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FoREWoRD 4*-

Til S HANDBOOK is a guide to atwunting for school activity
funds. It is designed for u.vby individual s'clools and wiloor systems

throughout the U,nited States. The project was undertak-en to mokfr

the increasing concern of. State and local school officials and the gen-

eral public for safe ands e6onomical handling of school activity money
whicl amounts to millions of dollars annually.

Financial Accounting for School Activities contains a standard
ciamitit*ion and definitions of accounts for handling -receipts and
expenditures for school activities and presents a system of accounting
to illustrate how these accouncts may be used. It is a supplemental
volume to Handbook II, Financial Acwunting far .Loclati and State

School Systems, in the State Fiducational Records and Reports Serie&

Handbook II provides the basis for a general accounting system for
local and State school systems, whereas this handbook provides an
accounting system for sthool activity funds. ApplicAble .accounts
and definitions in the two hatdbooks have been closely oprrelated!

In ordeeto coordinate the activities of this proje4t, a steeping coin-.

mittee was appointed composed of Office of Education staff members.,
Soon therrAfter, a National Advisory Committee on Financial Ac-
counting for School Activities was appo* by the US. Commis-
sioner of Education. This committee = oompased of represents-

,

tives of the American Association of School Administrator* the
Amociation of School Business Officiali of the United States and
Canada, the Council of Chief State Seilool Officers, the Department
of Elementar; School Pyincipals, the National Association of Sec-
ondary-School Principals, and the Research Division a the Nationil
Education Association. .At its first meeting the national advisory
committee defiqed the purpose of the project and agreed upon the
overall plan for deteloping the landbook.

Following the plans. signed upon by the advisory' committee, a
pzielimins.ry draft of the handbook was compiled by Office of Educa-
tion staff membilfs. This draft was reviewed at the Fiist National
Conference of Technical Consultant& These technical consultants,

.designated by the advisory committee, rrviewed the draft page by
page and recommended changes to be incorporated by- the staff of the
Office of Education in a second pridiminary draft
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The si&:ond preinn1flirv draft oi the handbook was then submiLeby mail to 120 membeni of the associations imniediateiy concernedwith the handbook for their reactions. The suggestions and reA_Axam-rnendations emanating from thi2 v ew were conside at the
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School activitiffi as. referred to ia this handbook, are those activi-
tios that are -*hole in part by the operation ,of
school activity prozwina their money for in the
individual school. They may be of or
nature. For example, activities may

student publications, the sale of through
a school dors, and various wirview as the rental of

As -Kw)] activity programs have incmz-Ni and expanded i recent
years, the of nunry to has
inert:21:i These activities are different
ways. schools appropriated flax& the board of
e-Aueation for the -1 !::i t --- of all sate...1 while in
schools the are partially or completely ifpporting.
gardissa of the school activities, the school

ultimately for the funds, anignaittA per-
60111 principal, is mistwasii1G! f funds of
&_.hooL

it 1.:0 not the gy;71_-.1-ti

procedures 'ru.:*[1.1.14!;:- the or Hein gov;'i.
aceounitvg The . accounts and termiztolo

for um with either 44-kkr- 0.4 of amounting and with
gly-oat lysi of

1-.F1 will

i

either a *r

rept*

,

Si

activities.lag school

EMI State
arg

--)f all

The

classroom

methods
a

the a

to

interpreting
used,

the



11
11

11
11

11
11

11
C

lin
lio

ni
m

m
iim

nu
ll1

11
11

11
M

S

'

A
i'I

'll
q4

44
1#

40
it+

-

ar.

A A_

_

mr

t
=

_

1

-aar

7:=1.

0
The includes

=
_

which
into two

money

V-

no

&

availab

7

1 TT)A

established

F Ik

called

pAa
been iden-__

-01

s
ture accounts'.

Definitions
id

Pu

this
1

- I
t= E_

CV-

ra.

money
of the stud

tA

WV-At

been
r17-47:

rviaftEE

=

Anin

have

=

_

T

Liu ^-

P- REGULAR

E
_ _=c-k

V

_

-r

A

A _a
z_ A

_

expenditure

rtr-t-tt

ACCOUNTS
such

accounts,

-=y

classi-

one

nr

Part H of
mg accounts
w,rit ingle

used by whobo
one fund. The
which activities may
tem ma
more
six sil

These
on w.-

regmar
Afll of fund

ie nd. 11
account for all of their

outlines six basic
for ar(Tninting

schools wighing to ac---rnnt for the
Soul schools may n,es!iii only one or two

*le other schools may need th establish mmke.

tz.v nave
items

-074

-1§- _ V= =

amounts

iwn jTi

-ftV

ffi under

$.

4

.e

-t

Z'

The use of the standard accounts and in this
handbook will (a) help to insure the proper,initial recording of finan-
cial transactions; ( b) improve ac44)unting school. activity money;
(0) improve school budget making; (d) provide information for po:-
icy (e) facilitate compsorin-.4 of financial
tion among communities and States; (f) facilitate the reliable report-
ing to the board of education and the public concerning the financial
condition of school activities; (g) improve accuracy of local,
.twitate, and national summarles: and (It) 6.-Far-ve protection for
those responsible for the money.

The contains four part& Part I classifies and defines tht
accounts which make up. the component a school

activity accounting fund. Money an individual school may
'oe required to for is grouped. major categories so that
the amount f money naceive4-1 arid expended for student activities
and organizations may -fie identified separately from other sums cod-
hided hy a school.

first category for the
the student activity program. A set AC-

has been to account for this money.
of money received for such purposes identified
fitoi into minimum accounts regular
itures for student activities and organizations have identifier/
and c4osified accounts caned
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the icipt regular expen ture, clearing rekvipt,
and amounts the g,:xounts which
are classified and defined in the the handbook.

n u mbe r of regular accounts and c1ea rillg axcounts be u-{1
arv from fund to fund and from school to school_ 'se

a.q, III of the handbook presemrs a suggested accounting stem
u ilizing the rw. mmended minimuth regular anu clearing ccouts.
Lzonle s34- hools may wish to modify the sugged ack:ounting A-ein to

_t their individual needs. Other schools May find it more
to retain their present accounting system and utilize tne minimum at.-

re-ommende4i by the handbook. The suggested accounting
stem is based on generally accepted school pm( 'Anne

of which are as
a. should be iwued forall money remive-ci

All received should be in a bank.
c. All money expended should bee TexpendNi -oy check for

small cas1 purchases paid from petty
d. Supporting documents should bk. kept for all expenditures made_
C. Bank reconciliation statements should be made each month.
f_ Monthly and yearly financial statements should 1_03 prepared.

An audit should be yells and of should
be filed persons having authority for the

,l'1111:

of the handbook includes a guide to in recording
receipt and expenditure transactions and a glossary of terms used
.financial accounting for school sctivitii

Accounting for School Activitie8 is vol-

ume II, Finan4 -;,a7 Accounting for Lora] and State School
in State Records and Reports Series.
Handbook H provides the basis for a general

for local State whool systems, this hand- provides an
amounting system for school activity funds. Applicable Lzcounts
Lnd definitions the two have been closely correlated.
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FINANCIAL ACCOUNTING FOR SCHOOL Acnvrnts

SECTION 11

Definitions of Reg u tar Receipt Accounts

In order to facilitate the classification of re,gular rectipts definitions
of each minimum account and the additional acvounts are given
Schools should follow thmv definitions in recording regulai rweipts.
Even though a school does not u..we the additional detailed accounts,
These definitions will be helpful as a guide in z*ording transactions
under the minimum accounts. accounts are used only in ac-
counting for money. The estimated val tie of materia) plods or -wry ices
givvn to an activity is not recorded here. A memorandum rescord
should be kept showing the estimated value of such material &_-)-cx

or SerV

RECEIPTS

10ft-40 Serf iks

10. ACTIVITY INCOME

Activity income consists of all money resulting from the operation
of school activities, such as athletic contests, entertainment events,
publications, student organizations, instructional services, mer-
chandising activities, and miscellaneous services. The money is
derived from admission charges, dues and fees, sale of merthan-
dise, and other operations of the activities.

11. Admission.

Money received from the sale of tickets or other admission
charges to athletic contests, concerts, plays, musicals, assem-
blies, carnivals, ilkirs, movies, danc, and similar activities.
Also included are pregame and season ticket miles to such
activities. Receipts from admissions are the total amounts
received less Federal, State, or local admissions taxes which
must be paid. The amount of admissions tax' is recorded
under clearing account 1030, TAXES AND DEDUCTIONS.

12. Prorated Share of Genera Activity Tickets
Money receirwi from the sale a general activity tickets to
students for the support of various school activities. Money
received from the sale of general activity tickets is initially
recorded under clearing account 1060, GENERAL ACTIV-

.4
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-

1
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RE G ULA R RE CEIPT ACCOUNTS

rry TICKETS, and is transferred to this account as a
regular rekvipt at the time the money is prorated.

Dues and hp.
Money revived from clubs -% or other audent groups
or orgnmiations as dues, or fees for participation in the a

tivities of the organization or group. IncludNi is money
ceiw-Aki from laboratory, art, commercial, health, locker, towel,
laundry, and library fees and fines, and money rc=ive&1 from

entrance fees for participation in athletic or entertainment
activitim Dues and feies collected by a school which must
be turned over to the board of eaucation in the exact amount
as collecte4 are niA recordeA here; they are retwdeA under
clearing ack-vunt 1010, BOARD OF EDUCATION. Monev
received from pupils as a deposit ssih rs returnable under
certain conditions is not recorded 4ere: it i recorded under
learing account 10t10, RETURNABLE DEPOSITS.

4. &lift,

Money received from the sale of merchandise through a

school store or other student activity or whool plan.
ceipts from slits, consist of the total money received less the
amount of L-tate and local -Y1e-$ tax and excise tax which
must be paid. The amount of the taxes is worded in clear-
ing account 1030, TAXES AND DEDUCTIONS. Money
received from salffi which must be turnetI over to the board
of education in the exact amount as collected is not recorded
here; it is recorded under clearing' account 1010, BOARD
OF EDUCATION.
14-a. Hooks and Periodicals.Money received from the Kale

of textbooks, supplementary books, workbooks, magi.,
zli108 and newspapers, and from the sale of student-
produced publications, such as the school yearbook and
school paper.

Confections, Foods, and Beverages.Money received
from the sale of confections, foods, and beverages, such
as candy, gum, hot dogs cookies, coffee, and milk,
through concessions, vending mathi.nes, school store,
or other school plan.

14-c. Other Merchandise.--Money received from the sale of
merchandise not classifiable under accounts 14-a and
14-b, such as pencils, paper, school or organization

1

1

re-

Re-

14-b.

,,,

10

1i, L' V-Et. .. ' = . s,, -
_
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and defined in chapters

azmunts provide an effective rnean for dealing
ons that prtmeJlt a false pid-ure of the financial condition o
-vales if recortied under the regular ript and expen

oounta. The clearing acunt raven in this chapter are iIItIId1
to -cove,r the tranwtions that should be ametuited for outid o
regular receipt and expenditure amatmts. The number of clearing
ackAounts needed in a particular school will depend upon sareral fat-
tors, Rich as the type of transactions being !worded and wiwther a
double-entry or single-eutry systwn of bookkeeping is employed.
Some schools may need to lags only a few of the minimum clearing
aomints, while other schools may find it necessary to use all of them.

