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PREFACE

This manual replaces the Manual for School Secretary-Treasurers issued by
the Queen’s Printer in 1944 which was designed to assist in completing financial
statements with a view to increasing the completeness and comparability of
records concerning the provincial school systems. The former manual was prepared
following a Federal-Provincial conference which provided for a committee of
sevenprovincial, federal and other personnel to undertake its preparation. Although
extremely valuable at the time of publication, the manual has been out of print for
many years and changes in school organization and accounting procedures reduced
its value.

The present manual was proposed at a Federal-Provincial Conference on
Education Finance, November 22-24, 1961, at which meeting a committee was
appointed representing the Atlantic Provinces, Quebec, Ontario, the Western
Provinces and DBS. Members were Mr. C.W, Smith, Mr. G. Normandeau, Mr. F.S.
Wilson, Mr. J.W. Chalmers, Mr. P.L. Maltby and Miss E.R. Cram. During the course
ot preparation Mr. G. Larose, Mr. B.E. Besteck and Mr. W.B. Bolton took over
from Mr. Normandeau, Mr. Chalmers and Miss Cram respectively. Mr. P.L,
Maltby provided liaison for meetings of the committee as well as preparing drafts
and incorporating the ideas of the committee in the final report. Mr. Bolton of the
Public Finance and Transportation Division ensured that this manual is not in
conflict with definitions and procedures recommended in the Municipal Finance
Reporting Manual.

This manual is offered with the hope that it will be useful to secretary-
treasurers, and contribute to greater uniformity in accounting procedures and
therefore in the production of uniform statistics.

WALTER E. DUFFETT,

Dominion Statistician.






TABLE OF CONTENTS

Chapter

1.

INtrodGhongssthals B 4 s S SR b L8 b B0 T e s s T s e

The purpose of the manual; method of preparation.

2. A Brief Outline of Accounting for School Board FiNANCes .........cocvoovvviveveovvnooneeen,
General Procedures; Fund Accounting; Accrual Accounting and Cash Accounting;
Single Entry: Double Entry; Books and records: the Annual Audit.
3. Classification of ACCOUNES (B) ...cccoeiiiiiireiiiieieieeett e e st es et
Current (Operating) Fund, accrual basis. With sample statement.
4. Classification of ACCOUNES (M) ......ocoooiiiiiiiiii i esee v s e e e e e
Current (Operating) Fund, cash basis. With sample statement.
5. Classification of AcCOUNES (TII) .....c.cooviiiiiiiiiiiiiieeeeeeeeeereeveseeeereessaseass e eees s
Statement of Source and Application of Funds of the Capital (Building) and Loan
Fund. With sample statement.
fsaGlassification ofsACCoUNES, (IVA). ... b ks i cemsrsesoraibieseeeden e et b er s aseessoen st
Statement of Receipts and Payments of the Capital (Building) and Loan Fund.
With sample statement.
7. Statement of Assets and Liabilities ..................ccoocioiiiiiie oo e
Definitions of the items which appear in the statement of assets and liabilities
of each fund. With sample statements.
8.pBudEetines .. ... . SheCorm e B 0 e oSRERNCY . S TR e S
The budgetary process and the purpose it serves.
9. SupplementaryRR e cordsiuit: rel s BN GOm0 R mim e e e
The Fixed Assets Register; the Insurance Register; the Debenture Register.
1'0: "Allocationiof Gosts’ L. .ol N Ao et C e TR 0 . SRS
The need for pro-rating costs. Methods of pro-rating costs — between expenditure
items, e.g. administration and supervision; types of school, e.g. night school,
summer school and day school; types of course, e.g. academic and vocational.

IR Ve TR0 o (OIS e B0 F e, T A e s i, i T .. &
The uses of per pupil costs. Standards of comparison-enrolments, average daily
attendance, average daily enrolment. Different items to be included for different
purposes.

Glossary of Some Terms Used in the Manual ..o

LTV D2 pcimns, o SHOmRD e R e e i T R

21

31

41

45

49

57

59

63

67

69






CHAPTER 1
INTRODUCTION

There are in Canada some fifteen thousand
school boards svending, annually, about one and a
half billion dollars for the education of the children
within their jurisdiction. Although the amount spent
by individual boards varies from a few thousand
dollars to several millions per year, the money
which even the smallest board spends represents a
large proportion of the local taxpayers' municipal
and provincial tax burden. The foremost responsi-
bility of school trustees is to the pupils in their
schools and they are charged with raising the funds
to finance the educational facilities which are
required or which they consider desirable. They
must also be prepared to account for their expendi-
tures and to demonstrate that the best use has been
made of the resources at their disposal.

