers' Retirement System Annulty Fund 10,000
3200 Public Employees' Retirement Fund 2,000
3300 Old Age, Survivors, Disability, and Health Insurance 1,500
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3400 Health and Welfare Benefits 900

3600 Workmen's Compensation Insurance 900
3700 Local Retirement System l,900 {
4100 Textbooks 2,000
4200 Other Books 500
4300 instructional Supplies 2,500
4500 Other Supplies 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 360
5300 Dues and Memberships 200
5400 Insurance ,000
5500 Utitities and Housekeeping Services 5,000
5600 Contracts, Rants, 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
6100 Sites and Site Improvements 2,500
6200 Buildings 20,000
6300 Books I,500
6400 Equipment ' 7,800
6500 Building Improvement 2,500
7200 Tuition Transfers 30,500
7900 Appropriation for Contingencies 12,000

The preceding journal entry is simi!ar 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 zontrolling account,
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
examp les:

Account 9710 Unappropriated Fund Balance o dage |
Dafe ~ Reference ___Deblt ___ _Credit ____ Balnce _ Dr/Cr.
7-1-74 J1 $ 94,554.86 $ 94,554.8¢6 cr

J2 641,264.00 735,818.°F Ccr

J3 $615,400.00 120,417 cr
Account 9820 e Mhppropriations Page |
Date __ Reference ____Debit Credit  Balance Dr/Cr
T=1-74 J3 $615,400.00 $615,400,00 Cr

The debit to the Unappropriated Fund Balance 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. ,
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Posting the Appropriation Ledger. The subsidiary Appr@p%ia*lgn Ledger is posted
from the journal entry In a marner similar to that used for posting estimated in-
come as shown in this examp le: ‘ '

APPROPR|ATION LEDGER

Account 1100 Qef*iflzsfsd Salarigs,7Regyla§;7Ta§ch[ngviﬂ __ Page |
Refer-~ Appropri-~ Encum~ Encumbered Expended Unencum-

Date ence ation brances to date . Expended 1o date bered
o . e , _ ) , _ o __balance_
7-1=74 J1  $320,000.00 S - - . - $320,000.00

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 has been entered in the "Appropriation™
column and again in the "Unencumbered balance" column. As amounts are |ater
entered in the "Encumbrance"” or "Expend iture" columns, the "Unencumbered bal-
ance" column will be adjusted accordingly. ’

When appropriations are al located fo 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 il lustration 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 direct expenses expected to be Incurred on behalt of the program,

Because the Appropriation Ludger controls expenses by objects, it is not essen-
tial that expenses also be control led by program when a dlistrict records expen-

~ditures by site (or location). Control of program expenses can be de legated to

the principais (or site managers) within the limits of fixed object appropria-
tions, For example, If a given school (site) is budgeted $75,000 In instructional
supp lies, this amount wjll provide district control on the site on this ob ject.
The site may allocate this 975,000 to I+s several programs, and the district may
record these allocations as part of the appropriations to the slte's programs.
Districts using manual or bookkeep ing 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 fthe district controls only on objects, then the principal or site manager will|

have to compare the program reports to the program budgets to observe d iscrepan=
clies in an object of any particular program.

Recording the Approved Budget-~Reserves

Reserves are portions of the balance remaining as unappropriated funds that are
not avalilable for appropriations. such as amounts in the Revolving Fund, Stores,
and Prepald Expense accou:Fs. A General Reserve account Is also required to
help finance the district in the year following, prior to recelpt of that year's
income.

[N )

s
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The values to be set aside In these reserves are contained in the official budget,

column 2, opposite Ending Balance.
- as in this example:

J4:
Date
1=1=74

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

Account
9710
9610
9630

Unappropriated Fund Balance

These are used to prepare the journal entry,

Debit
$120,419.00

Reserve for Working Capital

General Reserve

Credi+

$ 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

Account 9710  Unappropriated Fund Balance __ Page |
Date Reference ~ Deblt __Credit ~ Balance_ Dr/Cr
7-1=-74 Jl $ 94,.554.86 $ 94,554.86 Cr
J2 641,264 .00 735,818.86 Cr
J3 $615,400.00 120,418,886 Cr
J4 120,419.00 0.14 Dr
70
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Account 9610 __Reserve for Working Capital , ~ Page |

Date_  Reference  Deblr___ __ Credit _____ Balance Or/Cr
7-1-74 Ja o $2,072.00 1$2,072.00 Cr

Account 9630 ,~" B __General Reserve , ~Page |
Date Reff en-#’” N DEbIT ;,i i;f§f§§|T ___Balance DF/GF '
7-1-74 e $118,347.00  $118,347.00 Cr

The amuunt 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 |lkely to occur because the district's books
are maintained in exact amounts, including cents, while the ofticial budget form
is made out to the nearest dollar only.

At this polint the General Ledger has been opened, and “hz »fficial budget has
been re.orded. A trial balance wlll show the net rezui®s of the entries made
thus far. The trial balance is a | ist of the Genersi .r. jer accounts and the
deblt or credit balance for each account. The totar ooty ts and the total credits
must be equal, indicating a balanced General Ledge.. “he ftrial balance of the

General Ledger 1 this point locks |ike this:
Account Debit Credit
9110 Cash in County Treasury $ 95,042, 67
9130 Revolving Cash Fund 500. 00
9140 Cash Collections Awaiting Depass* 24.17
9160 Accounts Receivable |,597.18
9170 Due from Other Funds 694, 39
9180 Student Loans Recelvable 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 Ressrve 118,347.00
9710 Unappropriated Fund Balance 0.4
9810 Estimated [ncome 641,264, 00
95820 Appropriations - B _615,400.00

$745,605.63  $745,695.63

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

Recording Encumbrances

Effective expenditure coniiol requlres not ahly the recording of cash expenditures
and the charging off of assets and prepaid expenses but ais> the recognizing 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
district.

The method of determining arounts of encumbrances to be entered into the ac-
counts may vary with the accounting 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 in the General 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 chbjects 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 obtalned 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-2| 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

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 fol lows:

J12;
Date Account Debit Credit
7=1=74 9830 Encumbrances $375,000.00

9620 Reserve for Encumbrances $375,000.00
Account  Appropriation Ledger

1 100 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

J13:
7=-15=74 9620 Reserve for Encumbrances $4,200.00

9830 Encumbrances $4,200.00
Rev. 4/76 Vi-23



7 Appropriation Ledger
1100 Certificated Salaries Regular Schedule Teaching $4,200.00

To cancel 12 months' salary encumbrance for B. Behnett, resignation,

7=15=74
J14:
7-20-74 9830 Encumbrances .- $5,400.00
9620 Reserve for Encumbrances $5,400.00
Appropriation Ledger
1100 Certificated Salaries, Regular Schedule Taa:hlng $5,400.00

To establ ish 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 9830 - ~ Encumbrances - , Page 4
Date ~~ Reference =~ Debit =~~~ Credit =~ Balance  Dr/Cr _
7-1-74 Ji2 $375,000.00 = $375,000. 00 Dr
7-15-74 J13 . $4,200.00 370,800.00 Dr
7=20-74 Ji4 5,400.00 376,200.00 Or
Account 9620 ) ) Reserve for Encumbrances -
Date ~ Reference Dabif o Credit _~ Balance _ Dr/Cr
7-1-74 Ji2 7 $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 subsidiary Appropriation
Ledger Is Illustrated as fol lows:

APPROPRIATION LEDGER :

Account 1100 ~  Certiflcated Salar gﬁﬁR‘g, r Sche dule Teachnng _Page 5

L : Unencum-

Refer- Appropri- Encum=- Encumbered : Expended bered

Date ence ation  brances 1o date Expended to date balance
- 7=1-74 J12 $500,000.00 $375,000.00  $375,000.00 | $125,000. 00
7-15-74 J 13 500, 000. 00 4,200.00Cr 370,800.00 - - 129,200.00
7-20-74 J14 500, 000.00 5,400.00  376,200.00 : 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. I+ is important, however,
that encumbrances be reduced by the unpaid installments of the annual salaries of
personnel leaving the payroll and increased for the unpaid installments of personnel
being added to the payroll.

Adjusfmea#s of anzumbrancas‘f@risalarias paid is dlscussed 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-
gatlon 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 Vi-26.
PURCHASE ORDER No. 2
To: Student Supply Company Date: July 10, 1974

Ordered by
college

From: e ; . College District
) - ' Appropriation
Ledger Account 4300

Deliver tfo: 100 Main Street

- — —Amount
Received Quantity Unit  Item unit Price Amount  Cancelled
65 1,000 Ream Newsprint $0.60 $600.20 $41.67
100 Gross #2 school pencils 3.00 300.00
300 Box Crayons 0.30 99. 00
- T T T 5950.00 f'
Payment Record: - ) - - )

Date: July 20 I R - B
Amount: $41.67 ) B Il T T —

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 +he one on page V1-27 might be used.

Rev. 4/76 Vi=25
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Furchasa Order Encumbrance Summary For July, l§74

) R Appropriation Purchase Order  Amount of
Vendor's Name  account number _ Date __humber _ encumbrance
“Justrite Roofing Company 4500 o - | $ 805.63
Student Supply Company 4300 B 2 990.00
L.A. Detergent Company 4500 26 3 . 50.00

Total ~ R Y7L 1Y

A journal entry to record the encumbrance information ccnfalned ir the summary
Is Illustrated as follows:

Date Account Deb it . Credit
7-1=-74 9830 Encumbrances $1,845.63
9620 Reserve for Encumbrances v $1,845..5
Account  Appropriation Ledger

4300 Instructional Supplies $990C.00
4500 Other Suppiies 855.63

To record Purchase Order Encumbrances for July |, 1974

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

APPROPRIATION LEDGER

Account 4300 _Instructional Supplies e fage 5
‘ Unencum-
Refer- Appropri- Encum=- Encumbered Expended bered
Date _ence  ation _ brances to date _ Expended to date _ baiance_
7-1-74 JI15 $5,000.00 $990.00 $9%0.00 $4,010.00

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

Recording Jn;ame,aﬁqﬂﬂtberfcash:Rgceist

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

An apportionment notice from the county superintendent of schacls is illustrated
in the Typical Apportionment Notice on page V=28,

Each of the items of actua! 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 totai from any given apportionment notice
is posted to the General Ledger, and individual items are posted to the sub-
sldlary Income Ledger. 78
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TYPICAL APPORTIONMENT NOTICE

County of _ §
___ . . Community College Disfric+
This Is to certify that income noted below has been receuvéd and has been placed
to the credit of your district on e -
~ (date)

861 | Basic and Equal ization Aid ] i

8616 Educational |y Handicapped Minors ' L

8622 Transportation, Regular ) 7

8670 Tax Relief Subventions 7 )

8710 Community Colfege Tuition Tax 7

a8l District Secured Roll Taxes - ~ ] _

8812 District Unsecured Roll Taxes 7

Cther Income (Describe)

Preparing the journal entry for income deposits made directly in the county
treasury. The journal entry to record income receipts |ists 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
2840 Income —

Account Subsidiary Income Ledger

881 1 District Secured Roll Texes N B

8812 DIstrict Unsecured Roll Taxes o

861 1 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 recelved 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 o District Secured Roll Taxes Page 6

' “Estimated ~ Amounts  lotfal received Estimated fo
Date Reference  Income  Received 1o date  be received
1=1=74 Jz $345,888.00 $345,885.00
7-20-74 J_ 3
Rev. 4/76 Y127
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INCOME LEDGER

Account 8812 = District Unsecured Roll Taxes ', Page |

T " Estimated  Amounts  Total received  Estimated fo
Date  Reference  Income  Recalved  todate  be recelved
7-1-74 J2 $2,700. a0 ' $2,700.00
7-20-74 ) _ _

i "COME LEDGER

Account 8611 Basic and Equalization Aid , _Page |
' - Estimated  Amounts  Tofal received EsTimated fo
Date  _Reference  Income  Received __ to date =~ be recelved
T-1-74 42 $277,528.00 | $277,528. 00

A summary of receipts issued for cash recelived dires+ly by the school district
sorves as the basls for preparing the Journal entry to record this type of in-
come and other cash receipts. Abatements of expenditures are treated in Part
til of this manual. |(f this summary is a formal record, it might look like this
example of a Cash Received Journal: :

o Cash Received Journal __ Month of July, 1974
Current  Abatements of General
i ncome expenditures Ledger
Date _ Pescription  Received  Acct. Amt, Acct. Amt. Acct. Amt
7-3-74 Receipts 8ti10 . 5800 R
Nos. 6B801-6815 , £842 -
) - 8850 o
4300 L
4300 o
4300 I
8800 R -

Totals I —

Preparing the journal entry to record cash received directly by the district.
The journal entry to record actual income and other cash receipts recelved
“directly by the school district 4ists the General Ledger and subsldlary led=
ger accounts and the amounts for each. For example: ,

Date Account ' Debit Credit
7=31-74 9110 Cash In County Treasury o
9840 | ncome ' .
9850 Expenditures .
Account Subsidiary Income Ledger
8HIO Maintenance and Operation (Pubtie Lew
81-874) o
8842 Sale of Equipment and Suppllies -
8850 Rentals —
Rev. 4/76 V1-28




8871 Adult Education Fees
8880 Mis:el laneous

Subsidiary Appropriation Ledger

4300 Instructional Supp!fes‘
4900 Other Operating Expenses

To record receipts numbers 680i-68]5
The General Ledger is posied in the usual manner. The subsidiary lIncome Ledger
is posted in the same manner as that [llustrated under income deposits made di-
rectly in the county treasury.
The subsidiary Appropriation Ledger is posted in the same manner as that shown

under expenditures, as in the following example:

APPROPRIATION LEDGER

Account 4300 instructional Supplies ) - Page 2
' o - - Unencum=
Refer- Encum- Liquida- Outstanding Expended bared
Date  ence brances tions ;ﬁE§pendedrsn§umbranéés to_date Budget balance
7~31=34 R _ . _

RaQQﬁﬁiﬁg:Expendiqugs,gndrg+ber Disbursements--Salaries

Salary expenditures are generally more efficiently posted by total from the
payrol | 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 ciassifications is needed
for this procedure (see Cal ifornia Community Colleges District Payrall 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 Geperal Journal.

Preparing the journal entry. The journal entry to record payrol |l payments
lists the General Ledger and subsidiary ledger accaun+s and the amounts for
each, as in the following example:

Date Account Debit Credit
7-31=74 9850 Expenditures $40,275.00

gilo0 Cash in County Treasury $40,275.00
Rev. 4/76 Vi-29
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Account Appropriation Ledger

1100 Certificated Salarles Regular achédule

Teaching $30,000.00
1200 Certificated Salaries Regular Schedule

Nonteaching 3,600.00
1300 Certificated Salaries Other Teaching 2,000.00
1400 Certificated Salaries Other Nonteaching 925,00
2100 ' Classified Salaries, Classified Service,

Non=instruction 250.00
2300 Classified Salaries, Other Noh- I nstruction , 2,850.00
2400 Classified Salarles, Other, lns+ruc+ianal

Aides : 650.00
To record expenditures for payroll listing nUmber | for the month of

July

Posting the General Ledger. The journal entry for payrol!| expenditures i
posted 1o the Genera! Ledger in the same manner as previous snfrias, as in
the following example:

Account 9850 ~ Expenditures . Page |

Date o Reference __f ;§éQliW; _ Credit Ealanéé;,’w __Dbr/Cr_
1=31-74 Jsg $40,275.00 $40,275.00 br
Account 9110 _ ) Cash in County Treasury. __Page |
DaTa _7;,,Rafgraggar _ DebiT ___Credit ~ Balance _____Dr/Cr
7~1=74 J1 - $100,042.67 _ 3 $100,042.67 Dr
1-31=74 J8 $40,275.00 59,767.67 cr

Note that the posting the the cash account is a credit enffy that deducts from
the previous balance to give a new debit balance of $59,767.67

Rev. 4/76 ' VI~30
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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:

APPROPRIATION LEDGER

Account 1110 o Teachers' Salaries _Page |

S S ] - S Unencum=
Refar= Appropri=  Encum- Encumbered Extended bered

Date ence ation  brances to date Expended to date  balance

7-1=-74 13 $320,000.00 $320,000.00
45 320,000.00 $320,000.00 $320,000.00 $32,000.00 0.00

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

In normal procedures +the !iquidation of an amount corresponding to the payment
takes place simultaneously with this posting. The liquidating entry is des-
cribed in the section headad heccrdnng Encumbrance Adjustments--Salaries, fol-
lowing. For purposes of explanation, +his account wlill be carried tH s way
until the liquidatirg entry is posted.