SKIM

of Gaming Accounts

The clearing amounts recomlimided in this chapter make it ibIi
to record, apart hun the regular reiceipti and expenditure amnints,
money collected by a school, which is not to be used for the operation
of the grudent activity program. The use of clearing accounts will
provide an accurate financial picture showing the amount of money
collected and transmitted for all purposes other than mosey received
and expended for student activities and organizations.

Downey received and expended through the clearing amounts may
be identified by caw of the following two charscteristics: (1) Money
collected and held for the board of education and mit-of-school 5mputi-
zations which must be turmd over to such agencies in the exact amount
collected, and (2) money collected and held for individual or group
activities of the school which should be accounted for apart from the
regular accounts of student activities and organizations.

Money collectald and held for tilu3 board of education and out-of-
school organizations includes: (a) Collections which must, be turned
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to each fund, In setting up the aceounts for a fund, the purposes
for which, the momy is received and paid out will determine which
of tiw clewing amounts are needed.

In using clearing acoaunts. certain rules should-be followed:
It Is that each
diinci within itself. The
should not be intermingled
other activity .

matey received by a school which is not a part of the regular
mceipt accounts is recorded initially under the appropriate clear-
ing race* acwuntz.

8. Money retionktid in clearing acommts is earmarked for it specific
purpose at the time the numey is received.

4. When all of the money under a particular account has been paid
or prcper transfers have been made the account has been cleared.
When possible, all clearing amounts, with the exception of
amount 1040, NONSTUDENT SCHOOL ORGANIZATIONS,
should-he cleared at the end of the fiscal year.
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title and definition, with the accounts by numbers
and letters (Iola-a) and the designated by

and letters Examples o the kinds of
breakdowns that will be ne9L-Nessary in of the clearing
am shown ,y the addition of a number following thaigna-
ion

numbers a __ming to mien pri-
marily purposes_ also b used with net-

an accounting code with either machine meth xis
of or pe and- nk methods_

of Clearing -Accounts

following elamification of atctaipt and expenditure
is used to account for should he reeorled art-

side the regular receipt and expenditure As previowly
the specific clearing needed ll vary from salmi ta

whoa In order to determine what transactions should lx raserii
under Recount, -rein- the definitions of clearing accounis. sec-
tion fl of this chapter.
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ACCOUNTS

t is uwt4:1 to !word all money collected for and
r4 of education or alwi distri Included are

instructional ;fees fines, payments for repair or replacement
books, equipment, and property; and any other money collected
and held for future remiltance to the bcard of education. This
amount may bA3 cleared several tirn daring the year, and should
be cleared at the do of the &cal year.
1010-a. Rec.ims.---Money collected for the board of education

or school district.
10104. Ex _s. Money rA

non

C AMP A Wit*S

This account is used to record money wilectea by the individual
school for special fund drives and campaigns sponwire
by national and local organizations such as the I ; rican
National Red Cross, National Foundation, and the American
Cancer Society. Appropriate subaccounts will be necessary for
each organization.
1020-a. Rec4404.---Money collected for swendes such as the

American National Red Cross, National Foundation,
and American Cancer Society.

1020---b. ExpenditureseMoney ranitted to agencies such as the
American National Red Cross, National Foundation,
and American Cancer

11

of Chttsring

Definitions of the minimum clearing accounts shown on the p
are to facilitate the classification of death!, ramipth

Even though *clot' does liot, un 11 oI thelist* definitions will kg" helpful as snide is ;4rding

Apa og
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This paid
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;.4 " '8 tted to the
or school district.

1020. Nit

Society.
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account 15, Fixed
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and deductions.
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e proper

wi to record all money collected for and be-

longing to nontudent school organization& Maas organizations
may include the faculty club, PTA, alumni amociation, and ath
letic tva3ociation& Appropriate subaccounts are necessary to
account for each organization. The subacwunts are not neces-
sarily cleared at the end of the fiscal year. Balances may be

carried over from year to year or until such t* as the need for
the sulAcrount.ceast Money for no organizatims is not
recorded here; it is recorded u4ider account 1020, OUT-OF-
SCHOOL CAMPAIGNS, or amount 1110 MISCELLANE-
OUS CLEARDIG ACCOUNTS
1040a. Receipts.Money received for the PTA, faculty club

alumni association, etc.

1040-b. Expenditures Money expended for or rem
RTA faculty club, alumni aesmation eAc.

RETURNABLE

This account is used to reoord all money received from students
as a guarantee that books, keys, uniform, lab.oratory equipment,
etc., that have been furnished to students by the school or activity
will be returned in an acceptable condition. A subaccount should
be thaintained for each type of deposit, showing the amnia re-
mired and the . ci lilt returned. At the end of the school year,
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1070. ASATEMENT5

,

This account is used to record

en-a

occur within a activity fun abatement
as that sum of money which results from a reduction
ously recorded receipt or expenditure.)
1(17a--a. Retwipti. Money received by a school as a refund on

previously recorded expenditures; such u ova-payments
to athletic game officials, discmintS on purchasas, sale of

equipment, and collections for loss of, or dam-
school activity property. At the end of the

accounting period, the amounts 'recorded here are de-
ducted from the appropriate expenditure amounts.

1070-b. Expenditures.Money paid by a school as a refund on
previously recorded receipts, such u refunds of money
on the sale of admission tickets, sale of merchandise,
general activity tickets, and dues and few At the end
of the amounting period, the amounts recorded here are
deducted from the appropriate receipt accounts.

defined
a previ-

-
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a receipt the fund to which the money is transferTe(I
of the fund from which the money

}Iowevr such a transaction is never CMS'
nditum of the total activity funds of the school.)

Transfers From Other Funda Money received as a
tram from other funds.

Trams ers to Other /units --Money tr&nsferred to
aher fund&

fe
rans-

ript or

PETTY CA91

This account is eA fished for the purpose of having cash avail-
able for making chtFge or immediate cash payments of compara-
tively small &comfit& Only the initial amount of the petty cash
and any additions or deductions to it are included under this
amount, At any given time, the sum of the cash on hand and
the petty c for cash expenditures should equal the
established amounrot/ft-the account. When the petty cash of a
given activity fund is nearly depleted, it is replenished from
that fund by the issuance of a check equal to the total of the
petty cash vouchers. The expenditures, as indicated by the cath
payment vouchers, are recorded under the appropriate regular
expenditure accounts of the fund. Money for the replenishment
Athe petty cash fund is not record.... re, it is recorded under
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side as the school's fund and is used to support the tota
program.

der this plan, budgeting for activiti is more easily fax a_eti

and activities which have no Income of their own may rek*ive money
for their operation. Accounting for school activities under one fund
also facilitate* distribution of money reeived from the board of
education for subsidizing the activity program.

Schools may account for their activities under a single fund if it is

not necessary to separate the cash balance of a given activity from the
total sum of money for all activities. For example, if a school budgets
money for athletic activities, expenditures for such activities may be

PRECEDING of cla.ssified and
defined the minimum to I* for school

This chapter presents two 'systems accounting,
single fund and multiple fund, sAid outlines the application of the
regular accounts and cleating accounts to each o! the** systems.
Whether school should for its ctivity

single fund or multiple funds will depend upon
the of the particular scJi and State and ltx niles ,nd

A school wi9h to for all money under one

A single activity fund consists of a sum of &st aside for
the individual The

in
Tinder system, raised by the various school

actiLT4ies is one central activity fund. The
or 'activities school may be credit with

each deposit, by gin

fund is con-
activity

81

CHAPTER 4

Fund Accounting

groups



H
H

om
m

m
lia

m
m

rm
if

fi
lil

if
im

m
ul

i

intome,

FINANCIAL

for in

AMA)

MUP6-a=1

th exam majo
ub1tcfluii and au

orp.nimtiofl_. publimu
categories to up will
e JuOUflt of IIn&nCI&I Ln_

ori applicable nunanum arld

e acoUiit n
primal-11y for
necessary
methods of

tides are
may also be usem

e, w th
zock

0

'11

FOR

Recounted the ind

I school stay aztount for ita activities under a a 4 1 e fund in dire
ent "-spat depending upon the amount oi &pan information dem
retarding the activity groulm making up hirni Seaool
financial, information about certain school activities, major
may be Mct, up for For categories L

organizations,liAhed for athletics, or for
Theeach student club, or major sport

number of well be ea depend upon _'ke size o

4%L;4i''L

chats of the kv of

the school and
Under each of these

expenditure acoatint8 would I* iritintathitai
The minimum accounts shown in t;b 5 ,:-._1-- 8L are e lemmas

classified and *Wined in chapters 1 2b, and a in up the wi---

mounts for a twit-41 activity fu, 1 appropriate arrozmn:st thould
be selected from list. it so recommended ta ,

...,,-
. ' as

unAtzion

9444 OD

j'

schools
`-6

a

" .

4`

- _

414! t4;lar _a

agouti**
r

a' It-f p.Ations as Ea z-ociQluntini.ri

&mounting or and-ink 4

4
g 1#4.. f-

.!ttAhr4

02 tin account
W1

ar

-0

32 SCHOOL

the

the If a needs
categories

be estah-

needed.
receipt

_

setting

this tha re-
gardless ol i1., nidnian the minimum accounts eudinad as
money is received or by the indit*Ittal .
mum accounts. It is further recommwaied that the additional de-

accounts be utilised, applicable, as
have need to espand thedr acconatistir beyond the

to the kft
parpooes. They

machine



T-

ACTIVITY

=

_
=

===

1

ACTIVITY
ti

_
T

EXPENSE
t

- V_ f -V===, 1=.,.=w

1-74ri

1 1 3a

I

NT

=1L-- k

r_x r Di=

4

A

=

v

laftr*ri

rbv

tim

I t =

riN

F =Or RnEll

iHh
cern

Ietv I t_ A7-

n

ru-A

rn
rwct&i S55vic *s_

124 114sant.sx CtR of Plant
24=a- Personal and Con-

mem
Insurance
REmtal of land and
Buildings
Other Flied
Charge*

AX anit

rarD lieWritirc-riro

REGULAR

abt

OMUYIEN

?Ts 1 EinNDIT7rg24 ER1E-8_

10 IN _ME

rAt A Geneml
Activity Tickets

13. Duels and FeARs

14. Sales
14-ft. Books and Pretc4dicsils
14-b. C(Infmtiorol.

and Revex
Atter Mio-e-handise

15. ettuilant litmt4,1 41

teritaw'
15- m Books

Rfttal, From ui
sermat

16. iviM
Guaran tees

18. Other Activity Inotine
X. GRANTS PROW THE

SCHOOL DISTRICT
o. GIFTS FROM OTHER

SOURCES
40. aruzt*1 RECEIPTS

1

'algfoik71E

TraSS
-tracteKi

c-*4

112, &Ipplitm
113.

d Periodi-
cals

C-n_fe_ET

Ravorag-
,v 113-c. Otikn, N;ffohazdiee

114. Othff
Advertlsir4

116-b.
Erpease

1W,

121_ Health
Con-

tracted
121-b. Other Expense

122. Pupil Tremanortation
Personal Con-

Expense
1 23 of Plant

and Con-

Other

unifies" Semiotic
12b Othff

.125. Mei Char

12S-rts.

125-d.

Employer

r _ALL

Costri-
bvitions to Retire-

.1.

CAPITAL or
equipment)

4.

Table S.Outline Amounts

A diniaido tut

Foc t.

14-0
MA

linital
Isb, Eq

17.

111

of M

113b. Fooda,

etas

114=

122---a..

tracted

123-A.

123-b. Expense L

1245---a.

125re.