This accounting is usually accomplished
through completing a set of financial reportsrequired
by the provincial department of education, and
making the information contained therein available
to the local taxpayers. These reports are prepared
from books of account maintained by the school
board secretary-treasurers, many of whom are not
trained accountants, but are conscientious citizens
doing the job voluntarily or for a very small fee, It
is for these officials that this manual is primarily
intended; its aim is to help them to operate a simple
system of bookkeeping which will enable them to
account for their income and expenditure and to
complete the reports required by the department of
education. It is, however, expected that professional
accountants will find this book of value, particu-
larly those chapters dealing with the classification
of accounts, allocation of costs and per pupil costs.

In the preparation of this manual, there has
been constant consultation with officials of the
provincial departments of education to ensure that
it would be adaptable for use in all educational
jurisdictions. It is, however, inevitable that each
province must make some exceptions to generally
accepted practices because of the varying require-
ments of provincial departments of education. This
manual should, therefore, be read in conjunction
with the instructions which normally accompany the
annual financial statements required by these
departments.

The assistance given by the provincial depart-
ments in the preparation of this manual has been
indispensible. The reasons for their interest in
complete accounting and accurate reporting need
not be stressed here for they are sufficiently
obvious.

The Dominion Bureau of Statistics is con-
cerned with the collection and publication of
complete, accurate and comparable information on
educational expenditures in all the provinces.
School boards are responsible for over two thirds
of these expenditures and the accuracy of their
returns is, therefore, of great importance, It is hoped
that the widespread adoption of this manual will
result in the provision of strictly comparable data
on the detailed income and expenditure of school
boards in every province. Such data will, it is
anticipated, be of use and interest to trustees and
educational administrators who will be able to
compare the financial operations of their boards
with those of similar boards throughout Canada.

The efficient financial administration by every
board is essential to ensure that the resources
available for the support of education are put to
the best possible use. In brief, the aims of this
manual are:

To order the work of the secretary-treasurer.

To provide a uniform classification of accounts
so that valid comparisons can be made between
similar boards in any province.

To make possible the compilation of comparable
statistics on income and expenditure, on capital
costs and debenture debt.

To enable comparable per pupil costs to be
calculated.

To improve the accuracy and coverage of all other
financial data published by DBS.

Its value will be determined largely by the
extent to which it succeeds in achieving these
objectives.






CHAPTER 2
A BRIETY OUTLINE OFF ACCOUNTING FOR SCHOOL BOARD FINANCES

One of the primary objects of this manual is to
provide some guidance for those secretary-treasurers
who have had no opportunity of formal training in
accounting or bookkeeping. Although it is not
possible in a manual of this sort to give a complete
outline of accounting procedures, this chapter aims
at drawing attention to the more important aspects
of the secretary-treasurer’s accounting duties.
Further information can be found in any good,
up-to-date text book on bookkeeping or public
accounting.

General Procedures

Before going on to give a detailed description
of accounting we must draw the reader's attention
to the need for businesslike procedures. A school
board is not a business, in the sense that its main
objective is to make a profit, but it is responsible
for the expenditure of public funds. The secretary-
treasurer should therefore, be sure that all his
transactions are carried out in an efficient, business-
like manner. All entries should be both accurate
and complete and should be made promptly. It is
impossible to place too much emphasis on these
requisites. Books which are inaccurate or incom-
plete will be, at best, misleading, and at worst may
leid to breaches of the law,. Delay in making entries
will often lead to inaccuracy. As time passes it
Becomes more and more difficult to remember the
exact circumstances of a transaction and conse-
quently the possibility of error increases.

In keeping accurate books, a proper system of
filing and record keeping is essential. All documents
such as invoices, receipts, etc. relating to the
financial transactions of the school board should
be kept by the secretary-treasurer, and kept in such
a way that they can be readily found whenever they
must be referred to. This will involve the operation
of a filing system. The nature and complexity of the
filing system will, of course, depend upon the size
of the organization. For most purposes, documents
should be filed either alphabetically or in date
order. The secretary-treasurer will have to decide
which type of filing system will be most appropriate
for the documents with which he has to deal.

Two useful devices for checking the accuracy
of the bookkeeping are the Trial Balance and Bank
Reconciliation Statement. These will be described
later.

A proper system of accounting provides a
complete record of every financial transaction in
which the board is involved; it enables the board to
account for funds and control expenditure; it is a
source of information about costs. By fulfilling all
these requirements it will be an instrument for the
efficient administration of the board's affairs.

Fund Accounting

If proper financial control is to be maintained,
the various assets of the board must be used for
those purposes for which they are intended. For
example, money raised by the sale of debentures
should be used only for the purpose for which the
debentures were issued. To ensure this proper
separation of assets, different funds must be set
up for each separate and specific activity of the
board.