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

Entries In the program ledger are posiad by cbject classi”ication in the appro-
priate columns in the program ledgers, then subfé%alad or. 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 AMD OTHER MSEMENTS==0THER
Payments to vendrrs are usuallv ¢ 7~ regular intervals, mc y or oftener,
and listed on a warrant register . .an be used as the sour 1¢ ter the

total expenditure. Like the payroli charges, the amounts to be chairged +~ the
various expenditure classifications will need to be summarized (see Calif nia
School District Warrant Reglster Number | on page VI=32).

Other expenditures, such as a district's retirement payments, repayments on
loans, and the |like, which are disbursed at the county itevel, may be entered

-individually as reports are received from the office of county superintendent

of schocis, Expenditure transfers between funds of a district require a
simifar entry. It is possible to include all such items in one {isting and
to enter the total in the General Journal with a summary of amounts to be
charge.d to the various expenditure classes. |In elther procedure, reference

to the origina! report or notice should be made, and such documents should
be kept readily available,

Preparing the journal entry. The journal entry io record vendor payments or
other expenditure items Iists the General Ledger and subsidiary ledger accounts
and the amounts for each. This journal entry is posted to the General Ledger
and tne Appropriation Ledger as Illustrated in the entries that follow:

H
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Datc Account Detit Credit

7=31=74 9850 Expenditures $6,245.00
) 9840 Income 500.G0 7
100 Cash $6,745.00

Account Appropriat’on Ledger
4100 Textbooks $ 350.00
4300 Instructional Supplies 475.00
4500 Other Supplies [,620.00
5500 Utilities & Houskeeping Services 1,300.00
6200 Buildings 2,500.00

Income Ledger
Bi10 Maintenance & Operation (Public Law 81~
S 500.00

To record expenditures for Warrant Register numper | for the month of July

CALIFORNIA COMMUNITY COLLEGE DISTRICT

Warrant Register Humber | Cate: July 31, 1874
Warrant , Expenditure
Number Vendor Classification Amount
I Aldrich & Aldrich, IRCivevecrivarsnnsses 4300 $ 48.06
2 American Book Company:...ssusseeesacssss 4100 350.07
3 Best Music COMPENY.sessvanscnsssennsss 4300 210.0C
4 E. P,.Finigan Company....eeevueeaes s 6200 2,500,00
5 Office Supply COmponyseeceessssocrcnrs 4500 65.00
6 Pacific Gas & Electric Company........ 5500 700.00
7 Pacific Telephone & Telegraph Co...... 5500 600.00
8 Read's Fence Company.....coescnscsss 4500 875.00
9  Sun Custodial & "plies...creniciiunnass 4500 680.00
10 Taylor's Schoci Supplies...cciiiciacnns 4200 216.94
1 U. 5. Treasury
(Abatement of income) Bl10...uvuuua... 500.00
Totaleerinensnnnsacnnanassioncnne $6,745.00
Expenditurs Classification Summary:
4100 Textbooks. Ceatretecaaseasenaes $ 350.00
4300 lnsfru;fizn;; upplres..iiigggiggg. 475.00
4500 Other Supplltﬁi e esesesresarirans },620.00
5500 Utilities &4 suskeep|ng Servnces | ,300.00
6200 Euuldnngs..s.;igi,i.i.i-,.....,gi.. 2,500.00
$6,245.00
Income Classification Summary:
8110 Maintenance & Dperafian (Pubiic
Law 81-874) abatement.......cqu.. - 500.00
' 500,00
$6 745.00
Rev. 4/76 Vi-33




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

INCOME LEDGER

Account 8110 Maintenance and Qperation (PL 8|-874) Page |
o Refer- Estimated Amounts Total Received Estimated to
Date  enca  Incoms ~ Received - to date =~ be received
T-1=74  }I $2,560.00 $2,500.00
J o 2,500.00 $2,400.00 $2,400.00 100.00
O I N 2,500.00 500.00Cr |,900.00 600.00

RECORTING ENCUMBRANCE ADJUSTMENTS==SALARIES

The amount of encumbrances to be adjusted or Iiguidated when salary payments
are made in the same amount as is being paic, provided such amounts have been
encumrared. This procedure wili leave the proper balance of encumbrarce for
@ach succeeding month If there is no changs in rate of pay.

Further adjustment is necessary for changes of contfract, terminations, and the
like. 1. is gereraily preferable to liquidare the exact amount of the payroll
posting and ) pick un additional adjustments in a separate posting from a list
of changes. For exwr~.e, a payroll expenditure of $40,275 represents the regu-
lar monthly payro!l for salaries encumbered for the year. However, because one
emp loyee terminated in July and received less than a full month's salary, the
ditferance bet 2en “hg iodivid .| amount encumbered, $300, and the amount paid
vid liquidated, $2 rer "ese1ts a cancel'ation of §100 to encumbrances for July
in addition to th: ~.... .z e for The rest of +the year, $3,300, or a total can=-
cellation of encumei aiices iv the amount of $3,400. The persen replacing this
employes was palid $50 in July and will be pai 352,79 for the rest of the vear.
This i1s an additional total encumbrance of $2.800. The net adjustment to encum-
brances is a reduction of §600. The Certificated Payrol! Encumbrance Summary
i1lustrated In this tection (see page VI-23) nrovides for a method of adjusting
sTiary encumbrances.

The use of some machine systems makes it more practical to liquidete ! encum-
branczs for salaries at the time payroil expenditfures are posted and ‘o reer-
cumber the adjusted amounts for +he remainder of the year,

Preparing the journal entry. The journal enfry to record encumbrance adjust-
ments |ists the General Ledger and subsidiary ledger accounts and the amounts
for each, as shown in tThe 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

86
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Appropriation Ledger

1100 Certificated Salaries Regular Scheduie Teaching..c.c..u... ceeases $32,000.00
1200 Certificated Salaries Regular Schedule Nonteaching....v.ovvvuvunn. },600.00
1300 Certificated salaries OTher TEaC  'NGu e vsuererennnerernnnenness 2,000.00
1400 Certificated Salaries Other Nonteaching.u.eerseseeeroeenserennns 925.00
2100 Classified Salaries, Classified Service Noninstruction,......... 600.00
,2200 Classified Salaries, Classified Service, Instructional Aide..... 250.00
"2300 Classified Salaries Other Noninstruction. .o vieriernennannanras 2,850.00
2400 Classified Salaric: Other Instructiona! Aide......oveeeeernernnn. 650.00

To record salary encumbrance |iquidatica. and adjustments for the
month of July

Posting the General Ledger. T!e journal entry for salary encumbrance !iquida-
tions and adjustments is posted to the General Ledger as usual.

Posting the Apr: | . 'ion Leucer. Entries in the subsidiary Appropriation
Ledger are maue.. ~ "Encumbrances" cciumn A the following axample:
APPROPRIATION LEDGER
Account 1100 Certificated Salaries Regular Schedule Teaching Page | i
Unencum-
Refer~ Appropri-  Encum- Encumbered Expended beread

Cate ence ation brances to date Expended to date balance

7-1-74  J3  $320,000.00 - . - o - $320,000.00
J5 520,000.00 $320,000.00 $320,000.00 0.00

7-31=74 18 320,000,00 520,000.00%$32,000.00 $32,000.00 32,000.00Cr
J10  320,000.00 =~32,000.00 288,000.00 32,000.00 0.00

APPRCPRIATION LEDGER
Account 2100 Classified Salaries, Classified Service, Noninstruction Page |

Unencum-
Refer= Appropri-  Encum= Encumbered Expended bered

Date  ence ation Lirances 1o date  Expended o date  balance
7-1-74  J3  $3,600.C0 - - - $3,600.00
J5 3,600.00 $3,600.00 $3,600.00 0.00

7-31-74 J8 3,600,060 5,600.0C6 $250.00 $250.00 250.00Cr
Ji10  3,600.00 =250.00 3,350.00 250.00 0.00
J10 2,%00.00 ~€00.00 2,750.00 250.00 600.00

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

RECORDING ENCUMBRA* «  :TMENTS==OTHER THAN SALARIES

The amount of encumi .e to be adjusted or liquidated when vendor payments or
other expenditures are recorded !s 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 $10C encumbrance is |iquidated,
Partial payments on an order are liquidated in fthe same amount as originally
encumbered for items being paid, and the balance of encumbrance is |iquidated
when the fipal | yment 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 VI-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 page VI-27. The warrant register form shown on page VI-34 might also
be used to indicate |iquidations of encumbrances py adding coiumns 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. !f an encumbrance amount is cancelied or
changed because items ordered are unavailable or prices are changed, the adjust-
ment is recorded in the same manner 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 Resarve for Encumbrances $6,245.00
9830 Encumbrances $6,245.00
Appropriation Ledger

4100 TexthOOKS.tveerseusniosrosenasssasssasnsasssonssnns $ 350.00
4300 Instructional Suppiies..... fedtscaaerevsesaararennn 475.00
4%00 Other Supplies...vveereeirierrervaiiiiensnenscnens 1,620.00

5500 Utilities & Housekeeping Services.....ceesveecannsns {,300,00
5200 Buildings and Improvement of Buildings....cvevuvuns 2,500.00

To record encumbrance liquidations (other than salaries) for
the month of July

¥

The journal eniry .zc¢ encumbrance |iquications (other) '. posted to the General

Ledger in the usuzi manner.

Posting the *: 'ropriavion Ledger. Entries in the subsidinry /Aure ‘ation
Ledger are made in the Encumbrances column, as shown in ~us foli ~ g example:

APPROPRIATION LEDGEF

Account 4300 o ~ Instructional Supplies N ___Page | -
- - - o ) Unencum—
Refer- Appropri- Encum-  Encumbered Expended bered
Date ence ation brance to date = Expended  fo date balance
7-1=-74 J3 $2,500.00 - - - o — $2,500.00
J6 2,500.00 $750.00 $750.00 1,750.00
7-31=-74 J9 Z,SQD.DD 750.00 $475.00 $475.00 1,275.00
JII 2,500.00 -475.00 275.00 475,00 1,750.00
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rcording adjustments to estimated income. When jnformation is received that
icome will exceed the original estimate in the official budgst, 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 recorced as follows:

te Account Debit Credit
31=75 9810 Estimarved |ncome $1,100.00
9710 Unappropriated Fund Balance $1,100.00

Income Ledger
I'l Basic and Equalization Ald..s.eseeeeeeesrenrnnennnss $1,100.00Dr

to . cord revised estimate of a state apportionment

is entry increases the estimated income in the General Ledger and in the In-
ne Ledger. It also increases the amount available for appropriation as indi-
ted by a credit balance in the Unappropriated Fund Balence account. (Note

at the entry simply records the amouri 3vaiiable for appropriation, Actual
dropriatinn may be made hy governing board action only, as prescribed in EC
JOI and 20953).

an a revised income estimate indicates a decrease in amouni of estimated re-
ipts, the decrease is recorded in a similar manner, as 7ol lows:
e Account Debit Credi*
51-75 9710 Unappropriated Fund Balance $1,100.00

o810 Estimated Income $1,100.00

Income Ledger

I Basic and Equal ization Aide.ev.seeeveneounnennnnsn. $1,100.00Cr
To record revised estimate ot basic and equalization aid

e *that when fthis etiry s posted to the General Ledger, a debit batance in

Unappropriated Fund Balance account usually resuits. A debit balznce indi-
es that appropriations exceed available resources a~( is a warning that ex-
ditures must be controlled 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

'ged but is simply redistributed among the appropriations accounts:

2 Account Debit Credit
50=74 9820 Appropriations $500.00
9820 Appropriations $560.00
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Appropriations Ledger
6400 EQUIPMENt . veerintiiit ittt itneenennarennnnaneers $500.000r
4800 Equipment Replacement. ... ... veisivecennonnnnncnnes £00.00Cr

To record appropriation transfers adopted |0-30-74

Recording adjustments fo expenditures. When information shows +h¢+ DU TTE Y
already recors :4 as an expendtfure shoutd be chargaed to some o*hor o« LTHRG

account, the adjusiment is made wiihout net effect on the General edger . The
expenditures portion of the Appropriation Ledger will reflect the change ss
in the foilswing examples:
Date Account Debit Credit
[i-16=74 9850 FExpenditures $25.00
9850 .spenditures $25.00
Appropr .. ion ' gar
4100 Textbooksz. . se s tseesecncassacassnensr s anssssrn $25.00Dr
4200 Ofther BooKs. .. i iiisitiitnanennsennnansnsonsnnannns 25.00Cr
To record correction of expenditures classification coding on
warrant number 2345, 10-15=74
Date Account Debit Credit
11-30-74 9850 Expenditures ' $200.00
9850 Expenditures $200.00
Appropriation Ledger
1100 Certificate Salaries Regular Schedule Teaching..... $200. 00Dr
1200 Certificate Salaries Regular Schedu'e Nonteaching.. 200.00Cr

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

Recording adju”tments to stores. Adjusting entries resulting from a stores
cperation are shown in the next exampie. When a physlcal inventory reveals
a stores overage or shortage, the amount must be recorded in the.records. The

usual practice is fo adjust the Stores-~inventory and the Stores--Overhead ac-
counts.
Date Account _ Debit Credif
11-25-74 9210 Stores-=[nventory $75.00 B

9210 Stores-=Cverhead $75.00

To record stores average psr inventory of |[i-15-74
An inventory shortage is reflected by simi'ar entry, 2xcept that the debit and
credit entries are reversed.

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’=i 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 exampl e:

Date Account Debit Credit
6=30-75 9850 Expenditures $'!.500.00
9210 Stores--0Overhead $1,500.00
Appropriation Ledger
4300 Instructional SUPFliesS.uvreuieierrinninsrnrncesanens $1,000.00Dr
4500 Other SUPPIieS.e s esseeenssoneansnenesncnnnan o 500.000r

T.. distribute warehouse overhead expense for the fiscal year

CLOSING THE GENERAL LELZGER

The closing entries fall into two categories. '(he first category is the adjust-
ing or the accrual of certain " :lance sheet accounts. The second category is ~
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 fo 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 ars 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 Financia! Report:

Method |: The amount of variance between prior year estimates of Accounts Re-
celvable an” Current Liabilities and the actual transacticnsz of this year must
be used 2" her To increase or to decrease the curreni year‘s income and expen-
ditures. !° e actual amounts fall short of estimates, the same accounts of
the curren* ar should be reduced as were increased in the prior year. |f
The actual anwints exceed estimates, the excess should be added to the mest
appropriate current year account. This should in no way reduce t+he determina-
tion of the estimites of Accounts Receivable anc Current Liabilities &+ tte
~lose of a ysar s shown on Forms CCAF-303 and CCAF=304 respectivaly.

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

First method. A reversing entry of the original accrual is made on July | of
the following year. For example, & reversing entry closes the balance in the
current I;abailfy account and places a credit in the expend:ture account. When
the liability is paid, the debit is made to the expenditure eccount in the same

manner as any normal ¢ manditure,
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At year-end, am.unts 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 frem other funds cf 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
roir 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.

2 lifabilities that are due and payable to other funds of a district are i«
corded as Due to Other Funds, rather than Current Liabilities.

If the district maintains a Stores account, refer to Part V of thisr .. ‘or
Information.