200, addi-
tional

.41



FINANCIAL ACCOUNTING FOR SCHOOL
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Because of the increased number and v&rietv of activities provided
by die sthools, it often becomes cumberftonv tp handle all of the activi
ties in one fund. For Oils reason, some schools may wish to group
various activities into different funds by phfing those that are
similar in nature or purpose into one overall group.

Accounting for school activities by funds is necealary when expendi -
tures for certain activities must be identified with the receipts for that
particular activity. In these inttances, it provides both flexibility
and. control. For example, an elementary school may want to keep
the money it receives and expends for instructional fees, empplies, and
book rentals separate from its other activity money. In this case, a
fund could be established for Instructional Fees and tali, and
other transactions could be handled through the Misoellaneaus Fund.

large hifch school; however, dm to the magnitude of its operation,
may want to establish a number of funds for the different types of
activities found in its program. Thus, the number of funds needed
will vary from school to school.
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STUDENT ORGANIZATION FUND

Definition. The Student Organization Fund consists of a sum of
money set aside for the purpme of financing the activities of clubs,
classes, and similar student organizations which are under the super-

36 SCHOOL

In many school districts, food services i. aimiunted for thro4h
district, Qffice procedures and the accounts in Hank. II, Financial
Accounting for Local and State School Systeinu How-
ever, the amounting procedartis given here are .;-_-.1)thable for as,w
schools accounting for food rvict, in the individual ..41)01.. "ism
this is done, a mparate F Seervicmt Fund sho
utilizing the standard receipt and expenditure accounts and tialfiting
them to food services consistent with existing load and State rev-
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FINANCIAL ACCOUNTING FOR SCHOOL ACflVITIE

vision of the hxL Money belonging to nonschool student organiza-
tions, such as Boy Scouts, Girl Scouts, and t meet m
the school*but are under the dii-ection of nonschool personnel is not
accounted for in this fund. If such money is handled by the srhm
receipts and expenditures are recorded in the Miscellaneous Fund
under clearing aceounts 111O& and MO-b.

Use.A sd
organizations in
tion reaardin,
separate cate
within the Studen
the Class of 1960 undet

it
unt for the financial activities of student

S. Schools wantmg detailed informa-
ces -f student ,rffamzutons may establish
h cia&s, chub, or organization. For example
ization Fund a catvgory may be set up for

which the applicable accounts are maintained
If such detailed information on each student organization is not
neede4 it is only ni5T-keisL,..-y to set ut the accounk under t
ing, Student Organizations. The recommended minimum regular
receipt, regular expenditure, and clearing accoimts to be used for this
fund are shown in table 6

Selection of Accounts.The accounts sugl :4:ted in table f are se-
lected from the master list of accounts classified and defined in chap-
ters 1, 2, and 3. If a school has other receipts or expenditures for
student organizations not covered in this outline, referenc should be
made to the master list of accounts in those chapters.

ATHLETIC FUND

Definitio c Fund c-nsists of a sum of money
for the purpose of financing the athletic program of a school. In
most schools, this applies only to the interscholastic program, i.e.,
football, basketball, track, and minor sports. However, when schools
finance their intramural programs from the Athletic Fund, such trans-
actions are accounted for in this fund. Receipts from concession
sales, the sale of programs, or the sale of other similar items at athletic
events are not recorded under this fund they are recorded in the Mer-
chandise Fund, and the net profits from these sales are then trans-
ferred to the appropriate class, club, or other activity.

category may be set up for interscholastic athletics, intramural ath-
letics, or for each individual sport as desired, under which the appli-

finances of their athletic activities may establish separate categories
ferent ways. Schools wanting detailed information regarding the

for each sport. For example, within the Athletic Fund a separate

Use.A school may account for the financing of athletics in dif-

4-H Clubs,

may

the
for

one head-

set aside

4
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40 FINANCIAL ACTOUNTLNG FOR SCHOOL ACM=

cable accounts are maintained. If detailed information on each
athletic activity is not needed, it is only necessary to set up the ac
counts under one heading, Athletic& The recommended minimum
regular receipt, regular expenditure, and clearing accounts to be
for this fund are shown in table t.

Saeaion of Accounts.The accounts
lected from the master li of accounts clamifi
ters 1, 2, and 3. Ifaschoolhasotherrecej
athletic activi .es not awered in this outline reference
to the master list of accounts in those chapters.

MERCHANDISE FUND

i4:1 in table
and delineil in
or expenditur fox

should be made

DefinitionsThe Merchandise Fund consists of a sum of money
set aside for the purpoee of financing the merdiandising activities of a
school (with the exception of school lunch and student-produced
publications) which are directed primarily toward meeting the mer-
chandising needs of students, teachers, and the general public. In-
cluded are the mrchandling activities of schOol gores,
shops, canteens, clams, and clubs. The net profits from these activi
ties are transferred to the appropriate class or organization. Money
which a school may collect for and transmit to the board of education
for merchandising activities, such as rental of textbooks, is not re-
corded in this fund ; such receipts and expenditures are recorded in the
Miscellaneous Fund under clearing accounts 1010-a and 10104),
respectively.

Use.A school may account for merchandising activities in dif-
ferent ways. Schools wanting detailed information regarding the
finances of their merchandising activities may establish separate cate
gories or headings for different types of sales. For example, within
the Merchandise Fund a separate category may be set up for a school
store, concession sales, or programs under which the applicable ac-
counts are maintained. If cloAailed information on each merchandis-
ing activity is not needed, it is only necessary to set up the amounts
under one heading, Merchandise. The reconmeaded minim= regu-
lar receipt, regular expenditure, and clearing accounts to b.e used for
this fund are shown in table 8.

inveastori.The handbook desks only with receipt and expendi-
ture accounts. However, in the operation of a merchandiing activity,
good bookkeeping procedures will necessitate the taking of an invem-
tory in order to accurately determine the cost of a merchandising ac-
tivity. Inventories will need to be taken as often as it is necessary to
prepsre a financial statement on merchandising activities

chap-

I

7 are eit-
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Sdeciion of Accounts
the Merchandim Fund are E*1

classified and defined in chapters
or expenditures for merelandising
line, reference should be made to the
thaDt43r&

FOR SCHOOL ACITVITIS8

titi the outane of
e maaer list of acwunts

0°1 has receiptsa
activities not covereki in this out

miLger lift of accounts in di

S F

De The Publi Fund co
mt aside for thepurpose of financing the preparation,
distribution of audent-produced publicatio
paper, school yearbook, and school magaz ne.

of a sum of money
production, and

such as the K! hoo 1

ms such as printed
programs and tickets are. not included in this fund. Receipts from
programesold at a school event are recorded in the Sferrhandise Fund.
The cost of programs which are furnislled as a part of the cost of
admissions and the cost of printing tickets are included in the fund
in which the given activity is placed.

Use.A school may account for the financial activities of whool
publications in different ways. Schools wanting detailed information
regarding the finances of their publications program may establish
separate categories for each type of publication. For example, within
the Publications Fund a separate category may be set up for the
school paper, school yearbook, or school magazine, under which the
applicable accounts are maintained. If detailed information on each
publications activity is not needed, it is only mammary to set up the
accounts under one heading, Publications. The recommended mini-
mum regular receipt, regular expenditure, and clearing accounts to
be used for this fund are shown in table 9.

Selection of Accounts.The accounts suggested in the outline of
the Publications Fund are select.ed from the master list of accounts
classified and defmed in chapters 1, 2, and 8. If a school has receipts
or expenditures for publications not covered in this outline, referenct
should be made to the master list of accounts in those chapter&

accounts in
from

1, 2, and 3. If
,
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FINANCIAL ACCOUNTING POE

INSTRUCTIMAL FEES AND RENTALS FUND

n.The Instructional Fees and Rentals Fund cona_s_ of
a sum of money set aside for the purpose of supplemmital financ'
of instructional activitim such as clawiroom supplies, laboratory
and rentals .for books, when such rxbt*i and expezditum are
handled by an Individual schooL Receipts from fees and rem
which muA be remitted to the board of education are not recorded
in this fund; they are recorded in tbk Miscellanwus Fund under
learing account 1010-a.

Use.A school may akwunt for inkructional fees and rentals in
different ways. Schools waiving detailed finamial information re-
garding instructional fek4m1 and rentals may tabliah e
gories for .each inaructional activity. For example, within the
Instructional F&mi and Rentals Fund a separate category may be set
up for classroom supplies, laboratory fees, or natal of books, under
which tiu3 applicable accounts are maintaimbd If ddaileA inform&
tion on each inaructional activity is na needed, it is only necessary
to set up the arki4ounts under one heading, Instructional Fees and
Rental& The reconimendesa minimum regular feceipt, regular ex-
penditure, and clearing accounts to be used for this fund are shown
in table 10.

Selection of Amounts.The accounts suggested in the outline are
selected from the master list of acounth classified and defiruad in
chapters 1, 2, and 8. If a school has ctlxr receilAs or erpenditures
for the tnstnictional Fetvz and Rentals Fund na covered m
line reference -should be made to the master list of amounts in
chapters.
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The Mismilaneoas Fund a sum of money
&et the purpose of financing the activities a school
are not 'or in other such as utrld for the
general administration of the student activity :4 also pre-
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accounting for
Procetiures are outlined and
rs, and reports an illustrated.

rantc
has been

supporting docu-
The regular

um, an c. i accounts se rth in chap-
3, fund account Weld in chapter.oneep

gted accounting system is one system which
systems could accomplish the same purpose.,Some

Ls may wish to retain their -present accounting system, utilizing
iexpendture

.
t and accounts presvnted in chaptem

ler schools may wish to modify the suggested system
articular needs, either through the use of a single fund

Principles Governing Activity Fund Accounting

Flie accounting procedures suggested in this handbook are Dasekl on

e following principles:
1. The general administration of school activity fund areounting

should be governed by rules and regulations prescribed by the
fxyarii of education of the school district.

he Joard of Klumtion should designate a person (usually the
superintendent) to implement all policies and rules pertaining
to the supervision and administration of funds in the schools

under his jurisdiction.
ine person should LTi designated (usually the principal) to be

responsible for the funds in each individual school.

Expenditures for school activities should be carefully planned
within the resources of the activity, which would Make the use

of a budget control of receipts expenditures desirable and
sometimes necessary.

5. Persons handling the school funds should be bonded through the
ar school district procedures, and the bond should be in an

51
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amount sufficient.
school

6. An annual audit
trained and recognized

7. Regular
head o

for the adequate tection of the funds of t

should be made of all hool activity funds
auditors.

reports should be made to the admi
and to the board of euumtion

SECTION

Fund Accounting Procedu

The accountin -oc-Aures suggested in this chapter are inten
primarily for ii by the person or persons responsible for handlu
the activity money and keeping the books. This may be the princip
or another person who has been assigned such responsibility. T
procedures recommended are not set forth as the only ones whil
may be followed. In many instances, modification of these procedur
may be necessary to meet the needs of individual schools or school s5
terns. Anyone planning to use this handbook who is not versed
accounting for school activities might well seek the assistance of t.
board of education accountant or other publicly employed accountar

Centralized and Decentralized Accounting

Financial accounting for school activities as outlined in this hanl
hook may be handled through a centralized or decentralized systei

Under a centralized system, the money and records for all the film
are handled and maintained through a central office under the supe
vision of a central treasurer. One or more bank accounts may 1

maintained for these funds.
Under a decentralized system, individual funds are maintained f4

certain activities. Each of these funds has its own treasurer and mail
tains a separate bank account

This handbook recommends a centralized system. Although ti
procedures outlined herein have been developed for a centralized sy
tem, they are equally applicable fur a decentralized system.

Adapting to Double-Entry and Single-Entry Bookkeeping

The accounts shown in this handbook are for nap with either
double-entry or single-entry method of bookkeeping, and when um

financial
the school

Aciv

ft:

I
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with either method, will result in comparable financial data among
individual schools. The system of bookkeeping described in this
chapter is for illustrative purposes, and utilizes a single-entry method.
Many whools will prefer edouble-entry method of bookkeeping as it
provides a control of assets and liabilities, including inventories, in-

ents, receivables, payables, and equipment.
The procedures and forms presented in the handbook are intended

to rovide a basic framework upon which schools may develop their
own em. The suggested bookkeeping procedures and forms can
be used with a oingle-entry method as shown, or can be modified very
easily for a double-entry method.

Handling and Recording Cash Receipts and Expenditures

The ient and accurate accounting of school activity funds re-
quires that wund procedures be followed in handling money received.
Money may be collected initially by a student activity treasurer, who,
in turn, deposits it with the central treasurer; or the initial collection
may be made by the central treasurer.

The use of a student activity treasurer provides safeguards that
result from having two independent records of all receipt and expendi-
ture transactions. The use of a student treasurer in no way relieves
the adult faculty member concerned of the responsibility for activity
funds. The official records are maintained by the central treasurer,
while individual records of receipts and expenditures for each activity
are maintained by the student activity treasurer. This provides a
basis for auditing the records of both the centrai treasurex and the
activity treasurer.

In addition, student activity treasurers gain many valuable educa-
tional experiences through keeping accurate financial records of the
clubs or organizations they represent. Care should be taken to see
that procedures used by student treasurers are not in conflict with in-
struction received in clam

I. Procoduros for %Wont Activity Treasurer

A. Coll ;i nae---Money collected by a student activity treasurer
is acknowledged by the issuance of a prenumbered auxiliary
receipt, cash register sales slip, or prenumbered ticket to the
person from whom the money is received.

B. DpositeAll money collected by student activity treasums
is deposited intact with the central treasurer immediately and

substantiated bi confirming records. A deposit slip should
&company each &posit made with the central treasurer. A

he

by

ye

4

.

is

A

rig

al
he

ch

'etc

s-
in
he

it

Dr

n-





A FINANCIAL ACCOUNTING SYSTEM 55

2. Puy Cash Disbursements.To facilitate small cash pur-
&haws, west schools will owrate a petty cash account.
Purchases through petty cash should be restricted to an
absolute minimum, and when a cash expenditure ts made a
Pett. Cash Voucher, Form 5, page 68, should be uKA41, to
support the transaction. Petty _ash Vouchers should be
supported by paid mvoicvs w

nter und Trans ransfers
o another are su

page 70, which is
resentat ve authorizing
transfer

of money from one fund
by a Transfer Voucher, Form 6

by the sponsor or organization rep-
the central treasurer to make the

III. Procedures for Central Treasurer in Recording Transactions and
Keeping the Books

A. Fund &dance Record.An official receipt iS made out for all
money received, and a check is issuKi -for all money paid out b.,
the central treasurer. Money received by an individual school
should be deposited. daily. After each deposit has been made
it is recorded in the Fund Balance Record, Form 7, page 72,
of the appropriate fund. The amount to be recorded is taken
from the Analysis of Deposit, Form 2, page 62. Each check
issued by the central treasurer is also recorded in the appro-
priate Fund Balance Record.
A Fund Balance Record is maintained for etch fund. It pro-
vides a running balance of the fund and minimizes the pos-
sibility of overspending from the fund.

B. Receipts and Expenditures Register. e total amount of
each deposit made and of each check issued by thexentral treas-
urer is recorded in the Receipts and Expenditures Registe
Form 8, page 74. .

The Receipts and Expenditures Register serves as a control
whereby the total amount of money deposited and expended
for all funds is maintained continuously, and at any given
time the total amount of money available for all funds ran be
readily determined by subtracting the amount expended from
the total deposits plus the beginning balance.

C. Receims Distribution Ledger.--1-All money received by the
central treasurer is recorded in the Receipts Distribution
Ledger, Form 9, page 76, from the Official Receipt. The Re-
ceipts Distribution Ledger provides an analysis of all cash
receipts through a distribution among the regular receipt ac-

possible.

3.

signed

.\
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among the
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and through th

A school should mamtam an Expenditures Distribution
Ledger for each of the funds established. The number of
columns needed will depend upon each fund and the number of
minimum accounts utilized (see ch. 4)

E. Subsidiary Activity er --The Subsidiary
may be used khooIs desiring a record of the
actions of ceitam activities within a given fund. A Sii
sidiary Activity Ledger, Form 11, page 80 is maintained for
each category or activity, showing the receipts, ex-pandit
and cash balance%

Pogtings are made to the Subsidiary Acti
Receipts Distribution Ledger and the Expen
tion Ledger of the fund.

F. Reconciliation of Bank Stedement.The balance shown by
the bank statement will rarely agree with Um; balance reflected
by the books of the activity funds because of outstanding
checks, deposits in transit, bank service charges, And possible
en-ors. Thus, the bank statement should be reconciled with
the activity fund booki as 900n a9 possible after it has been
received. A Reconciliation of Bank Statement, Form 12 page
82, is used for this purpose.

G. Monthly Financial State, ol Each FundeAt the end of
the month a financial statement should be prepared for each
fluid. There are many ways a monthly financial statement
may be presented. The gonthly Financial Statement of Each
Fund, Form 18, page 84, shows the receipts and expenditures
for a fund by source and purpose. This information for the

4
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from the Fund Balance Rcd Ile&vipts
r and the Expenditures Distribution

information contained in Form 13 also includes
us of each activity making up an activity

ion is derived from the Subsidi
monthly financial statement should be
treasurer and the principal, or whe-e -ek

nsibilitv for the funds in the particular school.
ist o &iv-clams payable for each fund should be includ

entered on the back of the Monthly Financial
of Eaciricl,

H. Monthly Summary Statement for All Funds ---Th Monthly
Summary Statement for All Funds, Form 14, page 86, is pre-
pared for two purposm: (1) To provide the bcvand of educa
tion with a report of the overall financial status of the school
activity funds, and (2) to provide an internal check against
bookkeeping errors.

The information to be recorded here is derived from two
sources. The total deposits and the total expenditures of all
funds are taken from the Receipts and Expenditures Regifter
The financial information regarding each fund is taken from
the Monthly Financial Statemoint of Each Fund. The total
balance of all funds should equal the balance as reflected by the
Receipts and Expenditures Register and the Reconciliation of
Bank Statement. The Monthly Summary Statement for All
Funds should be signed by the central treasurer and the prin-
cipal, or whoever has responsibility for the funds in the
particular school.

I. Annual Financied Statements.---Annqal financial statements
should be prepared at the trid of the school year. The forms
used for the Monthly Financial Statement of Each Fund and
the Monthly Summary Statement for All Funds may be used
in preparing the annual financial stateirents.

and may

SECTION II

Activity Fund Amounting Forms

This section of the chapter provides a sample set Offorms that may
be used in implementing the amounting procedures outlined in sec-
tion I, The chart on page 58 summarizes the proem in graphic form
and identifies the appropriate forms to he used in each step. Briefly,
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t,iawed in rec

A =

111

d ependiture tn
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41 .vc-t and Ext-ve

tilYW

Record expenditure

tword expenditure

Ven
-v-er

nci

Pi

n

1 1 re

ary Act

e=4,--ordi expenditures

in at_pao

in Receipts

in app

paymet

rits to be prepared
Lhik bank gtatment

Baja
nditures

Expenditures

Activ

par Monthly Financial Statement of Each F

_pare MOfltkhy Summary SttemeSnt for All F

(4) Prepare an Annual Financial Statement of Each

(5) Prepare an Annual Summary Statement for All Funds

The forms shown on the following pages include sample entries for

he Student Organization Fund to illustrate the cycle of operations
for one fund. The same cycle of operations would be followed in re-
(--onling transactions for each of the other activity funds maintained
by a school. Instructions have been included in the explanation, of

each form to show how the same forms may be used by schools utiliz-
ing a single fund.

It should be noted that the procedures illustrated are set up on a
cash basis of accounting, utilizing multiple funds in a single-entry
system. However, schools wishing to u*a single-fund system, a dou-

ble-entxy system, or an accrual basis for accounting will find the pro-

cedures readily adaptable to any of these variations.

A FINANCIAL ACCOUNTING SYSTEM 59

the steps to be tm_Ad receipt ions

are

a. qge'ps tO b-6

(1 issue receiptb.

Depvccit money, using duplicate deposit. slip and Ana vsis of
Deposit

&cord receipt in appropriate Fund Record.

ord receipt in Register.

(5) Ptsco receipt in appropriate Receipts Distribution Ledger.

(6) Record receipt in Lodger used).

SteN
(1) Process_ Activity Order for

2). Issue check.

(3) Fund Record.

(4) aryl Registex.

(5) Record Distribu-
tion

) Record expenditure in Subsidiary Ledger (if

Summary

(1)

(2)

(3)
Nund.

in

(2)

(3)

(if

b to be in

used).
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fin of 11704

Admimit-DA ray_

Tax---P%

Studemt
Gouneti A

Drama

II _

eral A
rricketti4o_

7 10/17 School Carn
stans---41
$8.00. Ttj

leUc

Organization Fund
Mtn ipo

Student

*r Publications Fund. Rai

tuden

a

intIons

00, Adrn_t_w=c1_

b1Ictioyi-

Stu

ft-anizaUon Fun4 Dues and k----Pfftfft

Miscellaneous Fund General Activity

1te7M, Stud t

10/18 Y-Teen

9 10/21 Magazine Ranieri
10 10/24 aagroom Supptielt, 1nstru

lrees---$50.00.

11 10/30 Close out Petty Oath Account, tu Ina OrganIatIcrn gland Peffy

13 Duea and

Fund, Salets--41750

and Rentals Fund, Dues and

0.00_

-

1

;

FLNANC1AL ACCOUNTING

SCW_XIL

kola , A
Somme of
En t clam.

( 1)

(3)
_

(4.)

Date

No.

1 10 12

2 10/ 6

3 10/

10/1t
10/15

6 10/16

8

_

t

xiutiet (5)

otooJ

_taini

Form ett-tiptt

:Ample, Entries

fAitikk,

Play, Student
1.490_00,

Football Game. r.and,
Total--$400_,00.

Program, Fund_,

School of 4.

Club,

Tickets,

Clam of Organization Funk
Admijon Th.x44o, gslair

=

Club, student Fund,

Merchandise

Th-

Tees

6

9

riwripoi

Admiw
Sales
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Form Receipt, is issued in duplicate for all --asn re-
mivet Vy the sAocd. tmouret. The duplicate rekoeip t. is ictia.in6ii
by the treasurer o as th basic for rn&king entries in

-Per. Form 9.Pipts Distribution
N

4

(1) Receipt number, which is
in tile Distribution
of deposits in the Receipts and

in ioentify T1 the
::-01-na 9, and the

crit-zier,.
(2) Pente and organization from whom is
(3) in which Ile rekvipt is to -4 z

(4) which the rtveipt is to be worded.
(5) Amount tol receipt

receipt trnsaction & included oil page
The receipts for the Organization Fund (Ncxs. 1. 3, 5, 7,

5, been monieki in the fkkvipAs Distribution Ledger,
t; of this fund. (Note: Receipt No. 1.1 glows that $10.0(j

whicl had from the fund to establish a petty cb
i."-xylint kas n fund.)
Selo* using rtsoord Mr- the in the

Ledger of the fund.
ft-Pt,.0 will mmipts in the

Ledger of fund.

l'oe 1. Official

the

119eki iz

Remipts Ledgwer,

S.