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

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

The total amount of the General Reserve account is closed tc Unappropriated
Fund Balance, "« total amount in the Income and Estimated Income accounts are
closed to Unagurapriaféd 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 entries
are made as follows:

Date Account Debit Credit
6-30-75 9580 Expenditures - .
95!0 Accounts Payable o
Subsidiary Expenditures Ledger
4300 Instructional SUPPliESe e csvarersosncasesnseannnnns —

To record ijabilities for goods and services received

NOTE: This records accrued liabilities at the «~d of fiscal year 1973-74.
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Date Account Debit Credlt
7=1=75 9510 Accounts Payable
9580 Expenditures

Subsidiary Expenditures Ledger
4300 Instructional SUPPIieS..eeieesvereeeennrnnnresssns

To reverse accrual of prior year liabilities

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

Seritd method.  The original .serual is left on the books unti| the cash recaipt
or disbursement is recorded. &7 This +ime any necessary adjustment should be

made. Under method two the ‘ng entries are made as follows:
Date Account Debit Credit
6-30-75 9580 Expe . v e

9510 Acge .ivs - zabl. .

To record liabilities = 00 315 and services received

Date Account Debit Credit
7=31=-75  95i0 Accounts Payable
9o Cash in County Treasury

To record payment of liabilities

Note that as soon as it is believed that all prior year |iah!|it+ies 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 accruss income ex-
penditures and abatements. Neither of these entries has any effect on the cash
account. These iccounts arc “leared In the following year by one of The two
methods previor - -y describe:

Date Accouni Jaebit Credit
6=30-75 9160 nccounts Receivable
9840 i ncome ) o
9850 Expenditures -

Subsidiary Income Ledger
8880 "Miscellaneous Income FUNAs ... cicnceaesvscneoses as

4500 Other =S lie™ i ienivreranscnananeenneennessns o
To rec st lected fees ana abatements
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Date Account Debit Credit

6=30G-75% 9840 Income —
9850 Fxpenditures —
9510 Aciizunts Payable R
Subslidiary Income Ledger
885D RenTa! ‘n‘:EmLfla!linxi'!ijj-iinsiisul-liiiiIﬁiQi?gl" —
Subsidiary Expenditures Ledger
‘QEDD Q%h“r Supplles-;;-;;-:--;:;:-iaiii-ﬁii;l!!i!i!i'—"i e
4200 Other BooKS....evesenssensnonsvnansans Ceerreraenees o
4300 Instructional Supplies... . ..evevioesesnsannnansnss )

To record liabilities for goods and services recelved and abatements
of income

When acceounts are closed, the Genaral Journal entries are made as illustrated
in the following examples:

TO CLOSE THE GENERAL RESERVE ACCOUNT

Date Account ‘ ( Debit Credit
6-30=75 9630 General Reseive e

a710 Unapproniiated Fund Balance o

To close the General Reserve account
TO CLGSE ESTIMATED INCOME AND INCOME

Date Account ‘ Debit Cred!f
6-30-75 9840 Income .

9710 Unappropriated Fund Balance —

g810 Estimated Incows . o

Subsidiary lncome lLedger
8110 Maintenance and Operation (PL §i-877 ", ..cuesuvaas
8210 Nationa! Defense Education Act. (PL 85-864)......
8611 Basic Ald and Equalization Ald...cieviveevrnnsns
8616 Educationally Handlcapped Minors.....ceeeecueass
8622 Transportation, Regular.......csacsnccnacscoveas
88i1 District Secured oll Taxes...aeevi v - rseianaes

il

8812 District Unsecured Rol| Taxes....covvveversanene o
88B0 "Miscellaneous Funds..icivscsvssvssavacarnansans .
B920 Tuition TransferSesecaccsss s, resscasassrenssns .

To cles~ Estimated Income and Income ‘o Unappropriated Fund Balance
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TO CLOSE APPROPRIATIONS AND EXPENDITURES

Date Account Debit Credit
6-30-75 9820 Appropriations

9850 Expenditures R

9710 Unappropriated Fund Be ~nce _ﬁ_:i;

Subsidiary Expendifures Ledger
1100 Certificated Salaries, Regular Scheduie Teaching. .veeewe.ns. $320,000
1200 Certificated Salaries, Regular Schedule Nonteaching......... 55,000
1300 Certificated Salaries, Ofher Teaching....veerersnsrenersnens 40,000
1400 Certificated Salaries, Other Nonteaching.....cocv.v.u. e 19,500
2100 Classified Salaries, Classified Service, Nanlns*fucfnan.i.i. 4,100
2200 Classified Safaries, Classified Service, Instructional Aide. 12,000
2300 Classified Salaries, Other Noninstruction..veseseeessssseras 36,000
2400 Classified Salaries, Other Instructional Alde. .veeseeeranens 7,000
3100 State Teachers' Retirement System Annuity Fund.............. 10,000
3200 Public Employees! Retirement FUNd...veervecsensnsns fasaeases 2,000
3300 Oid Age, Survivors, Disability, and Health Insurance..g..s.g l,500
3400 Health and Welfare Benefits..ueveeerenenrnninensnonsnnnsanes ano
3600 Workman's Compensation INSUranCe. cvuecerieererronnssanenasns HIO
3700 Local Retirewent Systems......... Sestsossieauestrsrserinnas g G
4100 TaxthooKS .. e iaestvianosantonsasaseninsnonenrornesnrsnnnsnsss 2,000
4200 Other Books......... B T S T g 500
4300 Instructional Sgpplle Chesrissesasaan e sreesiscsarsaaressenne 2,500
4500 Other Supplies......... Se s e seceireresetreas st asca Nt enan 800
4800 Equipment Repla:emenf sesssimanissesss . ssessesnnn sesrssecsea 5,000
5100 Contracts for Personal Services Df C@ngulfanfs, Lecfurers,
And TThers. .. iieiiisinnnsnrersvnronracosenannecnsnsoss cens 500

5200 Travel and Conference and Other Expénse Ralmbursemenfsigi;g, 300
5300 Dues and MemberShipS.eseeserssssoosesnoseesasannconsnnssnnns 200
5400 Insurance....... feriesrsansenrarnees s rrssesss st sensar s e |,000
5500 Utilities and Hausakéeplng Servnca; Ceessessrieenesesaterees 5,000
5600 Contracts, Rents, and LeeoBS. v uceessncarsossosscssonnssnns . 4,500
5700 Legal, Election, and Audit EXPeNsesS...eceeversnvsonccanensss 500
5800 Other Services and ExPanse..uee v ssereeneeersnsncsrasennsns 4,500
5900 Interprogram Charges 2nd CrediTsS. .. ceeeeeesernonnnssovananae 0
6100 Sites and Site Improvemen ... riescsnes Sesreesenrsrenarnena 2.500
6200 BUTIDINGS v vvrevnsurirarasvensssasanstssnscssanssnnssnnssnss 22,500
6300 BOOKS wivveeenransnmsosnersnossnssansnscncacarnsns frsssasans 1,500
6400 EQUIPMaNT. i oirunnssosnunsnssssvcoosnessnonissnacsrannasnns 7,000
7200 Tuition Transfers. v eee e ieroccsassensnssoran oasnsrosnsesses 30,5060

PREPAID EXPENSES

Cash is often disbursed by school districts for services or materials, a portion
or all of which actualliy 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 extands
into school years. Were the entire premium charged to the y2ar in which the
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premium is pald, expenses for such 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 including expenditures in the year that the services or
materiais were received, it becomes necessary to accrue as an asset the amount
of cash dishursed fo- an item allocaled 1o a future vear,

When the casn disbursement for an item as discussed above is made, it is neces-
sary fc 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
schoel year being charged to current year expense appropriate to the item, and °
The remaining portion applicable to a future year charged to the asset account
entitied Prepaid Exrenses, as in the following example:

General Ledger

Date Account Debit Credit
7-15-74 6850 Expenditures $100.00

9220 Prepaid Expenses 400.00

910 Cash in County Treasuiy $500.00

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

Appropriation Ledger

Date Account Cebit Credit
7=15=74 5400 Insurance , $100.00

To record payment of a five-year insurance policy, one year of which
applies To the curre.t year

At the end of the scinol year when the books are closed, the asset account, Fre-
paid Expenses, is included with other ending balances and becomes a par% of the
beginning balance for the next school vear.

After the books are openea for the next school year, it is necessary to determine
whether all or a portion of Prepaid Expenses appliss to the current year. This
amount must be charged to the appropriate expense account of the new year, leaving
as a remainder In thz asset account any amounts not yet app!icable. These, in
turn, must be carried over as Prepald Expenser to the nex’ sctool year. To fac-
i1itate determination of the amount to charge o a year other than that in which
the criginal cash disbursement was made, it is good practice to prepare & schedule
of amounts and periods applicable a the time when the original cash disbursement
Is made, as shown in the following example:

PREPAID EXPENSES SCHEDULE ﬂ,,
~ Analysis of fofal applying fo each succeeding year

Policy Overall First Second Third Fourth Fifth
Da*e Number Carrier Total Year Year Year Year fear
7-15-15 $400.00 $100.00 $100.00 $100.00 $100.00 T
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This schedule is retaired for reference at the time of a future year charge~off
fo ensure that The correct amounts are charged to each succeeding year in which

3 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 t+he first year
succeeding, which is charged to expense, and by moving each figure in the next
several columns one column to the left.

To charge off the portion applicable to a new year at the beginning of that year,
a Jjournal eniry is made, with the debit fo the appropriate expenditures account
and the credit to Prepaid Expenses. This should be one of the first entries.

ACCOUNTING FOR STORES

for those school districts that maintain central stores of materiais, 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
bt 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 beginning balance of the new year when the books for the new year are
op ened.

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

lournal Entry

Da te Account ' Debit Credit
9-11=-74 9210 Stores, purchases for stock $55. 10
9110 Cash in County Treasury $55.10

To record suppl ies purchased for stock

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

Stock |ssued Ledger

Requisition

Date Number School Account

9-7-74 1250 Roosevelt 4300 Instructional Supplies...... § 2.72
9-9-74 332 Garfield 4500 Other Suppli@Seiioriasvaiann 7.66
9-10-74 2661 washington 4500 Other Suppl l€Sssiavvarierens 12.01
9-27=74 32 Wilson 4300 Insfructional Supplies...... 19.43
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Monthly Journal Entry

Date Stock |ssued Ledger Debi+ - Credi+
9-30-74 4300 Instructional Supplies $22.15

4500 Other Supplies ' 19.67

9210 Stores, withdrawais from stoeck - - . 341.82

To record withdrawvals of stores for the month of'Sep+embéf, 1973
Store lLedger

Overhead Overhead . Stock , Stock Total

Date reimbursed expense purchases withdrawals stores
9-11~74 $55. 10 $55. 10
9-30-74 $41.82 3.28

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
tTotal withdrawals in ljeu of ~he journal entry just glven; but the accounts are
otherwise the same.

To extend the value of stock Issues, the most common practice is fo compute an
avarage prica each Tims new stock is rece'ved and to use thls average price for
extending ali requis 'tions prior to the ndxt receipt. The data necessary fo
compute an average price is accumulated by mainiaining perpetual stock records
for each item carried in the warehouse. Part V of this manual contains detalled
informatlion about methods of maintaining perpetual stock records.

Certain expenses, cther than the disbursament of cash for stock, are usuaily In=
curred in the operation of a warehouse. Examples of such expenses are the sala-
ries of warehousemen or del iverymen, utllitles, rented space, and vehicles, |If
stores are accounted for in +he General Fund, these other expenses may be dis-
tributed directly to the appropriate expenditure accounts or charged to overhead
expense. |f a Revolving Stores Fund has been established, these other expenses
would be charged to overhead expense within +he Stores account in the revolving
fund rather than im the General Fund, Eventually it will be necessary to pro=
rate these expenses to "he approprizte expense accounts; using the distribution
charges ¢s a basis for stcck withdrawals, prorations may be made either as
issuyes are made or at the end of the year.

One method of distributing overhead incurred in operating a stores warehouse Iis
to add to the average cost of each item requisitioned a fixed percent {overhead)
that is sufficient to cover all operation expenses, This method of distributing
overhead allows the fotal warshouse 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 distri-
buted among the |iable expenditure accounts.

I the overhead I|s not distributed along with the stock issues, then some means
of eventual distribution of overhead must be maintained. This may be done by
keeping a running analys s of withdrawals by classifica*ten of the expenditure
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accounts to which the charges are beihg ma&eﬂ 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 warchouse is distributed to expenditure accounts
on the basis of these percents. When a cunstant percent is added to issues in
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 beiween actual 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 percent to cover overhead reimbursed *c the
Stores account. For this purpose an overhead reimbursed account should be main-
Tained within the Stores account. At the end of the year, the total charges to
overhead expenue will be available scparately from the credits to overhead reim-
bursed. For the following year, percents may be adjusted to reduce differences
between the overhe=ad amount expended and reimbursed. Any differences hefween
These two accounvs at the end of the yeuar must be charged or crediied as the
case may be to appropriate expense accounts according to the value of the items
issuad.

As mentioned in Part V of this manual, an actual physical inventory should be
taken at ieast 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 should be adjusted by charging or crediting overhead expense, by the
value of any difference in the quantity on hand, with the offset to stock wli+th-
drawals. !f at any tire 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 wili make possible a simple check of agreement
with the perpetual inventory on that item, since the account will now be zero,
or very small. Inventory variations discovered at such times should be accounted
for when convenicnt, 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 | 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. |[f a warehouse Revolving Stores Fund account has been
establ ished, the net value of the inventory wili be entered on part nine of the
Annual Financial and Budget Report, which is for special funds. List the accounts
as "Stores" for both beginning 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 resul+ing 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

fo the General Fund, the amonnt returned is a transfer expense on the Revolving
Stores Fund and a transfer incoms on the Gencral Fund.

In the event that the Revolving Stores Fund is established as a common fund of
two or more districts, duplicate Annual Financia: and Bulget Report forms (Part
1) are prepared for inclusion with the budgets of each co-owner of +he fund.
An indication is made showing the percent of equity of e.zh 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 Fupnd is established inifially, the franster expense
account In the General Fund is in the amount of cash pius inventory centributed
to the fund, In this year the Beneral Fund will show the value of Stores as &
beginning balance but will show no ending balance. The Ravolving Stores Fund of
the first year will show no beginning balance but will show a fransfer income in
the ‘otal velue of cash plus inventory received and an ending balance of Cash
and Stores. -

GENLRAL LEDGER ACCOUNTING FOR BUILDING FUNDS

Building funds are used to account for the reccift and disbursement proceeds of
the sale of bonds authorized by elections and issued bv a district under Educa-
tion Code Section 21701. The major expenditures in a district building fund are
related to the purchase and improvements of sitaes, construction and medification
of bullcings, and the purchase of equipment.

The accounting entries described earlier in fhis section for appropriations, ex-
penditures, and encumbrances are found in the Building Fund. However, fThere are
some accounting features in this fund that are nof found in other funds.

To illustrate the accounting for a building fund, a series of typical transactions
and entries in summary form is given, as follows:

.  An Issue of bonds totaling $5,000,000 is authorized by the voters for
the purchase of sites and the construction of buildings.

Serjal Bonds Authorized--Unissued $5,000,0Q0
Reserve for Unissued Bonds $5,000, 000
2. The full issue is sold to the Bank of America.
Cash in County Treasury $5,000,000
Income=--5ale of Bonds $5,000,000
Reserve for Unissued Bonds $5,000,000
Serial Bonds Authorized--Unissued $5,000,000
Estimated |ncome ’ $5,000,000
Appropria¥tions _ $5,000,000

NOTE: Because contracts cannot be let until funds are available, appro-
priation authority must be withheld until bonds are sold.

3, Construction contracts and agreements to purchase sites are made in The
amount of $4,900,000.

Encumbrances | - $4,900,000
Reserve for Encumbrances $4,900, 000
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4. Other costs, not encumbered, are paid in the amount of $20,000.

Expendi-tures $20,000
Cash $20, 000

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

Reserve for Encumbrances $4,900,000
Encumbrances $4,900,000
Expenditures $4,910,000
Cash 54,910,000

6. An entry is made to close Expenditures into Appropriations,

Appropriations $4,930,000
Expenditures $4,930,000

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

Income--Sale of Bonds $5, 000, 000
Estimated |ncome o $5,DDO,DOD

8. An entry is made to close Appropriations into Unexpended Fund Balance.

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

COLLEGE ACCOUNTING AND COSTING

This appendix discusses accounting princin es 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 districts.

Fixed assets 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 outiay 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 |ike amount. Fixed asset retirements and adjustments are treated similarly
by charges or credits to these accounts. Depreciation records on fixed assets
generally are not maintained in tax~supported agencies except for public utilities.
Memorandum depreciation records may be maintained +» reflect future liability for
fixed asset replacement.

Long-term financing of a government unit is different from private enterprise.
Bonds issued by a private concern are usual ly 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 annual ly

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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Expendlfufes are charges against appropriations. For accrual accounting
expenditures includes total charges incurred, whether pald or unpaid. For
cash accounting, expenditures covers only the actual cash disbursements.

An appropriation is an allocation of funds, income, or estimated income
made by the governing board of the district for specific purposes, usually
{imited 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 *ime during which
the expenditures are to be made.

Though carefully planned, changes in appropriations are sometimes necessary.

Contingencies may arise that require additional approprla.tonf A contingent
reserve (Accouns 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 rastriction or gncumbrance of the appro-
priation balance to keep commitments within the financial plan. This
controls overexpenditures of appropriations. |f 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, denafa 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 l[imitations 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
comp lete and separg*e 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
gxpenditures, 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 warrant

- registers and these employed for direct or summarized posting to ledger

accounts. They should indicate the accounts affected by account name or number.
Documents that (1) represent transartions of any one kind, (2) are numercous and
(3) regularly recurring are usually recorded consecutively and chronologically
in specialized registers known as books of original entry. These registers
accumulate totals for similar 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 entties for which
no other nrovision is made: opening, adjusting, and closing entries, and
posting to ledgers. Standard ccmmercial forms are generally suitable.

College Costing

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 111, Such declsions do not
require measuring the value of output. For 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
solutions to a problem are developed and the decision relies on analyzing the
costs and outcomes estimated fto 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.

Yariable costs are generated by resources whose quantity can be adjusted 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 cn 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 employmert 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 excepticn 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 latter's
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 |ife of the resource.

Total, fixed, and variable cast data allows derivation of marginal and average
costs. Cost rankings of decision alternatives generally use total data. '
However, some planning problems require marginal and average data as well.

For examp'e, 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 |ibrary, 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 tne 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. [t
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. [f 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 coliege 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 colleqge 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 tha* those costs eas sily attri-~
butable to college programs are direct while those more 4ifficult to attribute
to the program - requiring proration or allocation - are ina:vect. 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 C

CLASSIFICATION OF INSTRUCTIONAL DISCIPLINES (CID)
January 1973

~NOTE:  The above Is a separate document Initisted by
and the responsibli Ity of Academ ic, Student Atfalrs &
Facllities Plaming of +he Chancellor's 0ffice.
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APPEND IX D

LIST OF SUPPLIES, EQUIPMENT, AND CAP|TAL OUTLAY .

L;a’fﬁrs before ltems in ‘r_ﬁe list bélc:zw have the following meanings:

E = Equipment
S = Supplies
| = Site Improvements
B = Building

The list should be used in conjunction with criteria in Part IV. Many items
| isted as equipment are considered as materials for site Improvement |f attached
to the land or building if attached to buildings.

| ¥ an item is not in the |ist, another similar item can be used. Some items mus+t

be identifled by association.

1T with one of the fol lowing supplies:

For example, an item is identified by associating

chemica ls, cloth, clothing, compounds,

dishes, drugs, food, games, glassware, machines (small hand), medicines, paint,
parts (repair), stationery, tableware, tools (hand, not in sets), and utensils;
or by associating it with any of the fol lowing equipment: apparatus, appliances
(household), cabinets, furniture, implements (farm), |ivestock, machines (large),

tool sets (hand), and tools (power).

ESIB

S-~Abras ives
S--Absorbent cotton
S--Account books
S=-Accounting forms
E—=-Accounting machines
S--Acety lene

' S=-Achievement tests:
S--Acids

5--Add ing machine ribbons
S--Add ing machine fapes
E--Adding machines

S--Addressing machine plates”

S--Addressing machine ribbons

S--Addressing machine stencils

E-=Addressing machines

S--Adhesive tape

S5--Adzes o

S~Air, compressed

E-~A#r compressors .
B=-Air-conditioning systems

E~=ATr-conditioning units,
casement -

S—Afr gauges, tire

E«-=Afr hoists

S~-Albums

S=-Alcohol .

ESIB :
E-~A|idades, telescopic

E--Al ignment gauges, camber, toe~in
E--Ammeters

5-=Ammonia

S==Ampul es:

S—==Anatomical charts

E--Anatomical models

E-~Andirons

E-~Anemometers

S==Anesthatics

S==Anitine dyes

S=~Animal boxes

E--Annunclators

S=-Anti freeze

§=-Antiseptic gauze
" §==Antiseptics

S—-Antitoxins -

E-=Anvils
E--Apparatus cabinets :
E--Apparatus, medical, scientific, elec~

tronlc, photographic, arc-welding

E-—App liances, household

S==Appl lcators, throat

S=-Aprons

E=-Aquar lums

E--Arc-welding apparatus




 §-=Arch supports
~ S==Archery sets
S~-Architects scales, I-inch
measure '
E--Armature grow Iérs
S==Arrows
§-=Art canvases
§=-Art crayons
5--Art erasers
5-=Art paints -
§-=Art paper
S--Asbestos
5=-=Azh cans
S=-Asphait
S--Asphalt roofing and siding
§==Astringents
E--Astrographs, wal i
S==Athletic uniforms
S5--Atlases
S5--Atoml zers
E=-Audiometers
S-~Auger bits
S=-Augers
E--Autoclaves
S==Automatic regulating valves
S--Automobi le accessories

S=-Automobi le controls for handi-

capped persons
S-~Automobi le defrosters
5==Automobile fule tanks
S==Automobli le heaters
E==Automobile |ifts
S==Automobi le signais
§--Automobile fires and tubes
E-=-Automobl les
S-~Awards
S=-=Awl|s
' B==Awnings, fixed
~ E--Awn Ings, remvabla
S==Axes
S--Babbit metal .
B==Backboards, .indoor, flxed
|--Backboards; outdoor, fixed
E--Bac kboards, pgr’i’able
, I--Backstops, fixed
' E--Backstops, portable
S=~Badges
S—éEadmini'cn rackets
S--Bags - »
S--Baking pans
- S=-Baking powder

ESIB

$--Baking soda
E--Balances, beam
S--Balances, small spring

E~-Bal ing presses, compression moulding

S=-Ball bearings
S5==Ball peen hammers
S=~Br{loons '
S=-B: ifot boxes .
S-~Balls -

E--Band .Instruments
S=--Band saw blades

' E=~Band saws

E-=Band uni forms:

S--Bandages

S=-Bands, rubber

S--Banners

E--Barber shop tools, Elec%‘rlcal
S~~Barber shop tools, hand
E--Barber-type furniture -
E--Barographs .
E--Barometers

S--Barrels

_ E--Bars, hcrriicn‘ralg portable

S--Basebal Is

S-~Bases, basebal |
S--Bases, electric lamp
~ I--Bases, flagpole
S-~Bagins, portable

~ S—-Basketbal! shoes

~ S=-~Basketbal Is
S-~Baskets, container
S-~Bath curtains
S~~Bath mats
S-~Bath robes
S—~Bathtub fittings
S-=Batons. :
S=-Bats _
S-~-Batteries, electric
E--Battery charges
S--Battery elements

- S=-=Batt+ing, cotton

S--Beads, arts and crafis
S--Beakers -

E--Beam, compass

5-~Bean bags -
 S--Bearings, ball
S-~Bearings, roller
E--Beaters, egg, electric
S-~Beaters, egg, hand
E--Beauty class furn!*fur'e
S--Bedding




~.S=-Bedpans
- E--Beds =
o .5-~Badspreads
- S-=Bedsprings
. §~=-Beaswax :
- 'S-=Bel lows, hand
E--Bellows, power
S-~Bel|ls, call
S==Bel |s, small hand or desk
S--Belt dressings
S5--Belts
S-=Bench stops
E-~Benches
S==Benzene
S-=Bavels
 1=--Bicycle racks, fixed
E--Blcycle racks, portable
E--Blicycles
5--Bi | |lheads
E--Bi 1!l ing machines
E=-Binders, agricultural
5--Binders, looseleaf
S=-Binding cloth
S==Binding cord
E--Blinocu lars
S--Blological charts
E-=Biological models
~ S--Biology specimens
S==Bit braces -
S5-=Bit tools
. S"'E' = e
" §==Blackboard pein+§rs
.E--Blackboards, portable
G S—-Elackbaards, small slafe
i S==Bladders
T Sﬁ-Eladss, saw
T 'S==Blankets
”;pS -Blanks, printed

'f;E—=Blsachers, pchabls '
- -§=-Bl eaches’
.7 B==Blinds,. vane+ian
. §=-Blocks, hat
f S=-Blocks, k!ndergar?sn
- §--Blocks, surface hardened
. ..5--Blocks, terminal :
1~f;'Ev-Eiaed analysis appara*us,
o -complete -
" E~-=Blood plasma cablne*g
"*vE—-B!Qed prassure apaara+u5

‘EeﬁqufTE .

- B--Bleachers, indccr, fixed'_
-~Bleachers, outdoor, tixed .

ESIB

S--Blotter holders
S==-Blotter pads
S=-Blotters

‘E--Blowers .

S--Blowpipes
E--Blueprint machines
S--Biueprint papér

S=--Bluing

S--Boards, bread

B~-Boards, bulletin, fixed

E-—-Boards, . bul letin, portable
S$--Boards, carrom . :
S~-Boards, checker
S--Boards, drawing
S==Boards, emery

S-=-Boards,; games
E--Boards, ironing

B~-Boards, ironing, built~in

S--Boards, lumber
S--Boards, mounting
§-=Boards, sandwich
S--Boards, wash
E--Boats or canoces

S~=Bobbins
E—-B@dnes bus .

rEcdues, fruck

S--Bodkins

S==Boiler cleaners
S-=Bol ler compounds
§--Beller firing tools
S--Bolt cutters -

S--Bolts ‘;'\ S

S--Bond- paper: -

5--Book’ cards

S~=Book ' jackets

S=-Book’ pockets
" §--Book’ records -

.E—ﬂaagk s*ackg

E--Book trucks -
EﬁnEchblndlng machlnery
E--Bookcases, portable
E——Eaakaases, sectional’

" S==Baoke loth
. S=-=Bookcovers
. §--Bookends . .

S==Dookkeeping forms
E-~Bookkeeping machines
S-—Baokpla*es

S—-=Books

S==Books, cash
$--Books, composition




ESIB

E--Books, |ibrary
§--Books, looseleaf note
S5--Books, record

- §-~Books, text
S==Boots

E--Boring m%ﬁﬁiﬂES; precision, table

or verticle types
S--Bottle syphons
S5-~Bottles '
S--Bowling allay pins
S~~Bowls
S==Bowls, water closet
S~~Bows, archery
S==Box flles, cardboard
S-~Boxes
S==Boxes, electrical
S--Boxing gloves
E~-Boxing rings, complete
E--Boyle's law apparatus, complete
unit.
S-~Brake lining
E--Brake lining machines
E--Brakes and folders, hand or
power
S=-Brakes, ccmplafe rep lacement
units
S~-Brass
S--Brass
S--Brass
S=-Bread knives
S~-Bread pans
E~-Bread slicers, mechanical
E--Bread toasters, electric
$~-Bréadboards
_ S~-Breakers, circult
- §==Bricks -
~ E=-Bridges,. vheatstone and similar
S--Bridles
- S==Briefcases '
E--Broilers, electric
S--Bronze, casting
" S=-Bronzing liqulid
E-=Brooders
S--Brooms, hand
E--Brooms, power=driven
S$--Brushes
S§=-Buckets
S-=Bucksaws
E--Buffers, electric
S--Bug sprays
* S==Bulbs, electric |ight

pol ishes
rods
sheets
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5=-Bulbs, flower
B--~Bulletin boards, f Ixed
E-~-Bulletin boards, portable
S==Bunting
S~~Burettes
S=~Burlap
§--Burners, bunsen
S$--Bus accesscorles
E~-~Bus chassis
S——Bus repair parts
S=-Bus tickets
' §=-Bus tires and tubes
S--Bus fokens
E--Bus wagons
E--Buses
S§=-Bushings
S--Butter spreaders
S--Buttons
S--Buttons, push

. S==Buzzers

E==Cabinets, appara?us
E--Cabinets, beverage co@ling, ice
or slectric

‘E--Cabinets, f1ling

B--Cabinets, fixed
E--Cabinets, frozen food storage
E--Cabinets,
E--Cabinets,
E--Cabinets,
E--Cabinets,.
E--Cabinets,
E--Cabinets,
E=-Cabinets,
E~-Cabinets,
S-~Cable
E=-Cages

S~=Cake knives
S--Cake pans
S§--Cake soaps
S-=Calcimine

laboratory
lantern sl ide
porfable .
print, drafting
printers, galley
printers, type
supply

E--Calculating machines

S5--Calendar pads

5--Calendar stands
S-~Calendars

S-=Calico

S-=~Cal Ipers

5==Call bells

E--Calorimeters, continuous flow
E--Calorimeters, electric
E--Cameras

fEssCameras, motion pjcfgré

ice cream, ice or electrie



-ESIB

z~‘E—*Cameras, s*lllr

";: jEﬂ-Cameras, v

. S5=-=Can" ‘covers

-'§==Can- openers

» ,S--Candlas N

S-~Candlesticks
‘§=~Canes

E--Canners
E--Cances

~S-=Cans, ash _
S-~Cans, garbage
S-=Cansg, rubblgh
S5==Canvas

- E=-Cappers
$-~Caps, metal
5==Carbide
5==Carbon dioxide
S==Carbon paper
§~=Carbon ribbons
§==Carborundum s¥ones
S==Carburetors
S--Card holders

E~-Card punchiﬂg and sar+:ng davn:a

E-~Card racks -

E-~Card tables
S--Cardboard
S--Cardboard b@xas

., S==Cards .
"SsaCarpen*ers squaras
S==Carpet beaters

‘E——Carpafs .

' '§=--Carrom boards

.. §==Carrom cues

7 s-sCarrom rlngsv

" E~=Carts

*—Carvlng kn:ves
r‘tSﬂ-Casas, brief’
S--Cases; cardbaard
E--Cases, display
-E~-Cases, file.
E--Cases, labora*@ry

E--Cases, mysicaf ins‘l’r’umanfs R

large.

- S=-Cases, musu:a! Insfrumenfs,

: small:

. E==Cases, " supply
- E=-Cases, type

' S==Cash boxas

“E--Cash .reglsters
S==Casters
‘S-=Casting. bronze

,;Réy{,ZZfﬁxb

'E=-Chassis;,"
lE——Ghass:s{

S—-Catalog cards
S=-Catches

E--Cattle. - o
- S5==Caulking compounds

- S==Caulking irons, all sizes
- $=~Caustics

S==Cellophane

S--Cells, photoelectric
$=-Celluloid ,
S-<Cement,  construction
5—-Eeman1, liquid
E-~Centering machines
E==Centfrjfuges.
“==Certificates
S--Chafing dishes
E--Chain holsts
5--Chains ,
S--Chalns, tire
S~~Chair pads
E--Chairs
E-~Chairs, folding -

Ba—Chalkbaards, f ixed

Es—Ehalkbaards, portable

S==Chalks -

. S-=Chamois =

S-=Change- hcldérs
S--Charcoal

~ S-=Charge siips

E-ﬁChargers, battery

 E==Chart, stands = . -
'E——Eharfs, Iarge

$-=Charts, small

machiﬁéS‘,.;“

S——Checks,“brass

-~E*—Chs¢kwri*ers

S—EChemicals e
S——Chemisfry glasswaré
S==Chemistry rubber gaads
E--Chimes,- Iarge

S—=Chimes, small

$==Chinaware -

E-~Chisels, In sets

S-~Chisels, not in sets
SeeCh@pper;, food, handscperafed
E—sChgppars food, power




S-*Clrcuif breakers .
5-=Clamps
: Sf!C!ay ‘ .
S5-=Clay model Iing fqals
S*EC|eanars, flue
E--Cleaners,-steam vapor
E~--Cleaners, * vacuum.
~ §-=Cleaning compounds
E-=Cl inometers, pha+@sls¢fric ;
E--Clippers, electric -
§--Clippers, hand
§«=Clips
B--Clock sysfems, pr@gram, elec*rlc
S§==Clocks, desk
E-sﬁlgckg wall
5=-Cloth
§--Cloth binding
E--Cloth cutting machines
- §~=Cloth nets
$-=Clothes baskets
§=-Clothes brushes
E--Ciothes dryers
§==Clothes hooks
S==Clothes|ines
S--Clothespins
" §==Clothing
E-=-Clutch rebuilding appara*us
§--Coat hangers
S--Coat hooks
S~-Cocoa mats
S==Coffee cans
- E=-Coffee grinders
- E==Coffee percolators, alegfrlc
S!=Cgffee pots :
E-!Caffea urns : :
::Erchln, currency, and check
hand! ing. machines
,5e=Calandars o o
E~-Col lapsible tables
S--Colored pencils
E--Colorimeters
S*sealaring dyes
- E-=Combines
S—sCambs o
EﬁﬁCQmparafnrs
S—accmpassas, blackbcard
S--Gampasses, drawing

S——Cempassas, magnefih, pccke+
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~ §~=Compounds -

S~-~Compressed air
E-~Compressors, air
E~-~Computing machines

S~~Condensers, electronic

$-=Condensers, - ignl%icn di5frlbu+|cn

S--Condiments

S-~Conduit boxes =

S-~Conduits and fittings -
E~~Connecting rod aligners
E--Connecting rod boring machines
E-~Connecting rod rebabbiting jigs

S~~Connectors, wire

S-=Construction paper
S~~Containers
E-~Conveyors ,
E-~Cookers, pressure
E-~Cooking stoves

S-~Cooking utengils
E-~Coolers, water
.5=~Coping saw blades

S-~Copper -

S-~Coppers, scldering

S5-~Copyholders
" §==Cord
S--Cords, electric

S=~~Cores, valve
S--Cork .