Sample
_

of

a

.$)
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I
School (1)

No.112_,.(2) (

Cowering Receipts No.

Scutiew Organization

Athletic .

Merchandise

Publications .

4

i

S.

':UND Ci1ll4JYY (5)

la tonal Frei asod Rentals

Miscellaneous _ ..

+10

i ... ;

P

t

0.

Total Deposit . .

f r

. -

I=2

(4)

,
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00'
-".

F. -.! 2. Analysis of Deposit.
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Through
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A FINANCIAL ACCOUNTUIG SiSTEM

Explanation of Form 2.---Analysla of D.

provides an analysis of the amount of money
to the varicvus fund& When the duplical
Urn t.h- bank teller, the Analysis of Deposit should
e back of the dupl ket.

n the appropriate

epositod
ti

amount
Fund Bat=

ance
clonleki in the Reee.p and

hens Yumbezs

tThsAl fund is roc--471

(1)

-d the
Ex

ame of school;
Deposit number.

te of de pcwii t

(4) Remipt mimbers coverod b
(5) Amount of the deposit Ixlc

of the depc*it

of the Nitta,' depos t
:Rgistr, Form S.

to eac d and total amount

Entries The ftflil3 Analysis of 1).epcki-it includes receipt
numbers f. 2, and 3, for a thtal of $
the Athletic Fund and the Student Organization Fund. The

)0.(X) depcsite41 for the Student Organization Fund has been rv-
corded in the Fund Balance Record, Form 7, of that fund; and the
amount of the total depott has belen entered in the Bceipt and
Expenditures Ittelicier, Form 8. (The recording of the )00 in
the Fund Balance Record of the Athletic Fund is not shown.),
Schools using a single fund will not maintain the Fund Balance

Form 7. Therefore, it is only necessary record the total
posits in the Receipts and Expenditures Register, Form 8, of the

central activity fund.

.000.00 distributed tietwt

2

deposit

stiPpleed .o deposit The
deposited for

Record, Form 7, amount is

(2)
(3)

the deposit,

&rWFfrI

s

Record,. fo

;

e
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ORDER

A

16-

(3)
;

te Wanted
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Deliver to

De s Cr ipt ion _ oral Cost

/fa- 04

3.04
'0 .00

-

urer

; Activity Spoesce

Purchamt
I.

4-

FOR SCHOOL

Purchased from A

Address LtL±ai
Charge to Ahil

f1).-

ACTIVITY PURCHASE

.

Me.

_ 4r

r

Date

.
7

Activity.

School

I.

/o
* iq.o

d

(

3

.4

Ferme 3.

a , 411 -
-
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.ase Al _ /I"

i
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School
U.SA_
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Quantity

a
Fund,

(1)

Onit Unit Cost "t--
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A FINANCIAL ACCOUNTING SYSTEM

Explanation of Form 3.----Activity Purchase Order

65

orm 8, Activity Purchase Order, is a request for authority to
ase goods under the name of the individual school. The re

quest, when signed by the activity treasurer and activity sponsor,
becomes a requisitiolL After it has been signed by the principal,

becomes a purchase order. When the goods are received, a copy
he purchase order should be attFled to the invoice (which has

properly checked to show that the goods have been received),
and forwarded to tho central treasurer, with a request for payinent.
When the check is written the purchase ortier, invoice and other
supporting documenth are marked "paid" and filed for auditing
purrxxifis.

Item Numbe-
(1) Number of approved purchase ort er.
(2) Company or firm from which the goods are being ordered.
(3) Fund and activity against which the goods will be charged.
(4) Date requested for delivery of goods mist terms if any, under

whicli the goods are being purchased.

Sample Entry.The sample Activity Purchase Order is a request by
the Dram-laic Club to purchase a tape recorder. The request was
signed by the activity treasurer and activity sponsor and approved
by the principal. After the article is received and paid for, the
central treasurer should mark the purchase order "paid" and indi-
cate the number of the check and date issued.
The Activity Purchase Order serves the same purpose for schools
using either a !tingle fund or multiple funds

it
of
been

a

r

,
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66 FINANCIAL ACCOUNTING

No. c2 _

Order of _a_6C-
Fund it.LAtie-v-
Account
For

FOR SCHOOL ACTIVITIES

Youtt

-

K

Balance forward
Deposit
Balance LO °"

a
Balance forward

QJJ

Amount this check

ie Noi

For

No. Date
1 10/ 2

22

23

24

25

20

27

28

30

31

10/ 4

10/ 6

10/ 8

10/17

10/17

10/18

10/20

10/24

10/28

16/30

YOUR SCHOOL U.S.A.

Treasurer

=S.

Form 4.-4

Sample Entries

Purpose
AUC Publishing Co., Student Organization Fund, Class of 19t0

Playbooks) Supplies $20.00
John Jones, Athletic Fund ( Football officials) lerson-al and Con-
tracted Serv ieet+$75.00.
John Doe, Student Organization Fund, Establish Petty Cash
Aeoount, Petty Cash$10.00.
Acme Costume Co., Student Orga at on Fund, Class of 1960 (Rental
of costumes for play, Class of 19 1), Other Expenses$.50.00.
Jones Publishing Co., Merchandise Fund, Purchases of Merchandise

Magazines)$350.00.
General Novelty Co., Student Organization Fund, Class of 1959
(School carnival), Purchases a Merchandis$100.00.
City. Newspaper, Student Organization Fund, Class of 1960 (Adver-
tising placards), Advertising 15.00.
State Tax Onnmission, Athletic Fund--$8.00, Student Organization
Fund-4211.00 (Sales and Admissions Tax, First Quarter) , Taxes and
Deductions. Total $30.00.
Any Supply Co% Student Organization Fund, Dramatic Club (Tape
recorder), Capital Outlay-4150.00.
George Jackson, Student Organization Fund, Class of 1960 (Cus-
todial help for play), operation of Plant---$25.00.
Jobb Doe, Student Organization Fund, Replenish Petty Cash
(Student Counc1l---$3.00, Casa of 1960--43.02), Other Activity
Expense$6.02.

.6

dr

r

_ 9
-

a- (2)
,44 )

/1,
1).

Pay to the
Order Of

=NM

= -1 -r

MIM.

ANY

U.S.A.

.

.

.

.

14 (

til-

6
ra

ft

By

I .

(5)
(6)

.11.

_agiatt

-e-^

4). e

Dollars

(7)

Principal (7)

%



A FINANCIAL ACCOUNTING SYSTEM

Explanation of Form 4. Check

Use.Form 4 is a chei used in making and identifying payments.
it serves as the basis for making entries in the Fund Balance Record,

Receipts and Expenditures Register Form and theForm
Expenditures Distribution Le,dge_ Form 10.

rre Numbers
=1) Cheek number which is used in identifying

the Expenditures Distribution Ledger.
ayekA.

Ullt of the expenditure transaction.
n which the transaction is to be recorded.

Account un which the expenditure as to be recort
(6) Purpose for which the expenditure is being made.

Persons signing the checkthe treasurer and principal,
whoever is given that authority. The number of signatures
required will depend upon local regulations. In many cases,
two or more signatures are required.

transaction in

or

Sample Entries.---A, 'amberigunber of sample expenditure transactions are
included. All of the expenditutes are recorded in the Receipts and
Expenditures Register, Form 8. The expenditures for the Student
Organization Fund (Checks Nos. 21, 23, 24, 26, 27, 28, 29, 80, and
31) are rec.orded in the Fund Balance Record, Form 7, and in the
Expenditures Distribution Ledger, Form 10, of the Student Organi-
zation Fund. (Note: Check No. 23 was issued to establish a petty
cash acoount, and check No. 31 was issued to replenish petty cash.)
Schools using a single fuad will recorct all of the expenditures in
the.,Receipts and Expenditures Register, Form 8, and in the Ex-
penditures Distribution Ledger Form 10, of their cerktral activity
fund.

67

7; 8 ;

the

(2)
(3)
(4 Fund
(5)

(7)



68 FINANCIAL ACCOUNTING FOR SCHOOL Acrnams

= Received by-

N0. Date

Fowm

Sample Entries

Purpose

1 10/ 4 Robert Smith, .Studeilt Organization Fund, Student Council (S
Other Activity Expense-43.00.

2 10/17 Western Union, Student Organization Fund, Clam of 1960 (Telegram
Other Activity Expense--$1.30.

3 10/21 Express Company, Student Organization Fund, Class or 1960 (Express
on aprchases), Other Activity Ense$1.72.-

4

A

4

al

YOUR SCHOOL

Received from w .14

,
Fund ar.a.

Account

For

No. J. (1)

i"JeoLdr_________ (2) 11 (3)

.

7,1

44.61. -44.4 ir

rtilk..7.0

f

0P`

-

=

* -

; - .0

7, 111=...-VA0 411

(7)--

S.Petty Cash Voucher.

ea,

116

.

<AP

tt

tt,

4

t.

4 't

.
a

I.

tr. a
46

a-

.t

,fr

19

RatAxt _dfew,&._±k

-==1

t

2:44



A FINANCIAL ACCOUNTING SYSTRAI

Explanation of Form 5.Petty Cash Voucher

69

e.Form 5, Petty Cash Voucher, is used to support small expendi-
tures paid by cash from a petty cash aicount. When the petty cash
account is replenished, a check is issued against: the fund from which
the flWflè WS ially drawn for the total of the Petty Cash

he expenditures are then recorded m the Expenditures
Form 10 of that fund.

Voucher&
hstributim

.tem Numbers

tO

(1, Number of Petty Cash Voucher
(2) Name of person making petty cash payment.
(3) Amount of Petty Cash Voucher.
(4) Fund from which cash is paid.
5) cunt to be charged when the transaction is recorded in the

Expenditures Distribution Ledger.
(6) Purpose of the cash expenditure.
( 7) Signature of person receiving payment.

'ample Entries.Three sample petty cash payments are.shown. The.
petty cash payments were recorded in the Expenditures Distribution

, Form 10, under the appropriate accounts when the petty
cash amount was replenished.
Schools usink a single fund will follow the same procedvre in using

4the Petty Cash Vpucher.

go

4.

a

f

#

4

.4

".

Ledger,

z

.

1

0

.1

i

=

-ea

"4

41.

2

7



70 FINANCIAL ACCOUNTING FOR SCHOOL ACTIVITIES

YOUR SCHOOL

To: Central Activity Treasure"
This is your authority to transfer

Form

1 ,

a

1M

-"0

E

-7'

Fxo's the =

-a- , 0,xas 4 . -;
To the

a

Explanation

st.

X.*

-

No.
,

1 ( 1 )

1 .
, __ rA = - - c e-

_:-; .:: i,...t. sr :; _ke _. .__' f f_AP 121 4 _ _ ...4. ._,, =p. LI,I,. fI
LIt

Jr -.I' -

OP 191-1r:

a

*,

..)

A

Authorized 13'.;

di

4

( 3) Fund

(4) Fund

--......-=====a-aa...*-.- - -7-

6.Trastofer Voucher.

It

4

a

ti

7

A

(5)

4100412c _ (2)

4.,

41-

Title/

.