S--Corkscrews
S-=Cornices, metal
S==Correction fluid, stencil
-§~-Corroslves =
S~~Corrugated paper
E~~Costumers
§5-~Costumes, fhea+rl§al
E=-~Cots. - = .

S-—Ceffar pins
S5-~Cotton, absorbent
S-=Cotton gauze
E-~Couches
E~-~Counter %Faazers
v B—-Caunfers, fixad
S=~Counters; revolution and sTera
S——Caunfersinks
S$~~Couplings

" S$=~Coveral Is

. §-=Covers
‘S-=~Crayons-
S-~Crockery
S-«Crocks




‘ 'SS-—Crushed rock
",S—-Crysfals,}Wafch
7 §==Cues,  carrom
 E~=Cultivators
§-=Culverts, ‘sheet metal
'§==Cup. hooks ,
" E==Cupboards
. §==Cups
- S==Cups, grease
}==Curbs
S==Cuyrling l!rons
S==Curtaln rods
S-=Curtains, shower and window
B--Curtains, stage
B--Curtains, cycloroma
S=-Curtains, window
S==Cuticlie pushers
- §==Cutlery .
§--Cutters, glass
E--Cutters, large
S==Cutters, pastry
Sa—Cuffers, plane
- §==Cutters, small
fE--Cylinder boring mashinés
.5==Cylinder olls
. S-sCylindérs, dtcTa%ing machine
- ‘E=-Cylinders, gas .
5-~Cy!linders, ‘hydrometer jar
S§--Cylinders, mailing '
. S-—Dampers '
- §=-=Date. sfamps
" S=<Daters .
= E——Dafing machinés
L ,uDecara+IQns

=~Deep:.
S—ﬁDenfa! abraslve pa[nfs
= E==Dental . benches :
. 'E=-Dental: cabinets
'*i}E—-Denfal chairs
. S==Dental charts
 E--Dental driiling appara+u5 .
o S==Dental drills =
o .,S——Daﬁfal ins+ruménfs, smal |
- S==Deodorizers =
S--Desk blofters
. §==Desk lamps
S==Desk letter baskets

' Rev.2/76

ESIB

S--Desk pads

E--Desks '

S--Developers, photographic

S-~Developing ?anks,

S=—Dextrin

S--Dextrose

S-=Diarles

S~-Dictating machine cylnnders,
discs, and tapes ~=

E=--Dictating machines

S--Dictionarles, ‘abridged

E-=Dictionaries, large unal..*idged

E--Dictionary stands

E--Dies, 'in sets" -

S--Dies, notin sets

S--Diesel engines, Integral parts of
larger units

E--Diesel engines for use in classrooms

S--Dipioma covers .

S=-Diploma ribbons

-S==Diploma seals

S--Diplomas -

E--Discs, optical

§--Discs, phonograph

S=-Dish brushes

. -S=-Dish.cloths

S--Digh“pans
E-=Dish fru:ks

_S-—DlShES Te

EiéDishwashars, fixed
E--Dishwashers, pcr+abie o

..§==Disinfectants

S-—Dispensérs, GEP
E-=Display cases -
S=~Display maunfs
-§==Dissecting: se*s
-§==Distill1ad wate

~ E--Distl1] Ing: appaka+us :

S==Distributor: boxes -
$=--Distributors
Ev—Dif*a machines

- S==Dividers

S==Doilies

§=-Dollies ..

S-=Dol Is

S==Doormats

S-=Doors- -

S-=Dowels

S--Drafting instruments
E--Drafting machines
S=-Dragl ines

i




§=--Drain cleaners
§==Drain pans
S=-Drain plugs
5--Draln plungets

S--Drain tile
" S==Dralnpipe flushers
B-=Drapery

S--Drapery cloth
- S--Drawing boards
S=-Drawing compasses
S=-Drawing instruments
- S==Drawing paper
S§--Drawing pens
E--Drawing tables
S--Dressers, emery wheel|
S$--Dressing, belt
§==Drier, ink
S-=~Drier paint
S--Drier varnish
E==Dr 1 ft meters
S=<Drift pins, all glzes
S==Drill blts
S=-Driil points
E--Drill presses, bench, floor
or radial
S-<Drills, hand
E--Drills, power
E--Drinking wafer coolers, electric
or lce
1==Driveways
.S==-Drugs
EaﬁDrums, bass, kettle, snare
“S~=Drums, fiber S
S—sDrums, mafal

S—-Dry cells

. S==Dry measures
E-=Dryers -

‘-E——Dryers. clothes

. E==Dryers, hair

SsﬁDrygeads

) EﬂaDrying units, Infrared

S==Dumbbeils"
S--Duplicating’ machlna brushes
'S-=~Duplicating machine ink
- §==Dup! i¢ating machine paper
" $==Dup| Icating machine parts
S-=Dup| icating machine rolls
. E==Dupllcating machlnes -
-S==Dustcloths - - '
" §-=Dusters -
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S--Dystpans
S==Dyes
S==Earthenware
E--Easels, large

_ S—ansals. smal |

5--Edge tools, excEp+ cu*flng dies
E--Edgers, lawn

- §==Educational #Esfs

E-~Eggbeaters, .electric
S--Eggbeaters, hand

S--Elastic -

S-—-Elactric batteries

E--Electric clippers, sheep, horse
S5--Electric cords

E--Electric dishwashers
E--Electric floor scrubbers
§—Electric fuses

E--Electric hot plates

_ E==Electric Irons

S-~Electric lamp bases
-S==Electric light bulbs
E--Electric mixers

. E==Electric sanding machines

S-~Electric switches

- E==Electric toasters

E--Electric tube testers
E--Electric vacuum cleaners
E-~Electric waxing machines
E--Electric welding apparafus

. S==Electric wires

S—ﬁElecfr!cal baxas
E!-Eiacfrlcai sysfems
S—ﬁElecfrsdes e

"E--Electrolysis agﬁaraTus

S—~Electromagnets, labcrafory
S=~Electronic:components

- E-=Electronic. deviation meters
_ E--Electronic frequency meters
i Ee—EIecThanlc power: ‘supply. and v

voltage regulators
E--Electronic recording devlces,

graphical and visual
S--Electronic tubes
E——Elscfﬁﬂnlc vclfiahmmefars

S--Elements, battery
E--Embossers

" S--Embossing flu[d

S--Embossing pans
S~~Emery boards
S-=Emery cloth
S——Emery -powder
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‘S=~Emery whee! dressers
~ S=-Emery wheels .
. §==Enamel- =
S-=Enameled ware
E--Encyclopedia, set
E--End tables S
- §-~Engineers scales, measure
E--Engine flushing maznines
E--Engines, for use In classrooms
S--Engines, integral parts of
larger units
E--Enlargers
E--Envelope seazlers
S=-=Envelopes
S--Epsom .salts
S-<Eradicator, ink
E-=-Erasers, electric
S--Erasers, hand
E--Exhibit cases
E~-Exposure meters, camera
E-~Extensometers -
E-~Extinguishers, fire
E--Extractors
S--Extracts
S5--Eye charts
S-~Eyelets
S5=-Fabrics
S--Face and eye shlelds
5--Faces, archery
E--Falling: weight rammers
~ E-=Fans, electric, portable
. §-=Fasteners ,
- §--Fasteners, apparel

E--Faucets, combination or slngle».;

s . S=-Feldspar o

- Se=Falt

~ ' |==Fences

.Ss—Fencing fails
S—=Ferrules -~
- S==Fertilizers
- §-=Fiber rod
‘S-=Fiber sheets
S~=Fiber tubes
iS=—F|berbéard
;E-—Flguraﬁ, gaama*rlcal
in sets .
SafFuje boxes. -
. 5==File cards
~§==File folders : '
'§--Files, wood and metal warkiﬁg
E-~Filing cabinets
E~~F11ing machines

m@deisg“
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S-=Filings
S--Fillers, battery
S==Fillers, ink
S=-Fillers, paint
S==Fillers, wood
S=-=Film unprocessed
E--FiIm processed
S5==Film cement
S--Filter paper
S==Filters, small
S--Fingers, rubber
S==F1Imstrips
E=~Firearms
S--Fire axes -
S-=Flre exf:nguusher refills
E--Fire extinguishers
S-=Fire hooks
B--Fire safety systems
S--Fire shovels
S--Fire tongs
E--Fireplace fixtures
S-=Fittings, lubrication
S==First aid kits
I==Flagpole bases
I--Flagpoles
E--Flags, large
S-=Flags, smal |
S-=Flashlights
S=—Flasks

E=~Flatirons, alecfric

“§==Flavorings
S=-Flaxseed ' -
S-=Flexible cord sefs :
S-~-Flexible méfal -hose a

- 8=~Flexible metal tubing
' S--Flcafs, hvdrcma*eﬁ B

-~ . §==Floats," ‘plumbing. "
Ea—FIanlighfs, parfable

B-~Floor cavering, wallﬁ+e—wall
S==Floor” oil-

_,E—-Flaar Scrubbers, alacfric

§=-Floor’ waxes
$~--F lour '

. §==Flower bulbs

S=-Flowerpots
S5-=Flowers

S--Flue cleaners
S--Fluorescent lamps
S=-Fluorescent starters
E-~Fluoroscopes
S--Flushers, drainpipe

S==Flush valves
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S~~Flux .

- S=~Fly sprays
S-~Folders. '
E-~Folding chairs
E-~Folding fablés
$-~Food |
S-~Football dummias, facklnng
S~~Football shoes
S~~Footbal |l uniforms
S-=Footballs
S~-Forceps

'E=-~Forges
S~~Forks, silverware
S-~Forks, spading
$~=Forks, tuning
5-=~Forma ldehyde
E--Forms, dress

. E==Forms, geometrical, model,

*in sets

S=-Forms, printed
E-~Foundry 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
E--Frequency meters
S==Fricfjon tape
S==Frults
S--Fuels
‘S==Fumigants

~ $=-Fumigators
-S==Funglicides
S==Funnels
E--Furnaces
E*-Furnacesi heat Traaf!ng
E--Furnaces, laboratory
E=-Furnaces, remelting, type metal
E=-~Furniture

"~ S==Furniture polish

‘§-=Fuses

S--Gages, - Tlre

' E==Ga lvanometers

- E--Ga lvanoscopes

S-~Games ;

S-~Garbage cans

. §==Garden  hose

- §==Garden tools

ESIB

S--Garments
S5--Garnet paper
E--Gas compressors
E--Gas cylinders
S--Gas mantels

'E--Gass meters, laboratory type

E--Gas plates
E-~Gas stoves
S--Gases -
S-=Gaskets ™~
S$-=Gasoline

E-~Gasol Ine dispensing pumps, alecfric

S--Gasol fne dispensing pumps,
hand operated -
|--Gates
E-~Gauges, al ignment, cambers, toe-in
S--Gauges, tire
S$--Gauze
E--Gear cutting machines
§5~--Cears
.S5=-Gelatin

E~--Gelatin duplicators

S=-Gelatin pads
S--Generators, integral parts of
larger units

E~~Generators, not in+egral par*s of
" larger units’

E--Geographic globes, large sfand type
S--Geographic’ glcbas, small desk *ypa
S--Glass : :

S-=Glass watch

S--Glass cutters
S==Glass wool . .-

S- Glasses, drinking
S--Glasses, magnifying
S-~Glasses, ophthalmic
S--Glassware '
S=-Glaza

S§--Glides

S--Globes, alecfrie llgh+

E~-Globes, geographic, large stand type
S--Globes, geographic, small desk type

- §==Gloves, rubber

S-=Glue
S=-Glycerin
|--Goa lposts
S-=Goggles
|-==Grading
S--Graduated measures
S--Graph paper
S=-Graphite
S--Grass seed




sig :

S--Grass shears, hand operated
E-=Grass shears, power operated
§--Grates, stove
S-=Gravel
‘§=~Grease
S-~Grease guns, alr, gun cnly
S--Grease guns, hand
E--Grinders, coffee
S==Grinders, hand operated
E--Grinders, power operated
S=-Grinding compounds
§--Grinding wheels
S-~Grocer jes
E=-Growlers, armature
S-=Guards, arm
S5--Guards, lamp
§--Guards, shin
S§-~-Gummed cloth
S--Gummed flgures
S==Gummed labels
S~-Gummed seals
S--Gummed tape
E--Guns, starting
S-=Gym shoes
S==-Gypsum -
E--Gyroscopes
S--Hacksaws .
“E=-Hair clippers; elecfrlc
- S--Hair.clippers, hand
E==Hair dryers
" :S==Halrpins
1fE—fHall'+réés,‘b o
.-E-=Hammers, autobody, pneumatic
" §==Hammers, ball peen

Jrf:;E--Hammarsg electric;  hand

>V ight farged

s, power’ . -

- ~Hammers, sledge
S*éHaﬁdjbags

" §==Hand' saws

* - §=<Hand stamps

E--Hand tools, 'In sets

. §==Hand Atools, not in sets

Ee—Hand tools; power driven,

o pn9uma*ig and electric
E==Hand ‘trucks

S--Handballs

- S=-Handbooks
-+ S~=Handles

' S--Handscrews, wood and iron
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S-=Hangers, clothing
S==Hangers. hardware
S=-Hardware
E~-Harnesses
E-<Harrows
S--Hat blocks
S=-=Hatchets
S--Headlights
E-~Heaters
E=~Heaters, par+3b|e
S--Heating pads
S--Heating systems
E-~Hectographs
S-=Hemp fibre
S-=Hinges
S5--Hoes, garden
E--Holists
E--Hoists, electric or pneuma+lc
S--Holders, blotter
S--Holders, change
.S-=Holders, copy
E-~Holders, d!cfi@nary
S--Hooks
E--Horizontal bars, portable
S==Horns, motor’ VEhicle
E==Horses °
E--Horses, gym equlpménf
S=-=Horseshoes ,
S--Hose, appare|
:S--Hcse, flexible me*al

. S==Hose; garden

S~-Hose clamps -
S==Hose nazz|es
E--Hot plates o
S~=Hot water bafflas ;~,”

~ E=~Hurdles -

Eﬁ—Hydraulicijaéks, garage *ype

" S==Hydrometer . flca+s

" §==Hydrometers

S=-Hygrometers - :

- §==Hypodermic need| es

_S—-Hypedermic syr[nges

S§=-~lce "~

S==lce bags o

E—-Iea_cream cabinets, ice or electric

E--lce cream freezers

‘S==ignition coils

E--Implements, farm

5-=Incandescent |amps, bulbs
I-=Incinerators, fixed

E-~Incinerators, portable

1




E-~Incubators - -
S==Index cards
S--Index labels
S-=Index tabs
. §==|ndian clubs
E-~Inductance standards
S==1Ink_
S==Ink drier
‘S--Ink sradicator
S=-=Ink pads
S--lnner tubes, auto
S=-lInsect nets
S-~Insect screening
S--Insecticides
Sﬁﬂlnslgnia
E--Instruments, band and musical’
S-=Instruments, dental, smail -
S--Instruments, draf+lng
.S==Instruments, drawing
$~=Instruments, medical, small
E--Instruments, musical :
E-=Instruments, recording, . EIECTFIGEI
S-~Instruments, surgical, small
E--Instruments, surveyling
E--Instruments, testing
S5==Insulators
S-=Intel ligence tests
B-~Intercommunication systems
E--Interferometers
S=-Interval timers
S==lodine
S==lodoform
S==lron filings
- S§==lron gauze
~E=-lroners,
S==Iron, - sheet
S--lron wedges
S-=lroning boards
'Ee—lrpns,velac*rlc
. §--Jackets, book.
' E==Jacks, garage type, hydraulic
S--Jacks, mechanical
S--Jars .
E-=Jointers :
. .§==Joints, plumbing
- g==Julée extractors, electric
. E——Jump-sfandards
S-~Kerosene
S-~Kettles
- E==Key racks
' S==Key rings
S——Kbys
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VSQQKEybéardS; piano, paper
§==Keyhold saws

- E==Ki'lns °

E--~Kitchen tables
‘S==Kitchen utensils.
S-=Kits, first ald
5--Knee pads
S5~-Knives
S-=labels - ;
E--Laboratory balances, beam
§--Laboratory fittings, plumbing
E-~Laboratory furniture
S==Laboratory glassware
E--Laboratory models
S-~Laboratory mounts
S-=Laboratory tools, small hand
S-=lacing
- S==Lacquers
S--Lactose
E-~Ladders, -large
S~=-Ladders, small
-S5--Ladles
S-=Lagscrews
S--Lamp bases
S=-~Lamp bulbs
E--Lamps
5~-Lamps, desk
S--Lamps, drafting table
E-~Lamps, -electric floor
I-~Landscaping
E--Lanter slide cabinets
S-=lantern slides
S--Lanterns
E~~Lathes
E--Lathes, brake drum
E~-Lathes, turret, or aufema+ic
- screw machines L
E-~Lathes, wood furnlng
S--Laths :
E-~-Lawn mowers

. E=~Lawn rollers
" §==Lawn sprinklers, movable
E~-Lawn sprinklers, traveling

I-=Lawn sprinkling sysfems
|-=Lawns

S==Lead
S-~Lead pencils
S--Lead, red

E-~Lead, Elug and rule casTIng
machlines, elrod

S-=Leather

S—-Leafher briefcases

‘  b-12 . ‘
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S--Leatherworking tools, hand
E--Lecterns
S--Ledgers
S==lLenses
S--Letter baskets
S--letter files
S-=Letter openers
S--Letter scales
S5--Letterheads
S-=lLettering pens
E--Letterpresses
S--Llevels, precision machinist's
S--Levels, small or carpenter's
E--lLevels, surveying
E--Library books
E--Library furniture
E--Library frucks
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 - -
S5-=Liners, staftf, music
S=~Liners, type
S==Lining, brake
S-=Lining, cloth
S-=Linoleum
S-~Linotype metals
E~-Linotypes -
S=-Linseed ol |
S--Liqulid bronzing
S-=Liquid polishes
-=-Liquid soaps
S5-=Litmus paper
E-=Livestock
S=-Loam
 B-~Locker, built-in
E--Lockers, movable
S==Locknuts '
S==Locks, small, not built+=in
E--Looms
S--Looseleaf binders
S--Looseleaf notebooks
S-=Lubricants
S=-Lubricating oil
S--Lubrication fittings
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
E~-Machines, calculating
E--Machines, check handling
E--Machines, coin handling
E--Machines, coin operated
E--Machines, dating, power
S--Machunes, dating, small hand
E--Machines, dictating
E--Machines, dishwashing
EéﬁMachines, drafting
E--Machines, ‘drycleaning
E--Machines, duplicating
E--Machines, large
E--Machines, laundry
E--Machines, mimeograph
E==Machines, mixing
E--Machines, numbering, power
S-=Machines, numbering, small hand
E--Machines, polishing
E--Machines 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--Mal lets
S-=Manicuring tools
S5--Manila flles
S--Manila folaers
S--Manila rope
S--Map tracks
E--Maps, large
E--Markers, line, large push=type
S--Markers, line, small
. S==Matches
X S==Matrix, type
IR
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S=-Mats, door and bath : S-=Modeling clay
S--Mats, gymnasium, tumbling, S==Model ing tools

wrestling E--Models, dress
S==Mattocks E--Models, shop and laboratory
S--Mattresses S--Moiding, metal
S5--Mauls S==Mop palls
S--Meal E--Mop trucks
S--Meats 5--Mop wringers
S--Mechanical drawing instruments S-~Mops
S-=Mechanical pencils S—=Mortar
S--Medals E--Mortisers
S--Medical instruments, small S5--Moss
S--Medicine balls E-=Motion picture cameras
E--Medicine cases E--Motion picture films
S-~-Medicines E~-Motion picture projectors
S--Megaphones E--Motor analyzers
S=-Memo books - : E--Motor generator sets
S--Mending materials S=-=Motor vehicle parts
S--Mesh, steel wire E--Motor vehicles
E--Metabolism apparatus E--Motorcycles
S--Metal polishes S--Motors, integral parts of larger units
E--Metal working machinery E--Motors, not integral parts of
5--Metal working tools, small larger units

hand operated . S--Mounting boards
S--Metals, die casting , S--Mousetraps
S--Metals, laboratory E--Mowers, lawn
S--Metals, linotype S==Mucilage
S=-Meter sticks © S=-Multimedia sets
E--Meters, watt, laboratory tvpe E--Music stands
E==Microfilm readers and viewars S==Music, sheet

for office use E-=Musica! instruments
E-=Micrometers, in sets S--Muslin
S=--Micrometers, not in sets S--Mustard
E--Microprojectors S==Nail polishes
E-=Microscopes S-=Nails
S5==Milk cans S==Napkins
E~-Milking machines S--Napkins, sanitary
E-~Mi | | jammeters S--Neatsfoot ail
E=-Milling machines, bench 5-=Need | es

or floor S--Needles, hypodermic

E=-Mi Il ivoltmeters S--Negative racks
E--Mimeograph machines S-~Negative tanks
S--Mimeograph paper 5--Nets, cloth
S==Mineral wool E==Nets, steel
S--Minerals, laboratory S--Newspapers
S--Minute books E==Nibbling machines
S==Mirror frames _ S--Nickel polishes
E--Mirrors, large wall E-=Noise and field strength meters
§--Mirrors, small S-=Notebook covers

E-=-Mitre boxes : S=-=Notebooks
E--Mixers, electric - » 4 J--Notebooks, stenographers
| | 124 7
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S--Nozzles, hose

E-=Numbering machines, power
S==Numbering machines, smal!l hand

S5-~Nuts
S--0akum
S==0ars

E--Office composing machines,

varitypes

E--Office furniture
E==Ohmmeters

S==0il

S-=0il cans
5-=0ilcloth
S--Ointments
S--Oleomargarine
S--Openers, letter
S==Ophthalmic frames
E--Optical discs
E~--Organs

E--Oscil lators
E==0scil lographs
E-=0scli | loscope
S--Qutlets, electrical
S==0utl ine maps
==Qutput meters
E=~Qvens
S==0Ovenware dishes
S--Oxygen
S=-Packing
S--Padding
5~--Padlocks
5--Pads, chair
S==Pads, desk
S--Pads, ink
5--Pads, stamp
S==Pads, typewriter
S5--Pads, writing
S==Pails

S==Paint drier
S=-Paint remover

E--Paint spraying outfits

S-~Paintbrushes
S==Paints
S--Palettes
S==Pamphlets
E-=Pans; large
5--Pans, small
S5--Pantographs
S==Paper ‘
S==Paper clips
S5-~Paper cups
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E-=Paper cutters
S=--Paper fasteners
5--Paper napkins
S-=Paper punches
5-~-Paper tfowels
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~-Pastries

S=-Pastry cutters
S==Patching compounds
S=~Patterns

|==Paving

- 5--PeaT moss
E--Peelers, electrical
‘S=-Peelers, hand
S$=-Pen points
S=-Pencil sharpeners
S—-Pencils
S=--Pencils, mechanical
E==Penetrometers, sof|
S=~Penholders
S==Penknives
S==Pennants

5=~Pens
E--Percolators, coffee, electric
E--Perforators, large -
S5=-Perforators, small
S==Pariodicals

E--Permanent waving machines

S==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

S5==Piano parts

E-=Pjanos

S==Picks
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5--Picture frames
S==Plcture wire
S5<=Plctures, zmall

E--Pictures, wall, large
S--Plgments

S=-Piliows

S--Ping-pong sets
S--Pirnking shears
S-=Pinsg

S--Pipes

E--Pipe dies, In sets

S5--Pipe dies, not in sets
S--Pipe fittings
5-=Pipe steei
5-=Pipettes
S--Piston rings
S~=Pistons
S«-Pitchers
. §==Pitch pipes
S==Pltchforks
S==Plane cutters
E--Planers, power
S-=Planes, hand
E--Planing machines, photoengravers
E-~Plaques, permanent
E-~Plarimaters
S-~Plaster
S--Plaster, adhesive
S--Plastic wood
S--Plate glass
S~--Plates
§~-Plates, addressing machine
S~~Plates, battery
E--Plates, bench
S$-=Plates, book
E~=Plates, hot
S5--Platas, lantern slide
5--Plates, photographic
E--Platforms
{--Playground equipment, fixed
I-=Playground equipment, movable
I--Playground surfacing
S--Pliers
E--Piows, field
E--Plows, snow
S--Plugs, drain
S-~Plugs, spark
S~--Plumbing and heating valves
S=-Plumbing fixture fittings
and frim
. $==Plumbs
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S--Plungers, drain

S==Pockets, book

S-~Pointers

S==Points, drili

E--Polarimeters

E--Polariscol s

S==~Poles

S--Poles, climbing

S--Poles, vaulting, bamboo

E--Poles, vaulting, metal

5--Po!ishes

S==Portfolios, leather

E=-Postal meters

S==Posters

5-=Posts

l=-=Pasts, fixed

S=-~Pot clsaners
E--Potato peelers, large, machine
E--Pots, large

S==Pots, smalli

S--Pottery

" S==Powders
E-~Power sprayeis and dusfers
S==Preservatives
E-~Presses, arbor
E-~Presses, book, bookbinders
E--Presses, cylinder, flat, bed, printing
E--Presses, engraving ’
E=-Presses, letter

E-~Presses, |i+hographic or offset

printing

E--Presses,
E--Presses,
E--Presses,
E--Pressure
S==Printed materials
E-~Printing cases
S=-Printing ink
S==Printing materials

machanical

power

punch, foot power
cookers

- E==Printing presses

S--Printing sets, rubber
S=-Printing type
§-=Prisms
E--Projectois
E--Protectors, check
S--Protractors
S--Pruners, hand
E==-Pruners, power
S-~Psychrometers
B--Public address systems, installed

+ E==Public-address systems, portable
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S=-=Pul leys

S-=-Pumice
E--Pumps, large
S--Pumps, small
S3=---Punchas
E-=Punches, electrical
S==Push buttons
E==Pushcarts

S==Putty

E==Pyromerers
5=-~Quivers, arrow
S--Rackets, badminton
S5--Rackets, tennis

I==Racks, blcycle, fixed

E--Racks, blicycle, portable
E=-Racks, large stand
E--Radio receiving sets
E==-Radlo transmitters
S=-Radio Tubes
E--Radlos

S5--Raffia

S5--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--Racording tape and wire
S--Records, phonograph
S--Reeds - -
S==Reels, hose: |

S--Reels, motion plcture f1im

E--Reference . books

S-=Ref lectors, parabolic
E~--Refracting apparatus
E--Rafrigerators
E--Registers, cash
Sﬁ—Regisfersg printed

S-—Regulafurs, vol*aga

©.. &==Rellef maps
S--Repair parts

" §--Report forms
S~=Reslstors

 §-=Respirators _ o
S—ERETQP?E, glass Iabarafery
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E--Rheostat

S--Ribbons, adding machine
S--Ribbons, addressing machine
S=-Ribbons, ¢loth

S=-Ribbons, typewriter
S--Ringtoss game

E-=Rings, boxing

S5--Rings, carrom

E-=Rings, flying

S--Rings, key

S5--Rivets

S5--Robes

S--Rock, crushed

S-=Rol ler bearings

S==Rollers, ink
E--Rollers, lawn

S==Roofing materials

5-=Rope

S§~-Rosin

 §-<Rottenstone

S$=-Rouge

E--Routers

E-<Routers, plate, pthQengraving
E--Rowboats

S=-Rubber bands

S==-Rubber goods

S$~=Rubbish cans

E--Rugs, room size

S~-Rugs, scatter

S=~Rulers

5-=Rules, shrink and circumferenca
E--Saccharimeters .

E=-=Safes

. S==Safety belts, wlndow-working

S--3afety glass
S==Safety pins
S-=Salts
5--Sand

_E--Sanders, elec*ric ' .

S==Sandpaper =

S==Sandwich boards -

S-=Sanltary napkins =
B-=Sanitary systems

S--Sash, comblnation screen and s+grm

§-=Sash, cords
S--Sash, screen
S-=5ash, storm
5-=Saucers

"~ §==Saw blades

S=-S5aw frames
S—xSawdusf

: E—sSathrses
- E==Saws, band




ESIB

E-=Saws, circular
S==Saws, hand
E--Saws, power
E=-5aws, power hack
E-=-5cales, beam balance
S5-=Scales, drafismens
S-~Scales, spring
S--Scalpels
S5--Sclssors
S==5coop shovels, hand
S5-=-Scouring powders
S-=Scrapers, hand
S==-5creen doors
B--Screens, projection, built-in
E--Screens, projection, movable .
S--Screens, window
S--Screw extractors
S=-Screw eyas
S--Screw hooks
S==Screwdrivers
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-~Settess
| or B--Sewer systems
E-=Sewing machines
B~-Shades, window
E--Shakers, laboratory
E—aShakers, power
. §==Shampoo
E--Shapers, bench and floor
E--Shapers and routers
E--Sharpeners, electrical -
§--Sharpeners, pencil
5=-Shears, hand-operated
E--Shears, pewar=nperafed
=S——Shesvas o
S--Sheet me+al
S~~Sheet music
- 5=-=Sheeting
_S—-Shallac

ESIB

S=~Shalves, kiln
B=--Shelving
S5-=Shelving materials
S=-Shingles
S--Shock absorbers
S-~Shoes and boots
S-=Shopcoats
E-~Shorthand writing machines
S==5hovels, hand
S==-Shower fittings
}==Shrubs
S--Shrubs
S=-Zhuffleboard sets
S==5huttlecocks
I--Sidewalks
S=-Siding, 5heet metal
S==Sifters
E--Signs, large
S--Signs, small
S--Silk screen printing apparatus,
complete units
§==Silver polishes
S5-=Si lvervare
S-=~Sink fittings
E--Skeletons
S-=Ski!lets
S-=Skis
S==Slats
S-~Sledashammers
E==Slicers, bread, mechanical
S5--Slide rules
S-~Slides, lantern
S-~Slides, microscope
S--Slides, projector
S==Snaps
S5-=5neakers
S~=Snips
S==Snow shovels, hand
S--Soap dispensers
S==50aps .
S-=Soccer balls
S==Soccer shoes
E--Socket wrench sets
S-=Sockets, wrench
S--Socks, pairs
S--Soda, baking -
5==Sodding

- §==Softballs

S=-Softeners, water. chemical

. $==Soi|
E==Sol | peneframe+ers
E==Soil test molds
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5-~Soluering coppers
S--Solderirg materials
S==Solvents
E--Sound racorders
B--5ound systems
S--5Spades
S5--5pading forks
E~~Spark plug cleaning machines
S5-=Spark plugs
S-~Spatulas
S-=Specimens, laboratory
E~--Spectroscopes
E--Sphygmomanometers
S5--5pikes
S-=Spirits
E=-Splrometers
S==Splints
S~=Spokes
S-=5pokeshaves
S--5ponges
3=~Spoans
S~-Spotlights
S==Spray mixtures
5-=-Sprayers, hand
E--Sprayers, power
E—aSpréaders, manure
S-aSpreads. bed
S--Springs
S--Springs, furniture
S--Sprinkiers, lawn, movable.
E--Sprinklers, lawn, traveling
i=--Sprinkling systems, lawn
S==~5Sprockets
S-=Squares .
S--Squeegees
E--Stacks, book
E--Stadla rods
E--Stadiometers ,
S«~Statf liners, music
S==5taln removers
S=-Stains
S--5takes
S--5Stamp pads
E--Stamping machines, power
$--Stamping machines, small hand
S=-~Stamps, rubber
E--Standards, jump
5--Stands, calendar
E--Stands,’ ¢chart
E--Stands, d:cficnary v
- . E--Stands, engine repair
. Eﬁ-S*ands, umbrel la
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E--Staplers, foot- or power-operated
S--Staplers, smail hand
S==Staples
.S==5tarch
S--Starters, electric
S5--Stationery