.0

a

(6)

-lk

4.

I.



A FINANCIAL ACcJNTIM SYSTEM

Explanation of Form Tramfer Vouch

71

Fonn 6 Transfer Voucher, is used to support the transfer of
money from one fund to another No cTieck is issued but proper
entries mu4 he made in the Fund Balance Record, Form 7 and the
distribution ledger clearing accounts of each fund involved. An
inte transfer is a rei-keipt or expenditure of the fiind mto which

hich the money is transferred, but it is never considered
receipt or expenditure of the total activity funds of the school

(1) Number of the Transfer Voucher
..) Amount of money transferred.
) Fund from which the money is transi rred

(4) Fnnd to whichthe money, is transferred.
( Explanation of the transferring; including the activity or or-

ganization against which and to which the transfer is made.
(6) Signature of the,,person having authority to approve the

transfer.
Sample Era e =Transfer Voucher entry given indicates that a t

ransfer of WO from the Merchandise Fund to the Student Organi-
zation Fund has been authoiized. This transfer of money represents
profit made on the sale of magazines for the 'Claffi of 1959. The
transaction is recorded in the Fund Balance Record, Form 7, of
the Student Organization Funkand in 4e Receipts Distribution
Ledger, Fawn, 9, of that fund tinder 4aring acconnt 1090-a,
INTERYWKD TRANSFERS. The tran fer of this money out of
the Merchandise Fund is not shown.
Schools using a giggle fund will use the Transfer Voucher to sup,
port the transfer of money from ove major category to another
within the fund. In these cases, a t :..s der would be recorded as a
receipt in the Receipts Distribution Ledger, Form 9, under clearing
account 1090-a, INTERFUND TRANSFERS, and as an expendi-
ture in the Expenditures Distribution Ledger, Form 10, under
clearing account 1090-b, INTERFUND TRANSFERS,

4-1

or from
a

Item Numbers
1

/

e

JI

.;

4
- .

ft
:r

4!

s.

,

-00



72 FINANCIAL ACCOUNTING rOR SCHOOL Acitn

Voucher kit

Cleck Numbet

Voucher

Receipts

4

B&Iance

4

: = I

t
A==

fi^4 4

Qi 00

Form 7. Funt Balance Record.

-yr

k- Foam'

T

t-c

( 1 ) ( 2 )

te L nv-Kivolitiwe 9

o..

ioji7

loht
hil.za.

_LS-0,00
-wawa a C

0 0 a

1,--a--

31

-46

4.

A



A FINANCIAL ACCOUNTING SYSTEM

Explanation of Form 7.---Fund Balance Record

Use.Form 7, Fund Balance Record, is used to keep a running balanoe
each fund and provides tr financial analysis of each fund. The

amounts rtAk
ysis Oi

eti under
Dit4 Form 2,

m-vi its column are taken from the
and the Transfer Voucher, Form 6.

exponditure=s are taken from
he 'Fran: r Voucher,

em umbers
umber of deposit, check, or transfer voucher.

Amount of dept-it or transfer oif money into the fund.
mount of cheek or transfer of money out of the fund.

(4) Fund balanoo
rnple E The financial information contained in the Fitmi
Balance Record is for the Student Organization Fund. The
amounts have been recorded from the Analysis of Deposit, Form
Check, Form 4: and Transfer Voucher Form 6.
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A FINANCIAL AcvouNrnio magma

Explanation of Form 9.--1eceipts Distribution Lftker

77

lise.Form 9, Receipts Distribution Ledger, provides an analysis of
regular receipt and clearing receipt transactions thtough a diaribu-
tion among the carious accounts of a given fund. The entries are
moon from the Official Receipt, Form 1, and the Transfer

'4414 Voucher, form 6.
A

Item Numbers
(1) Entry ntunber.
(2) Date of transaction.
(3) Number of Official Receipt or Transfer Voucher.
(4) Amount of receipt.
(5) Source of receipt.
6) Purpose of the transacti

(7)-(8) Distribution of the tivity receipts among the various
regular receipt account& Columns are provided for the act-
counts used: ACTIVITY INCOME which, in this exam`pTie7
is divided into columns for Admissions, Prorated Share of
General Activity Tickets; Dues and Fees, Sales, and Other
Activit Income; and GRANTS FROM THE SCHOOL
MS 14 . Columns for additional regular receipt accountB
may # Sect RS needed.

(9) Total regular receipts.
(10)-(12) Distribution of 'no* classified as clearing receipts

among the various clearing accounts. Column's are provided
for the accounts used : TAXES AND DEDUCTIONS, IN-
TERFUND TRANSFERS, and PETTY CASk. Columns
for additional clearing receipt, accounts may be added as
needed.

(18) Total clearingreceipts.

Sample EntsieseThe entries for the Student Organization Aeceipts
Distributioi Ledger have been recorded from the Official *ceipt,
Form 13 And the Transfer Voucher, Form 6. The clearing accounts
used are account 1030, TAXEAS AND DEDUCTIONS, -to record
taxes collected; amount 1090, INTERAIND TRANSFERS, to
record the $4001 transterrix1 from the Merchandise Fupdp; and
iffount 1100, PETTI CASH, to record the rethrn to the fund of
money previously withdrawn to eqtablish petty cash.

sScho-oh; using a single fund will record all receipts and all
entries in qie Receipts Distribution Ledger of their central acti
hind.
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A FINANCIAL ACCOUNTING SYsTE

Explanation o orin 10 fxpendLtures Distribution Ledger

1

se.Form 10, Expenditures Distribution Ledger, provides amanaly-
Otis of regular and clearing expenditure transactions through a ths=
tribution among the various accounts of a given fund. The entries
are Tecorded from the check stub, Form 4, and the Transfer
\Toucher, Form 6

.tem iNurnb rs

Entry nu.kihe

Date of transak7

(3) Check number.
(4) Amount of expenditure.

(5) Payee.
Purpose of transaction.

a

) (8) Distribution of the activity expenditures among the vari-
ous r6gru1ar expenditure accounts. Columns are provided for
the accounts used : ACTIVITY EXPENSE which, in this
example, is divided into columns for Supplies, Purchases
Merchandise, Other Activity Expense, and Operation of
Plant; and CAPITAL OUTLAY. Columns for additional
regular expenditure accounts may be added as needed.

(9) Total regular expenditures.
(10)-(11) Distribution of money classified as clearing expendi-

tures among the various clearing accounts. Columns are pro-
vided for the accounts used TAXES AND DEDUCTIONS
and PETTY CASH. Columns for additional clearing ex-
penditure accounts may be added as needed.

(12) Total clearing expendituive.
Sample Entries.The entries for the Student Organization Fund Ex-

p3nditure8 Distribution Ledger have been recorded from the sam-
ple entries from the check stub, Form 4. The clearing accounts
used are account 1030, TAXES AND DEDUCTIONS, to record
the payment of taxt: collected; and account 1100, PETTY CASH,
to record the $10.00 withdrawn to establish petty cash.
Schools using a :tingle fund will record all check; issued and all
transfer entries in the Expenditures Distribution Ledger of their
central activity fund.

79

g.

(1)

(2)

(6)
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A FINANCIAL ACCOUNTING SYSTEM

Explanation of Form 11. Subsidiary Act er

81

e. Form 11, the Subsidiary Activity Ledger, provides a record of
"the financial transactions of each activity comprising an activity
fund. All of the receipts :,nd expenditures of an activiv may
fAceountd for on a single ledger shc44 a illustrated or accoun
for relip s and expenwture and clearing. accounts, such as Ad-

Dues and
organization.

maintained for each

e Entries.The Subsidiary Activity Liger entries illustrated
arc or the Student Organization Fund, posted from the Receipts
Distribution 1..&41qr, Form 9 and the Expenditures Distribution

r, Form 10.
,hools using a gingie. fund will use the Subsi

they desire to maintain a wparaw record
nditums of each individual student activity.

made as outlined, and will include all receipt
transactions of the central activity fund.

Activity Ledger
all receipts and
Postings will be

and expenditure

be
;

missions, Fees, and Supplies may be

if of

4_
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NCL ACCOVN LY-NT

Explanation of Form 14.--ItionitIly Summary Statemont for All Funds
3

Form 14, Monthly 'unitliarv Statement hr All Funds, ahows
the rtwipt ure.s., and balanctvs cyf eaa of the individual
funds and re'v -a1; the digtribution of thel4nonev ninon= the fund&
In addition, the teMe includes an mialvsis of the rempts and
exp-en all funds by Fiourrv and purp-ck4A_. The tinanaJ
Information thr th fontii1v Summary Statement for AU.Ftinds jg
derived from the Monthly Financial Statement of Each Fund,
Form ThigUnrnry Minnt should be signod by the mntral.
rviasumr and the principal, or whoever has r*TonsibilitY for the
funds in the particular wh-

11u4 form will not be nocksr
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uishing between
riling receipt and
serve as an index

in of re-tipt or ex

of e constant problems in recording expenditures for school
that of distinguishing between suppiie and equipment..

reason, the criteria for classifying an item as a supply and
a for classifying an item as equipment are given. These

--a were taken from Handbook II Financial Accounting for Lo-
a S:tt School System.

ria for Supply Warm

A supply item is any article or materia hich meets any eme or
of the following conditions:

It is consumed in use.

2. It loses its original shape or appearance wi
8. It is expendable; that is, if the article IS damaged or some of its

parts are lost or worn out, it is usually more feasible to replace
it with an entirely new unit rather than repair it.

4. It is an inexpensive item, having characteristics of equipment,
whose small unit cost makes it inadvisable to capitalize the item.

5. It loses its identity through incorporation into a different or
more complex unit or substance.

Cuas Vro nacApts and -,-iii-Anditum

inns (1) Criteria
supplies, and and (2) a guide
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Criteria for Equipment Items

An equipment item is a movable or fixed unit of furniture or fur-
nishings, an instrument, a machine, an apparatus, or a set
which meets all of the following conditions:

1. It retains its origina
2. It is nonexiiendabie

its

143 and appearance with tise

is, if the article is
arv lo.st, or worn out, it is u more feasible

it rather than replace it with an entirely new unit.

some of
to repair

3. It represen,, an investment of money which makes
and advisable to capitalize the item.

4. It does not Io its identity through incorporation into a
or more complex unit or saw,tance.

SECTION II

Guide for Recording Receipts and Expenditures

The guide for recording receipt and erpenditur transactions con-
tains two lists of items, one for receipts and one for expenditures.
Each list of items is arranged alphabetically. Directly after each
item is the number of the account under which the item should be re-
corded, and the page on which the account will be foun41. The ac-
count numbers refer to the regular receipt accounts defined in chap-
ter 1, the regular expenditure accounts defined in chapter 2, and the
clearing receipt and expenditure accounts defined in chapter .3

The list of receipt and expenditure transactions shown in this chap-
ter does not attempt to include all of the specific transactions which
might take place in an individual school. Rather, a representative
list of typical receipt and expenditure transactions has been selected.
If a specific transaction cannot be found in the list, it is suggested
that a similar transaction be located, which would then rve as a
guide to recording the specific transaction in question.

Guide fees Recording Receipts

Roteipt trestadfort Account Pap
Abatement 9f expenditures_ . V.. .A..A..- - 1070-a 26
Admissions_ . _ 11 6
Advertisements _

di Aa 16
Appropriation from board of education --- 20

-;

J.

of articles

that damaged or4.;

parts

it fusible

different.