E-~Statuary

E--Steam vapor cleaners
S=-=5team packing
S=-5teel measuring tapes
S==5tesl, sheet
S5==5teel wool
S§-=Stencil correction fluid
S==Stencils
S--5tenographers notebooks

E--Stereoscopes
S--5terile gaure

E--Sterilizers
S-~Sticks, composing
S5-~5ticks, hockey
5-=5tiite, sport

E-~Stitchers
S-~Stock records
S==5tockings

 E=-Stones, printers

E~--Stools
- S==Stop watches
S-=Stoppers
5--5tops, bench
S-~Storage batteries
l==Storm ‘drain systems
E~--Stoves
S==Straightedges
S-=Strainers
S--Straws, drink|ng ;
S—E8+rafchers :
S--Strings

" E~=Striking bag outfits
- §==~Styluses

S-~Sunglass frames
S==Sunglasses. "

E--Supply cases !
S--Supporters, athletic
S-~Surface hardened blocks
S-=Surgical Instruments, small

'-Sr—SuﬁglcaI'pawders :

S=-Swages

E--Sweepers, carpet, electric
S--Sweepers, hand

S==Switch boxes

S-~Switches, electric
-S—-Synchrenlzers, camera
S=-Syringes-
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S==Syrup

S5--Table profectors
S=~Table tennis ballc
S==Table tennis rackets
S==Tablecloths
S~-Tableware

E--Tables

S--Tables, computing
S5«=-Tablets, medicinal
S--Tablets, writing
S--Tabs, index
E-=Tabulating machines
S--Tack hammers
S==Tackl ing dummies, football
S=~Tacks

S==Tags

S==Talcum powder
E=-Tanks, bulk storage
S-=Tape

S-=Tapes, measuring
S-=Taps

S--Tar roofing and siding
S5--Targets, archery
$-~Team uniforms
S-=Telephone systems
E~-Television cameras
E~-Television sets
S-=Television tubes
S-=Tennis bails
S5-=Tennis court nets, cord
E--Tennis court nets, steel
5-~Tennls rackets
E~=Tents, wall

$==Tents, shelter
S~--Terminals, battery
S=-=Test tube brushes
S$-=Test tube racks
S5=-Tast tubes

S-=Tests, achievement
S=-Textbooks
S==Theatrical costumes
E~--Theodolites and tripods
E--Thermographs
S$-=Thermometers
S5-=Tharmostats
S-=Thimbles

S~=Thinners

S--Threads

S=~Throat applicators
S§==Thumb tacks
S-~Tickets

ESIB
§--Tile, drain ‘
E~-Time clocks, watchmens
E--Timers, large
S==Timers, small
S=-Tin cans
S==Tin cutters
5-=Tinware
S--Tire chains
S--Tires and tubes
S--Tissues, cleansing
E--Toasters, elactric
S==Toggle bolts
5-=~Toi let paper
S--Tokens

- S==Tongs

S--Tongue depressors
E--Tool sets, hand
S--Tools, hand, not in sets
E--Tools, power
|-=~Topsol |
5-=Tow bars
‘5=-=-Towels
E--Toys, large
S$=--Toys, smal |
S-=Tracing cloth
S==Tracing paper !
E-~Tractors
S=—=Trammels
E--Trampol ines
S-~Transformers, laboratory
E--Trans!t, engineers
S-~Tranmissions, integral parts of
larger units -
E~~-Transmissions, not integral parts
of larger units '
E--Transmitters
S-~Trays
l=~Trees
E--Trees, hall o
S--Triangles, drafting
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 - : -f‘

130  s--Tubing materials
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S5--Tumblers, glass
S==Tuning forks
E--Tunnels, models, wind
{==Turf
S=-Turpentine
S-=Tweezers
S5-=Twine
E--Type cases
E--Type casting machines
S=-Type cleaner
S--Type liners
S=~Type, matrix
S~~Type, printing
S=~Typewriter brushes
S=~Typewriter covers
E--Typewriter desks
S-~Typewrite- ribbons
E-=Typewriters
E--Umbrella stands
S==Unquents
S==Uniforms

S-~Upholstering materials

E--Urns, coffes

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
S5--Vages
S==Vaulting poles
S--Vegetables
E--Vending machines
B-=Ventilating systems
E~~Vessels, large
S==Vessels, small
E-=Vibrographs
E=-=Video cameras
E--Video recorders
S5-=Video tapes
S-=Yines
E=-=Vises, bench
S5-~Vises, small hand
S==Vision charts
S==Volleyball nets
S-=Volleyballs
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E=~Voltmeters
E--Wagons
S-=Wall brushes
S=-=Wal Iboard
S-=Wal lpaper
I--Walls, retaining
S=-=Washbasins
S-=Washcloths
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-~Water, 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--Whee| straightening apparatus
E--Wheel barrows

S--Wheels, automoblile
S==Wheels, emery
E--Wheels, pottery

S--Whetstones

S=-Whiskbrooms

S=-Whistles

S--Window glass

S5--Window screens

S--Window shades
S~-Window-working safety belts

S--Wipers
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(wn]

S==Wire

S=-Wood fillers
S=~Wood, plastic
S=-Wood preservatives
S5-~Wood stains
S~~Woo|

S=-Wool, glass
S5--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==Yard brooms
S==Yardsticks

S=-=-Yarn

S==Zinec
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APPENDIX E

STORES SYSTEM PROCEDURES, CONTROLS, AND ACCOUNTING

A central stores system enables a Community College district to take advan-

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 bast interest of a district to adopt a stores system. Avail-
ability 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 sfock 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 systenm.

A;gop@+1gg,?gﬁ_51§ﬁ§s

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 FINANCING, 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



an amount from the General Fund of the district or districts equal to the average
dally 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 2135]-Z1355.

TYPES OF SUPPLIES IN A STORES SYSTEM

Items purchased for a stores system should be those that are used in sufficient
guantity to justify the cost of establishing them as stock items. Initial pur-
~hase of a new item should be conservative as to quantify fo test i+s turnover,
thereby establishing a basis for determining the quantity needed. Committees
composed of users of the various items can be helpful in determining standard
items to be wareloused and in encouraging their use. The types of items most
frequently stocked are inciuded in the list that follows:

Instructional supplies, including paper, pencils, chalk, paste, art
supplies, and the like

Office supplies, including typewriter ribbons, duplicating supplies,
desk files, and the [ ike

Custodial supplies

Maintenance supplies, including lumber, small tools, electrical supplies,
paints, sandpaper, and the |ike

NOTE: Many of these items are frequently requisitioned for use In the
col lege 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. I+ is not
recommended that equipment items such as these be maintained on a
minimum-max imum basis as are items of supply.)

ESSENTIALS OF A STORES SYSTEM

The essential features to be provided in connection with the establishment 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
cafalﬂgs 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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Provision for the addition or deletion of stock ifems. A special form may be
used to naflfy all depaﬁfmen*s concerned of the necessary information regarding

the action taken.

Provision for minimizing losses because of ob vlescence. Special committees can
be helpful in giving information in advance on planned changes in curriculum
which will affect the use of supplies aiready stocked. |If it is known that a
change is planned, supplies to be discontinued can be allowed to iun 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 quan*nfiea; Continual study of 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 should be ordered in adequate supply for antici-
pated need; more expensive items should be ordered according to conservative
estimates of need.

Records of Perpetual Inventory

Individual cards or records fthat contain The following information should be
kept for each item stocked:

. Identifying stock number

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

8. Balances on hand in terms of stock units

NOTE: The following additional information on the stock records may be
desirable: (1) minimum and maximum quantities to be stocked; (2) reference
to vendors from whom stock is purchased; (3) memoranda of orders placed;

(4) memoranda of unfilled requisitions; (5) reference fo warehouse location
of item if the identifying stock number cannot be used for this purpose; and
(6) provision for values of recelpts, issues, and balances on hand.

Verification by Physical lInventory

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 to make the spot checks.
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‘Security Control 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 adjusiments made.

Planned Procedures for Receiving and Issuing

i. 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 shouid 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

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 |ike :

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, biliings, 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 Responsibility 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
documents 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 (1) the stores accanT
method; or (2) the revolving fund method.

Stores Account Method

The stores account method provides for the establ ishment 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 least 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 +ime 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
suparintendent 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. Uncontrol led 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 for +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 in
stores as indicated in the budget.

Revolving Fund Method

A revolving fund is a separate fund established in accordance with Education Code
section 21351-21355. Payments for 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 provides a semiautomatic control of the amount invested in
stores. o

Rev. 2/76 ' E5



Accounts for the Revolving Fund for Warehouse Stock include Cash in County
Treasury, Accounts Receivable, Stores, Current Liabilitlies, 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, Including 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 distributing stores items, in addition to
the cost of merchandise, should be charged to the Stores account. These over-
héad expenses shouid ulfimafeiy be chargéd fa +hé sevaral éxpendifurﬁ accounts

merchandise. The praeadure usad is not lmporfanT it the results are equnfablea
Use of one or more subsidiary expense accaunfs 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
l'iquidated and the actual overhead expense charged.

Whatever method is used, cve#head’charges should be cleared at the end of each
fiscal year so that the Stores account will represent oniy the value of the
inventory of material on hand.

Charges and credits to the Stores account and subaccounfs 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 ivery
charges to the warehouse), as fol lows:

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. Wilities

5. Direct expense of trucking

a. Gas and oll

b. Grease

c. Repairs

d. Tires and tubes

a, Accessories

f. Other expenses 139
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NOTE: When trucks are used for several purposes other than the delivery of
stores, such costs may be distributed by job cost accaun%ing or by any other
) equitable method. .

6. Adjustments to Stores account
Periodically, or at the end of the fiscal year, it may be necessary to
adjust the Stores account, after proper administrative review and
approval, for -reasons and in the manner. descrlbed below.

a. Diserepancias béTNééﬁ'?hé quantity of items as shown on the
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 gredlf (decrease)
to the value of the Stores account.

b. Differences also may occur between the balance cf fha Stores
account and the value of merchandise on hand, as shown on the
individual stores records, resuiting from +hé-mé+hed of unit
pricing employed. Adjustments for this reason will resul+t in
a debit (increase) or credit (decréase) to the value of the

. Stores account.

c. Periodical ly, stock must be remgvad;frcm the warshouse because
of deterioration, obsolescence, and the | ike. Either the
regular warehouse requisition or a special form may be used.
This form shouid 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 ;hculd be
ad justed *@ refiect +hesa Issues.
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-APPENDIX F

-,Aécéuﬁfing Terminélagy j

kAba+eman+ The return of part or.all of an item of income or expendufura to

Ifs saurce during +he currenf fiscal year.

Accaunflngﬁgerlcd. A periad Qf time for whiﬁh records are mainfalned and at
the end of which Financlal statements are prepared covering fhe period.

Account ﬁumbers or 1a+fers. Numbers and/cr letters assignad to the ordinary
titles of accounts for classiflcafion of accounts and ease of reference.

Accounts payable. Am@unfs due and owing to private persans, busunéss firms,

~governmental units, or others for goods and services purchased prior to the

end of the flscal year Includas amounts bllled but not pald‘

Accounts rece;vable. Amcunfs due and owing from prlva*e persons, business

firms, governmental unifs, or others for goods and services sold prior to the -
end of the fiscal year. lncludes amounts b!lled but not received.

Accrual basis. That ma%had of accounting in which income is recorded when
earned, even though not collected, and expenditures are recorded when the
lfabilities are incurred but not yef paid.

Activity. An act, service or group of services proper to an institution and
aimed at accomplishing a certain end.

Ad valorem fax. A tax based on a percent of the value of goods or services,

Allocation. Division or disffibu+13n 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 accaunTs receivable to refléc*
collectable reaenvables.

Allowances. Sums granfed as reimbursemenf for expenses or sérvices rendered.

. Appgrflcnmenf Allocation of state or federal aid, district faxes, or other

manlas among cemmunify callege disfrncfs or other govermmental units.

Apportionment notice. A document nsflfying ccmmunlfy col lege disfric+s when
monies have been deposited with The cguﬁ+y trea~vrer. .

EEralsa An estimate of preper*y value made by the use of sysfemafic prc—
cedures based upon physical inspection and inventory, engineering studies, and
other economic factors. '

Appropriation. An allocation of budgetary funds made by the governing board
for speciflc purposes and limited as to the time when it may be expended.
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5gpra§ria+|on for contingencies (farmerly termed undssfrtbu*ed reserve). That
portion of the current fiscal year's budget that is not appropriated for any
SQE§|fiC purpose but is held subject to intrabudget transfer; i.e., transfer

o other specific appropriations as needed during the fiscal year.

Appropriation ledger. A record containing an account with each item allocgted
o budgeted. such accounts usually show the amount originally appropriated,
transfers to or from the appropriation, amounts charged against the appro-
priation, the encumbraﬁceS; the uﬂencumb%red balance, and other related jnfor-
mation.

Assessed Valuation. Valua-placed upon personal and real Properfy by a gov-
ernmental unit for taxation purPcses

Assets. Anything owned that has value-tangible or intangible. (See also

current assets and fixed assets.)

Audit. An examination of documents, records, and accgun*s for the purpose of
1) d 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 obiigations.

Available surplus. That portion of the excess of assets over liabilities not
obligated for current appropriations or for restricted purposes. (See also
unappropriated fund balance.)

Average daily atfendance (a.d.a.). Average Daily Attendance is the unit which
is used as the basis for computation of state support for California Communi ty
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 squals 525 hours).

For graded classes, the contact hours of enrol|ment 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 addung 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 fo be credited
to a Community Col lege 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 prcperly classi-
fied to exhibit the financial condition of the entity as of that specific date.
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Bond. A cerflflcafe containing a written promise to pay a specified sum of
money, callad the face value, at a fixed time in the future, called the date
of maturity, and spéclfylng interest at a fixed rate, usually payable per-
h:ujlcally

Bond discgunf The excess of the face value of a bond over the price for
which IT Is acquired or sold. (The price does not unclude accrued Interest
at the date of acquisition or sale.)

Eand interest and redemption fund. A fund establ ished to pay bond interest
and liquldate indebfédnéss when due and payable.

Bond premium. The excess of the prica 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 esfima+e 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. |t includes a bal-
anced statement of revenues and expenditures as well as other exhibits to report
(1) 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 perlod in progress; and (3) the estimated condi-
tion of the funds at the close of the ensulng fiscal period based on the finan-

cial proposals contained in the budget document.

Budgetary accounts. Accounts that reflect budget operations; i.e., estimated
incomse, appr@priaficns, and encumbrances distinct from the proprietary accounts.

Budgetary control. ‘Thé 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 resources,

Bullding fund. A fund established to control 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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Capltal assets. See fixed assets.

Capital outlay. Amounts 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 bulldings, remodeling of bulldings, 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 |imitations as to the availability
of cash should be indicated.

Cash advance. Cash apportioned In advance of the usual apportionment period.

Cash basis. Method of ‘accounting in which income and expenditures are recorded

only when cash Is actually received or disbursed.

Cash collections awaiting deposit. Receipts on hand or monies i1 a bank clearing
account awaiting deposit in the county treasury.

Cash _discount. An allowance made on a purchase if paid within a stated period.
(The term is not to be confused with trade discount.)

Cash In bank. Balances In separate bank accounts such as student body accounts,
adult education incidentals, college farm accounts, and cafeteria accounts.

Cash_in 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 fo 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.

Clearing accounts. Accounts used to accumulate total recelpts or expenditures
for later distribution among the accounts to which such recelpts or expend itures
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 dISTiﬂQuIShIﬂQ reference number or symbol. (2) A statement of
: the laws of a specific field; e.g., Education Code, Penal Code, Civil Code,
j ~ and Labor Code.

Collier 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. :

Contlngent Iiabjlities. |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.

C@nfralling;accaun+. 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 IIEBTIITY 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 ex| ‘expend itures and increase liabilities, lnccme, and fund balanca

Current assets. Assets that are available or can be made readlly avallable to
meet the cost of operations or to pay current liabilities.

Current Expense of education. The current general fund operating expenditures
of a community callega district excluding expenditures for food services, com-
munity services, and object classifications 6000 and 7000 (except 7150, Current
Expense for Reglional Occupational Centers or Régianal 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 Iin 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 |iabilities, income, and fund balance.

Debt Iimit. The maximum amount of bonded debt for which a community college
district may legally obligate lfself
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Debt service. Expenditures for the retirement of debt and for Interest on
-debt, except principal and inferes* on current loans. S

Deferred charges. Expendltures ﬁq* éhérgéable to the period in which they are
made but set up as assets to be eliminated by charges as expenditures in sub-
sequent periods. ' ' o '

Déferredvjnegma} Income unearned in a given period but set up as a |iability
to be iIncluded as income earned in subsequent periods.

Deficlt. Excess of liabllities over assets.

Del Inquent taxes. Taxes remaining unpald 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 |ife of fixed assets because
of wear and tear through use, elapse of time, inadequacy, or obsolescence.

Designated income. Income received for a specific purpose.

Development Center for Handicapped Minors Fund. A fund established to control
the financial operations of development centers for handicapped minors.

Direct expenses or costs. Expénsss that can be separately identified and
charged as a part of the cost of an activity, a product, service, or depariment.

Direct support charges. Charges for a suppér+ pﬁagram and services that directly
benefit other programs. : .

Disbursements. Payments by currency, check, or warrant. (The term is not
synonymous with expenditures.)

Double entry. A system gf.béckkaeping fha+ requires an amount credited for
every corresponding amount debited. Thus, the double-entry ledger maintains
equal ity of debits and credits. . '

Earned Interest income. A sum of money received or due to be received for the
use of money loaned or invested. :

Employee benefits. Amounts paid by the school system on behalf of employees;
these amounts are not included in the gross salary, but are over and above.-

They are fringe benefit payments; and while not paid directly to employees, they

are nevertheless a part of the cost of salarfes and benefits. Examples are

(1) group health or |ife Insurance payments; (2) contributions to employee
retirement; (3) 0.A.S.D.l. (Social Security) taxes; (4) workmen's compensation
payments. o ‘

Encumbrances. Dbliga*ians in the form of puréhase orders, contracts, salaries,
and other commitments chargeable to an appropriation for which a part of the
appropriation is reserved. '
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Endowment fund. ‘A fund from which the income may be withdrawn buf +the principal

‘sum of which must remain intact or be accounted for in accardance with the terms

of the trust document.

Entiflement. 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 dlsbursemen*sg {See Part
Il 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 services or
for use of col lege or other facilities.

Fidelity bond. A form of insurance that provides 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 | 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 asse+s
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 as:ounfnngi A system of accounting in which records are maintalned
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.

Fung 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 purporsd4.
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" General ledger. A book, file, or other device in which accounts are kept to

the degree of detall necessary to summarize the financial transactions of the
conmunity college system. Generai ledger accounts may be kept for any group
of Items of receipts or expenditures on which an administrative officer wishes
to maintaln a close check,

General purpose 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.

GEnEFaIYFESEFVE; An secount to record the reserve budgeted to provide oper-
ating cash in the succaeding 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-lin-ald. Outright donations or contributions, usually by a superior
governmental unit, without the prior establ.ishment of conditions with which
the recipient must comply.

Holding accounts. Ficticlous program accounts used tempcrarily to accumulate
¢osts that will ultimately be charged to other using programs.

Income. Revenue and nonrevenue recaipfs. 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 cb!|ga*|an

Indirect expense 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 lidentified.

Indirect support charges. Routine services not performed as a special service
for a par*icular program but allocated to using programs.

In lleu Qf tfaxes. |Income to replace the loss Qf tax revenue resulting from
property exempted from taxation.

Iinterest. 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. 1 4 9
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Infernal 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 empioyees' 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.

Inventory. A detailed |ist 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 income.

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 accumulation 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 Jjournal voucher.

Journal voucher. A form provided for the recording of certain transactions or
information in place of, or supplementary to, the journal or registers.

Judgments. Amounts due to be paid or collected by the community col'ege district
as the result of court decisions. '

Ledger. A group of accounts in which are recorded the financial transactions
of a governmental unit or other organization. (See also general ledger and
appropriation ledger.)

Level ., A division of the management levels described by the program structure
of the district.

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.

Liabilities. Legal obligations (exclusive of encumbrances) that are unpaid.

3!
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Long~term loan. A loan that extends for more than five years from the date the
loan was obtalned and Is not secured by ser lal or term bonds.

Lump=sum appropriation. An approprlation made for a sta-ted purpose or for a
named unit without the amounts that may be spent for particular object class=
ifications belng specified.

Modified assessed valuation. Local assessed valuation adjusted by application
of a ratio known as the Col lier Factor and other factors when appli<able; e.g.,
motlon picture, Redevelopment Agency, and so forth.

Mod Ifled cash basis (modified accrual bagls)., Any method of accounting +hat
combines the concepts of cash basis accounting with those of accrua | accounting.

Multiyear financial plan. A plan that presents financial estimafes of programs
in tabular form for a period of years. These estimates whould ref|ect the future
financial impact of current decisions. The data In the MYFP should be organized
along the lines of the program structure,

Object. As used in an expenditure classificat lon, a term +hat applies to the
article purchased or the service obtained.

Obligations. Amounts that the community col jege district may be legal ly re-
quired to meet out of its resources. They include not only actua!l [iabilities
but also unliquidated encumbrances. (Seeg also Ifabilities.?

Order (for payment). A writfen demand of the governing board of a commun ity
college district requiring the county superintendent of schools +o drav his
requisition on the county auditor for the payment of a claim against the school
district.

Overdraft. The amount by which checks, draf+s, 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 expend ityres excead the
appropriation to which they are chargeabie.

Overhead. Elements of indirect cost necessary in the operation of +he communi ty
college district or in the performance of a service that are of such nature that
the amount applicable o each accounting uni+ canrot be determined readily and
accurately.

Override tax rate. A tax rate levied at +he discretion of the comunity col lege
district board for a specific purpose, The tax income received from this source
may be used only for the designated purpose. Override tax rates may be levied
in addition to the general purpose tax rate.

Par _value. The price at which secur ities are i ssued. ~
Payrol | register. A document accompany ing one or more orders oh @ conmunity

col lege. district fund for the payment of salaries or wages to emp foyaes that
contains the names of such employees and prowides information suybstantiating such
orders.,
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Payrol | warrant. A document used as an order or a requisition en funds of a

commun Ity col lege district for the purpose of paying salaries or wages.

Personal property. All property except real estate.

Petty cash. # sum of money set aside for the purpose of making change or

immediate payments of small amounts. (See also revelving 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., prepald rent, prepaid interest,
and premiums on unexpired insurance. Benefits and correspond ing charges to ex—
penses will be borne in future accounting periods.

Prior years' taxes. Taxes collected within the current fiscal year for levies
In previous fiscal years.

Program (noun). A group of related activities consisting of a unique combination
of objects that operate together to accomplish common ends.

Program accounting. A system of accounting in which records are maintained +o
accumufate income and expenditure data by program. (See Part | of this manual.)

Program costs. Costs incurred and al located by programs rather than by organ-
izations. Program costs should be those direct costs that are essential +o
maintain the program. (See also direct costs.)

Program definitions. See Part | in this manual.

Program 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.

Property tax rate. See tax rate.

Proprietary account. An account reflecting the assets and |iabilities of the
district.

Prorating. The allocating of expenditures or income from a single source to
two or more accounts to show the correct distribution of charges or |ncome.

Protested taxes. Tax money paid under protest and held by the county auditor
pending settlement of the protest,

Purchase order. A document which, issued to a vendor, authorizes the dellvery of
specified merchandise or the performance of certain services and the making of

a charge for them.

Real property. Property consisting of land, buifdihgs, minerals, timber, land-
scaping, and all improvements thereto.

Rebates. Abatements or refunds.
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Recelpts, nonrevenue. 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
recelved from loans, sale of bonds, sale of property purchased from capltal 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 Df property fﬁr
money.

Reclassification. Redesignation of current yaar's income or expenditure items
pFPVIDUSIy pesfed tn one account and |ater determined to be more properly charged
to a different account.

Refund. An amount palid back or credit aliowed on account of an overcollection.

Registered warrant. A warrant that is registered by the county treasurer for
future payment on account of present lack of funds and that is to be paid with
inferest In the order of its registration.

Registers. A listing cf transactions 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 govermmental unit, fund, or department. (See also refund.)

Reguisition, A document submitted initiating a purchase order to secure speci-
fied articles or servicses,

Reserve. An amoun+ sot 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, buiidings, cash, estimated income
not realized, and, in certaln funds, bonds authorized bu+t unissued

Restricted funds. Monies the use of which is restricted by legal requirements.

Revenue. Addition to assets not accompanied 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 summar ized 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,
I+ can be imposed as a general tax on the retail price of all goods and services

| sold within the community coliege 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 accompany the balance
sheet or other financial statements.

Secured roll. Assessed value of real property, such as land, buildings, secured
personal property, or anything permanentiy attached to land as determined by each
county assessor.

Securities. Bonds, notes, mortgages, or other forms of negotiable or nonnegotiable
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.

serlal bonds. Notes or other evidences of obligation redeemable by instal iment,
each of which is to be paid out of income of the year in which i+ matures.

Shared revenue. Revenue ievied 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. (Sese also current loans.)

Site. The location of an adult school college, satellite center, or a central
adminlistrative unit,

Source document. Any voucher or other data that supports an entry in the ac-
caun*|ng records.

Special sudit. An examination of the accounting records having a specific pur-
pose, or a general examination in addi*ion to or in extension of the usual exam-

ination,

Specifications. Those particular qualities required of products or services.

Statements. Formal written presentations setting forth financial information.
The term Includes exhlbits, schedules, and written reports.

State School Fund. Monies provided by statute to the Chancellor's O0ffice, Cali-
fornia Eémmunlfy Colleges, for distribution to com unitv col lege districts on a
predetermined formula.

Student body fund. A fund to control the receipts and disbursements of student
association activities.

‘Subsidlary 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 subsidliary accounts, the sum of the balances of
which equal the balance of the related controlling account.

Subvention. Provisicen of assistance or financial support, usually from a
super ior governmental unit.

Summary. Consolidation of like items for accounting purposes.

Supply. A material item of an expendabie nature that is consumed, wears out,
or deteriorates in use; or one that loses its identity through fabrication or
Incorporation into a d;ff@renT or more complex unit or substance.

Surety bond. A written promise fo pay damages or to indemnify against losses
caused by the party or parties named in the document through nonperformance or
Tthrough 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.
2Urpius

Suspense account. An account to which postings are made temporarily pending
determination of the proper account fo be charged or credited.

Suspense clearing. An account that carries temporarily pending charges or credits
to the proper account or accounts to which They are to be posted.

Tax anticipation notes. Instruments issued to secure mon les barrawed in expecta~
+ion of receipt of tax-funds.

Tax_liens. Claims by governmental units upon properties for which taxes levied
remaln unpaid.

Tax_rate. The amount of tax stated in terms of a unit of the tax base.

Tax rate limit. The maximum rates of tax that a governmental unit may fevy.

Tax redemption. Proceeds from the sale of tax-del inquent property.

Tax relief subventions. Funds ordinarily paid to compensate for taxes lost
because of tax relief measures.

Tax roli., The list shawing the amount of *axas levied against each taxpayer
or property.

Taxes. Compulsory charges levied within its boundaries by a governmental unit
agalns+ the income or property of persons, natural oF corporate, to suppgr* its
activities.

Taxes recelvable. An asset account representing the uncollected portion of
taxes lavied.

Term_bonds. Bonds of the same issue maturing at a specified time or for a spe-
cified periad.
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Test check. The verification of selected items on the assumption that those
selacted 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 discount. 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 collected from owners of traller homes, which
constitute personal property used in lieu of taxable real property.

Transfer. Interdistrict or interfund payments or receipts not chargeable to
expendi tures 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 |edgers from which the figures are taken are

said to be "in balance."

Trust fund. 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 estimated 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.

Unericumbered 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.

Unrea| ized income. Estimated income less income received to date; also, the

estimated income for the remainder of the fiscal year.

Unsecured roll. Assessed value of persoial property other than sacured property.

Youcher. Any document that supports or verifies a certain transaction.

Voucher warrant. A form embodying a warrant and voucher in one document.

Warrant. A written order drawn by the goverring board or i+s authorized officer(s)
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. R
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Warrants payable. The face amount of warrants outstanding and unpaid.

Withholding. 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 Farfially 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.

Automated data processing (ADP). 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 for processing or balancing.

Batch processing. A technique by which items to be processed must be coded
and collected into groups before processing.

Binary number system. An internal numbering system incorporated by computers
wnich uses a base of two, expressed as 0 or | (as opposed fto the decimal system,
which uses a base of ten). , : *

Block diagram. A graphic prasentation 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, or omission 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 ho|es; 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 television screen upon which data
can be stored or displayed.

Central processing unit (CPU). That portion of a computer containing the ayith-
metic, logic, control, and in some cases, main storage units,

Character reader. A machine that opticaily scans alphabetic, numeric, or special
characters previously entered on a document (usually by high-speed printer, type-
writer, or imprinter).

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 similariy sequenced groups of items
into one sequenced group.
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Common_Business=Orlented Language (COBOL). A computer programming language
uslng basic English phrases desigried for businaess applications.

Common_language. A single code used by several devices (for example, typewriters,
calculators, and transmitters) manufactured by different companies.

Compilation. Preparation of a machine language program by transiation of each
symballc coded instruction into two or more machine language instructions.

ﬁaTaf Basic elements of information - facts, numbers, letters, or symbois - with
or without a computer.

Data collection. The act of bringing data from one or more points to a central
point.

Data communication. The fransmission of data from one point to another.

Data processing. A series of planned actions and operations upon data to achieve
a desired result.

Data processor. A group of people and/or machines organized and acting together
to process data.

Debugqging. Finding and removing the mistakes from the design of a program or
computer.

Electronic data processing (EDP). 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 co Any printed copy of machine output; e.g., reports, |i&tings, duvcuments,

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 pracesslng machines; the mechanu;al or machine portion of 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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_ Paper tape.

Key punch. A card punch activated by a keyboard. (See also card punch.)

Language. A system for representing and communicating information bet
people and/or machines.

Lines per minute (LPM). The rate of printing speed of output printfers.

Magretic disc. A flaf, circular plate with a surface that can be magnetized
to store data. :

Magnetic fape. 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 ertered on bubbles on a punch card that

can be read eiectrically by a machine.

Optical character recognition (OCR). A general term reforring to the +echnique
of using machines for optical reading of characters, symbols, or marks from a
printed Input document.

Optical scanner. A device that optically reads printed or written data, which
is stored or entered into a computer.

Qutput. Information transferred from internal storage to output devices to
produce cards, tapes, business forms, reports, and soc forth.

7 A ribbon-like strip cf paper, one inch o less in width, used as
a means of recording data in the form of coded perforations. .

Peripheral equipment. The auxiliary machines that may be placed undar the con=
irol of the central computer; e.g., card readers, punches; and high=speed printers.

Printout, Sisplay of computer-processed information as hard copy.

Program. A series of instructions that +ell the computer in minute detail how
to process data.

Programmer. A person who prepares problem=-solving procedures and flow charts
and who may alse write and debut pragrams..

Random access. A storage technique in which the computer can find one bit of
data as qunckly as any other, regardless of its speciflic 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. o
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Source _document. Any form from ‘which data are taken for processing.

Storage. The retention of data for future refrieval.

Test routine. A program designed to show whether or not a computer is functioning

praperly

Throughput. Productivity based on all facets of an cperation; e.g., a computer
that can read, write, and compute simultaneously would have a high throughput
rating processing through the system.

Time-sharing. Using a computer to process multiple requests by independent users
and providing rezponses rapidly so that each user feels that the computer is
entirely at his disposal.

Unit record equipment. Computerized auxiliary eguipment such as card readers,

callaféﬁs, and |nT§rpr@T3Fsi

Updating. Revising so as to include current data.
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