--
8
8

A

al ow
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RECEIPTS AND EXPENDITURES

tremmlikm
AmeritA (other than board of education)

ment-s board of education

d of education, collections for

Dpcits
D=Onatit

Dues faculty_

_

dowment-s__

F (collected
=, student se

collected f
vudent act'

Fines
Fines

Cia
General,
General ar
Gif

rants from school dis
uarant-et=

urance premiums
Insurance premiums

srd

x

education)

d of education

Li

t Ie
ets±&Ies
eta. prorated share

Loans to activities

1010-a

93

7
24

_ 24

ollected for students
paid for ac

from hoard of educa

0
13

1040-a

1

10

11

a

1010-a
18

26
9
7

9

6

6
9
8
8

24

27

N-nschool agendas, money received
Bus fares (Individual udents) _ _ _ _ _ _ _ 1110-a 28
Insurance premiums individual students) 1110-a 28
Special drives and campaigns (Red Cross, Cancer Fund) _ 1020-a 24

Nonstudent organizations money received
Alumni association 1 40-a 25
Faculty club 1040-a

1040-a 25Parent-Teacher Amor

Paid assembly _

Photographj Balm

Rentals
Books
Equipment_ _

Instruments
Refunds

ion_

Sale g( investments
Sale of merchandise

Books___

IOW VP- 2 2

11 6
14-c

15-a
15-b
1b 8

1070-a 26

18 8

14-a 7
Class products 14-c 7
Confections 14-b 7
Jewelry 14-c 7
Magazines and newspapers A 14-a 7
Programs 14-e 7

Gulch!, Recording atestW 4.---Guatistuet1

Receipt

student.___

Dues, class and club
_ _ _

.. -

Amnia Pep
13

1010-a

1050-a

8

for of _ _ _ _ 24
13 7

_ ... 1010-a 24
._ r 13 7

- , .
receipts

activity _ _._ _ _ _ __ _ ___ - _ _ 1! ... lit A= ! 1060- 26
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transactions that are similar in
terms of a given fram_ of refer-
ence, such as purpose, object, or
source.***

Account, Accounts used to
accumulate total receipts or

tion among
such rec

enm
nd Handbook

Those
following tlib
_-

designated

._or later ditrihu
e necount th which
or expenditures are

properly allocable, or for recording
the net differences under the proper
amount In this handbook, cIe
ing cv-virants are used to record re-
eeipts and expenditures other than
thwse used for the
student activities
t1on,s,2** An ad.ptation.

Account, Regular Ex .--In
this handbook, regula

rition of
aniza-

penditure
amounts are used to recent total

a National Compaltte on Governmental Accounting. Municipal Armunting and Audit-ing. Bulletin No. 14, Municipal Finance Officers Association of the United States andCanada, Chicago, September 1951.
I Paul L. Reason, Emery M. Foster, and Robert F. Will. The Common Core of WatsEducational Information. Washington, U.S. Government Printing Office. 1953. (U.S. Dttpartment of Health, Education, and Welfare, Office of Education, State Edueational Rec-ords and Reports Series: Handbook 1, Bulletin 1953, No. 8.)*Paul L. Reason and Alpheus L. White. Alristeweial ACcoanting for Meal and StateSchool Systems, Standard Receipt and Eirpenditure Amounts. Washington, U.S. Govern-ment Printing Mice, 1957. (Ilk. Department of Health, lOdueatIon, and Welfare, Officeof Mutation. State Folumtional Records and Reports Series : Handbook II, Bulletin1957, No. 4.)
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expenditures

_
E4_

statements
ml

A ti----cou

an1 organization&

GLOsSAR

-nt e
student ac-_

this
rec*lpt accounts
inoorne received

_

student activi

and for which
are
to June

_.nan-
for

npa'd balances
fund

private
ffovernmental TITAN

adaptation.)

or invoices against an act
which are due and owin

Irsons firms,
ems"

Accounts RfrbIe. _mounts
an vity _ nd b

owed
invate per-

ohlst s, governmental units, or
Ahem*" (An adaptation.)

Admmigtrat. Unit, Lo=ed Ba,de.An
administrative unit at the io(-al
level'which exists primarily to op-
erate wi!ht:_x_ or to contract for
school serki= (An adapts-

'lion.), (This term is used syn
mously with the term school dis-
trict.

Assembly.A gathering of students,
usually at a regular cheiuied time
and place and under the direction
of adults, for the purpose of partici-
pating in concerts, eoxial enjoyment,
deliberation& etc. Examples of
-such assemblies include routine,
daily or weekly bliss; special
assemblies for dra atic, music, or
forensic activities; and student
elections.

Assembly, Paid. A gathering of stu-
dents, usually at a regularly sched-
uled time and place, and under the
direction of adults, primarily for
the purp3se of social enjoyment for
which admissions are charged to
those in attendance. Examples of
paid assemblies include programs
such as plays, movies, concerts, and
variety acts.
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Aswu.--Th
a wthoo
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entire pro rty owned
etiN

n adaptation

Athletic Fund.---See Fund, Ath.
A t hie t es. Interseholastk.-0

games and athleffe activities en-
n Dy mdents specifically

rY organization.***

fo. such
rly trained

schools.

Athletics,

mrikvses with Mult-
i from other

arnuraL Organized
iivs and athletic activities en-
-red in by students of a school

with other students from the same
school. The intramural program
may be an integral rt of tbe phys-
ical education program or a distine-
tive progra own; in either
case, the program must be confined
to a single school.

Radit.The examination of records
nd documents and the securing of

_Aber evidence for one or more of
the following purpcx4es: (a) De-
termining the propriety of proposed
or completed transactions ; (b) as-
certaining whether all transactions
have been recorded ; (c) determin-
ing whether transactions are accu-
rately iecorded in the accounts and
in the statements drawn from the
accounts.***

Board of Education, PublicsThe
eleaed or appointed body which
has been created according to State
law and vested with responfilbili-
ties for education activities in a
given geographical area. These
bodies are sometimes called school
boards, governing boards, boards of
directors, school committees, school
trustees, etc. This definition re-
lates to the general term and
covers State boards, intermediate
admlni,,trative unit boards, and
local 'basic administrative unit
boards.***

BudgetsA plan of financial operation
embodying an estimate of proposed
expenditums for a given period or

for
and capital outlay
tivities

Account, Regular Roceipt.In
handbook, regular
are used to record
for the operation of
ties, and organb.t1on.

1;1 period at the
end of which
cial prepared
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C1AL AMOUNTING FOR SCHOOL ACTIVITIES

purpose and the means of
financing tiuNn.." (An adupta
tion.)

pitd Outlay An expenditure
which results lit the acquisition of
fixed assets or additions to fixed as-
sets. It is an expenditure for land
or existing buildings. improvement
of grounds construction of build=
ings, additions to buildings, e-
modeling of buildings, pr initial or
additional equipment. In this
handbook, capital outlay usually in-
cludes expenditures from an activ-
ity fund which result in the at-qui-
sition of iatial or additional equip-
ment * (An adapta tion. )

Cash.---Curreney. checks, postal and
express money orders, and bankers'
drafts on hand or on deposit with
an official or agent designated as
custodian of cash and bank de-
posits. Any restriction of availa-
bility should be indicated.*

Cash Discount.An allowance re-
ceived or given if myment is com-
pleted within the stated period
The term is not to be confused with
"trade discount" *

Ciseek.---A bill of exchange drawn on
a bank, payable on demand ; a writ-
ten order on a bank to pay on de-
mand a specified 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 the
latter is not neeemarily payable on
demand and may not be negotiable;
and it differs from a voucher in that
the latter is not an order to pay.
A voucher-check combines the Ms-
tinguishing marks of a voucher and
a check ; it shows the propriety of
a payment and is an order to pay.*

Clearing Acemints.--Bee Account,
Ckmiring.

Coding.--A system of numbering, or
otherwise designating, accounts, op
tries, invoices, vouchers, etc., in

such a manner that the symbol vised
reveals quickly certain required in
formation.*

Camesstan.----A conc-con is the
granting to an individual or group
the right to use portions of the
school promises for some specific
purpose. Usually, it is -or the sale
of confections, such as dairy p
ucts, sandwiches, nut popcorn,
and soft drinks sold at athletic
games, s, concertp and similar
events.

Contracted Serritr* --See Personal
and Contracted Services.

Controlling Account An account
usually kept in the general ledger
in which the postings to a number
of identical, similar, or related ac-
counts are summarized so that the
balance in the controlling account
equals the sum of the balances of
the detailed account". The con-
trolling account serves as a cheek
on the accuracy of the detailed ac-
count postings and summarizes the
expenditures in relation to the
budget estima tes.* * *

Current Expense.Any expenditure
except one for capital outlay or
debt service. If any amounts are
kept on the accrual basis, current
expense includes total charges in-
curred, whether paid or unpaid. If
accounts are kept on the cash basis,
it includes only actual disburse-
ments.***

Depotat, Rasa = col-
lected from students and held in a
school fund for future return at a
designated period for the purpose
of covering losses or damages to
sclmol-owned supply and equip-
ment items white being used by the
'West&

Double Esstry.---A system of bookkeep-
In( which requires for every entry
made to the debit side an ae.

count or accounts an entry fOr the
corresponding amount or amounts
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to the credit aide
count or accounts.*

G Le SSA

*nailer a

tquiprnen1.-----A material item of a
nonexpendable natum such as
built-in facility, a movable or fixed
unit of furniture or furnishings. an
instrument or aprarata.% a ma-

(including attachments), an
instructional skill-training devi=

article* who

chine

or a
pa replaceable or repairab

whole retaining its identity and
.tility over a period of time which
ts characteristic of and definable
for items of its class"

Expenditures.If account e kept
on the accrual thl includes

charges inenrred heater Id
or unpaid, for current expense, capi-
tal outlay, and debt service. If ac-
counts are kept on the cash basis,
this includes only actual disburse-
ments for these purpows.**

Expenditures Distribution LtNiser
As- used in this handbook, a ledger
which provides a distribution of ex-
penditures a1nong the regular ex-
penditure accounts and the clearing
expenditure accounts of a given
fund.

Expense, TraveLlexpensea incurred
by students and sponsors of a school
activity in connection with travel
related to the activity, other than
those expenses directly chargeable
to pupil transportation.

Fidelity BouL---A bond guaranteeing
the school activities against losses
resulting from the actions of the
treasurer, employees, or other per-
sons of the sohool.*** (An &delft-
tion.)

Financial Staterneut um, In this
handbook, a formal written proven-
tation which meta forth termination
concerning the financial condition
of a school activity fowl.

Food Sosekesv---Tbose acti v tit's
which have as their purpose the
preparative and serving ot regular

T OF TERMS

and iwideintal mea
snacks in connection
activities.*** (In this handbook,
concession sales are considered as
merchandising activities rather than

_ services.)

Fund.A sum of money or other re-
wiltircvaA set aside for *Tied& activi
ties of a school, usually containing
several amount& The fund a
counts constitute a complete entity
and all of the financial transactions
for the particular fund are recorded
in them.** (An adaptation.

Fund, Athiwie,---A sum of mow
used to finance the activitir which
are directly related to the inter-
scholastic athletic program of a
school and such intramural athletic
activities as may be financed from
whool activity mow.

Fund, bestructimsd Fee and Rem-
ais.A sum of money used to fi-
nance the activities primarily of a
clawroom nature, such as instrue-
tional aids and laboratory fees.

Fund, More., -4, sum of money
used to finance the merchandising
activities of a school which are di-
reefed primarily toward meeting
the merchandising needs of stu-
dents, teachers, and the mere
public Included are the nuarchan-
dising activities of school-von-
sored stores, shops, aintems,
claws, clubs, etc.

Fund, NieconsamomevA sum ot
money used to finance stulait-re-
lated activities nO accounted for in
the other funds.

Fund, Publiesaims..A gain ce mow
used to finance the preptratIon,
production, and distribution a stu-
delt-prodwed publications such as
.the school papft, schod yearbook,
awl whop' magazine.

Fungi, &Jams OrossiatMesslimey
used to Analyze the activities
clubs, dame% awl similar student

s.E

i

set of snail
are

the

buds,
total

A$
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1TNANL&L AccouNTING FOR SCHOOL ACTIVITIES

organizations which are under the
supervision of the school.

Fund Amounts. All accounts neces-
;wry to set forth the financial op-
erations and financial condition of
a fund.*

Gits.----Money received from 0 philan-
thropic foundation, private IndIvid
nal. or private
which no repayment
ice to the contributor
pected.*"

organization
special

for
serv-

ex-

Grant.Money paid ti a ehoo1 activ-
ity by the school district for which
no repayment is expected.*** (An
adaMatim )%

Inter-fund TransterL Money which
is taken from one school activity
hind and added to another activ-
ity "fund. Interfund transfers are
not receipts or expenditure', of a
school.*** (An adaptation.)

htmice.An itemized statement of
merchandise shipped or sent to a
purchaser, consignee, et.c., wtth the
quantity, value or prices, and
charges annexed.***

Liabilittes.Debt or other legal obli-
gations arising out of transactions
in the past which are 'payable but
not necessarily due. Encum-
brawn are not liabilities; they be-
come liabilities when the services
or materials for which the encum-
brance was established have been
rendered or received.***

Lord Basic Administrative Einit.--fift
Administrative Unit, Local Basic.

Maintenance ot PlanteThom activi-
ties which are concerned with keep-
ing the grounds, buildings, and
equiment at their original condi-
tion a completeness or e
either through reptirs or by re-
placements of priverty (anything
Um than replacement of a total
building).***

Nensminadi Accemns.An informal
record of a school activity trainee,

tion that cannot be recorded under
tbe regular financial accounts but
for which a record is desired.***
(An adaptation

e4-thanaise Fund -See Fund, Mer,
chandiE*,

Miscellaneous
eellane{mis.

See

Expenditure of an Act; The
tual outlay oney by a school

activity for some servIce or object
after the leduction of any dis-
coasts, rebate*, or reimbursements.

Operation of Piant.Thmse activities
which are concerned with keeping
the physical plant open and ready
for use. It includes cleaning, disin-
fevting, heating. moving furniture,
-caring for grounds, operating tele-
phone switchboards, and other such
housekeeping activities as are re-
posted somewhat yard Daily,
weekly, monthly, or seasonally. It
does not include mpairing.**

P oll.A list of individual employ-
ees entitled to pay, with the
amounts due to each for personal
services rendered.***

Personnel, Zeal .Perects in the
field of physical and mental health
such as physicians, psychiatrists,
school nurses, dentiEtts dental hy-
gienists, psychiatric social workers,
and therapists, whose services are
directed primarily at individuals,
although sometimes used for group
activities.**

Personnel, MointenswesePersonnel
on the school activity payroll who
are primarily engaged in the repair-
ing and upkeep of grounds, build-
ings, and equipment" (An &dap-
tatim)

Personnel, Operationd.--Personnei
on the school activity payroll who
are primarily engaged in keeping the
physical plant open and ready for
use. Included are personnel **-
gaged in cleaning, disinfecting, holt-
ing, moving furniture, caring for
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ating telephone
;witcIibo&rd and other such work
except repairing. which Is repeated
wImewhat milady w-e4A1y,
m o n thiyi or -awa-nally.** (An
adaptation.)

Personal and Contracted Somalia&
used in this han ww-_rricw

by personnel on a salary
or eon...I-a-anal basis for the pnwam

It may
Include the rt4Jme. and
prorated portions of a1aries paid
out of a whool activity fund for
coaches, sponsors, traitors, and
similar personnel, and for other
contracted services such as f_e for
entertainment programs. producing
publications, and photographing in-
dividuals and group&

Petty Cash.---A sum of money, er
in the form currency or a spe-
dal bank deposit, set aside for the

of making change or im-
mediate payments of comparatively
mall amount-.

Petty cash Vbseher.---4. voucber used
to support expenditureA paid b
cash.

operatluti of an ac.

Proretting.The allocation of parts of
a single expenditure to two cr more
different accounts in prwortion to
the benefits w,hich the expenditure
provides for the purpose or pro-
gram area for which the accounts
were established.***

Publications Am:leBee Fund, Pub-
lications.

Purchase Ordew.--A document which
authorizes the delivery of specified
merchandise or the rendering a
certain services and the making of
a charge for them.*

RebateseAbatements or refunds.*
Recelpts.--Aa used in this handbook,

income to be used for the purpoee
of financing student activities and
organIzathnut.
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Rec44ing and penditung. Regis-
used in this handbook a ft

nancial record of each dwell
made and oath Merck igsued by the
central treKsurer of an individual
school.

eco_ LfIgtT.A
Seed in this handbook, a ledger
which provides a distribution of

e receipts among the regular
ceipt accounts and the clearing re-
ceipt accounts of a given

Re,cards. Written statements of in-
formation which are made by a per.
Kni, unit, or organization for the
use of that person, unit or organ-
luttion **

Refunds,(a) An amount paid back
or credit allowed bees of an
over-collection or on account of the
return of an object sold (b) to pay
back or allow credit for an amount
because of an ofer-collection or be-
calm of the return of an object
sold (c) to provide for the payment
of a loan through cash or credit
secured by er new loan.* See also
Abatement

IL4mbursense411.--Cagh or other as-
sets received as a repayment of the
coat of work or servicell performed,
or of other expenditures made for
or on behalf of another govern-
mental unit or department, or for
an individual, firm, or mrporation

Repairs.The restoration of a given
piece of equipment, of a given
building, or of grounds to original
condition of completeness or di-
ciency from a worn, damaged, or
deteriorated caidition.***

Replacement ot Equipmont.---A com-
plete unit of equipment purchased
to take the place of another com-
plete Unit. equipment which is to
be sold, scrapped, or written off the
record, and serving the same pur-
pose as the replaice41 unit in the
same way.*** 1--
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AMOUNTING FOR SCHOOL ACFIV1TIES

Reports. ritten statements of in-
formation which are made by a mr-
son, unit, or organization for the
use of some other person., unit, or
organization

RequisitiumA wri
requagt usually
Ment to the pa chasing
another der=41

d
m one depart-

fo
articles or wrvic-_-_-*

or to

Re4tirement Fumd plan
whereby a fund a money, built u
through contributions from rtid
pants and other sources, is used to
make
who reti
cational
disability

ar payments to thom
from servh7e In the eAlu-

reason a asc
1ent=h of tterrice_

Sdary.The total amount refularL
paid or stipulated to be paid to an

before deductions, for
personal services rendered while
on the payroll of the school activ-
ity.*** See also Personal and Om-
tracted Serriem

Sehoot.A division of the hoo Mk-
tem consisting of a group of puplis
composed of one ar more grad*
groups, organized as one unit with
one or more teachers to give in-
'traction of a defined type, and
housed in a school plant of one or
more buildings. More than seta
school may be housed in one school
plant, as is the caft when the ele-
mentary and secondary programs
are housed in the same schoW
plant**

School Bus.A vehicle with a menu-
facturer's rated seating rapacity of
12 or more. ( Seating capacity fig-
tired on the basis of at least 13
inches of seat space perflpugil.) so

&hoot --This term is used
synceymously with the team local
basic administrative unit."

School #*. - -The site, buildings, and
equi fill constituting the physical
facilities used by a single school ix'

by two or mo schools -41K,
use of wmmon facliltic%__

Srlsool PuM4caticm4.---Newspape_
magazines,

students for
dents and the

iot14 Ssiw

xka handhoei
-ig produced bv

1aU mong at

to the -=

truetur cock RS riadin.
arkin -ar-**a wa

plantangs,
fields.

_y txurts and

1=

rviret afl
personal services for public school
pupilc such as interb-- CthLal C Ili-
letim emtertainments. publications,
duke, band, and orchestra, that are
rnanaged oi operated by the stu-
dent body under the guidance and
direction a adults, and are na
part of the regular inaructional
program_°*3

Student (hrg=mfikozion. An y group a
students organised into a single
body for the purpte of pursuing
common goals and objectives. This
includes the various types a stu-
dent clubs and claw organisations
which, with the proper approval by
school authorities, are managed and
N)erated by Ittmlents under the di-
mticm or mpervitdon of adults,

Studera Orsonisdtion, Gaga mr

GreuLLAn organiKa4 group of stu-
&alto who, by virtue a having coin-
pleted a (Wawa number of
school years, 'Yttrium ammo glob;
and objectives. Such myanisations
include the senior, junior, sopho-
more, and freshman dames, awi the
elementary school gnaw. T1
are managed and wonated by stu-
dents utxr the directim and super-
vision of instructional personnel.

Stuami Oromisedim,
ganiud group
basically the ont titivate whose
main objective La the fui Lass of
these intffeigs. Included are social,
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-bby
etic
similar clubs or societies which
mana!d an. operated by the

students under the direction and su-
--wrvision f adults. All clubs must
t approved by th_ proper whool
a ties.

GLOSSARY

structionai
LonorI dramatic. musical.

_.tte-z;e 0-ganiion
Fund, Student urcanuation

sidiarv Aeüthy urcwki

in thi handUNKA record
flittwjft1 trans-Actions _f a

--if the

vits within a fund howtng
expenditures, and balance

for the activity.

up A mater
pendable natutire tha
worn out, or deteriorated in
one that lows its identity thrqugh
fabrication or incorporation Into a
different or more complex uni
substance.***

a ei=

Trade Diwount.Am allowance, usu-
ally varying in perventage with
volume of transactions, made to
thcwe angage4 in certain businesses
and allowable irrespective of th_
time when the account is paid. The
term should not be confused with
"cash discount."

Transfer Vcmchcv A voucher
thorizing posting adjustments and

OF TERM

re-_-)t.tre.:
funds or accounts.***

f-Mtr& The individual
who receives and serves as onto-
dian of all whool activity money

madeand disburses it uy
by
er
aM

position
nnct and a_.Art
central treasure

tNiper autho
central treasurer

II

In Ke-

however, the
may be dis-
e position of

Treasurer, Student Arti A pu-
pil _ffi---tr of an organization who
motives, disburses, and accounth
for the money of the
In accordance

organization
with established

rules and regulations.
phide. Prtriately 01~4.- A vehicle
owned by the contractor ; a vehicle
partially owned by the contractor
(for instance the contractor may
own the chassis and the school own
the body) ; at- a car used by a par-
ent who is paid from the activity
funds to transport his own children
and sometimes other children to
school activities.s An adapta-
tion.)

aurher. A document which author-
zes the payment of money and usu-

ally indicates the accounts to be
eharge41.**
Voucher

See also Petty Cash

recreational,

and
are

7passeteSee

er.Az

even c-
the

receipts,.

item of
i consumed,

uae ; or

or

u-

1

transfers of cztIt or other
between

Treakaarter,

ortlers
the

itte serves
the bookkeeper;

of bookkeeper
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