A fund has been defined as a sum of money or
other resources set aside for the purpose of carrying
on specific activities in accordance with specific
regulations, restrictions or limitations and consti-
tuting an independent accounting entity. Most
secretary-treasurers will find it preferable to have
a separate bank account for each of the funds they
operate. Although this is not essential if separate
sets of accounts are used for each fund, it simpli-
fies some accounting procedures, and helps to avoid
any possible confusion between the monetary assets
of the different funds.

All boards must operate a Current (Operating)
Fund which records all transactions concerned with
current operations. In addition, a board should oper-
ate the following funds if it is engaged in any of
the appropriate activities.

Capital (Building) and Loan Fund. — To record
all transactions in moneys and other assets ear-
marked for use in acquiring school sites, buildings,
equipment for new buildings, additions to existing
buildings and major equipment additions.

Trust Fund. — To record the management assets
received and held by the board as trustee, to be
expended in accordance with the conditions of the
trust.

Other Special Funds.—To record the operations
of the ancillary and other special services, i.e.,
dormitories, hostels, or residences; teacherages:
cafeterias; bookstores; textbook rental schemes;
caution fees, locker fees, etc.

A more detailed discussion of each of the
above funds will be found in Chapter 7.

Accrual Accounting and Cash Accounting

There are two bases of accounting which may
be used — the accrual basis and the cash basis.
The preferred method is the accrual basis, under
which all revenues are recorded when earned or when
levies or requisitions on municipalities are made,
even though no cash has been received. Expendi-
tures are recorded as incurred, when the goods are
received or the services rendered. From these
records a statement of revenue and expenditure is
prepared. For example, supposing Board A arranges
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for the education of its pupils at a school operated
by Board B, during the year 1964, at a fee of $1,500,
Board A does not make payment until 1965. Under
the accrual system the $1,500 is charged to tuition
fees for 1964, the year in which the education was
received. The accounts will thus reflect the actual
cost of education for the year 1964.

The cash basis of accounting does not provide
such clarity, but some secretary-treasurers may find
it simpler to operate. The cash basis involves a
record of cash transactions and from this record a
statement of Receipts and Payments is drawn up.
Receipts are recorded when the cash or cheques are
actually received, regardless of when they were
earned, and payments are entered only when they
are made, regardless of when they were incwred.

In addition money received from or repaid on loans
is regarded as a receipt or payment, even though i
does not affect the operating costs of the board.
That is to say, the board’s cash position is not
permanently improved by bhorrowing money in the
same way as it is by receiving grants or fees. To
follow the example in the paragraph above, $1,500
would not be charged to tuition fees until 1965 by
Board A, although the liability was incurred in 1964
and was properly a part of the cost of education for
1964. It can easily be seen that this system does
not give a true picture of the financial condition of
the board, or of the cost of educationfor a particular
year. However, if sufficient information on accounts
receivable and accounts payable is available, it
is possible for an auditor to prepare a statement of
revenues and expenditures from books kept on the
cash basis.
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Single Entry Bookkeeping

The keeping of proper records is one of the
most important duties of the secretary-treasury and,
with the advice of his trustees and auditor, he
should decide whether the system of bookkeepinghe
is at present operating provides all the information
required for efficient administration.

In a very small board, operating only one or
two classrooms, the books may be kept on a single
entry bookkeeping system. Only the following basic
records will be used.

1. Cash book.

2. Duplicatereceipt book (pre-numbered and stamped
with name of the board. These are obtainable
from any stationers).

3. Duplicate bank deposit book (which the bank
will issue on request).

4. Cheque book with stubs or duplicates — pre-
numbered. Current accounts are recommended as
cancelled cheques will be returned along with
bank statement.

Each of the board’'s financial transactions will
be recorded on either the receipts side or payments
side of the cash book and this entry will be the
only record made of the transaction other than what
appears in the supporting documents — Receipt
B, Lok deposil ook and chegque boglk.

Cagh Book — Receipts

A receipt signed by the secretary-treasurer
should be issued for all moneys received and a
duplicate kept in the duplicate receipt book. Cash
and cheques received should be deposited in the
bank as soon as possible and the duplicates of the
deposit slip receipt-stamped by the teller. These
documents provide evidence of receipts and deposits
to support entries recorded on the receipts side of
the cash book. (Form A is an example of the type
of book which should be used for this purpose.) It
should show:

1. Date of receipt
2. Number of duplicate receipt.
3. Details of source, (i.e. the name of payer and
purpose of payment).

4, Account number. (This will simplify the summar-
izing of the entries at the end of the year. See
Chapter 4).
Record of bank deposits.
. Total amount received,

. Amount of receipt entered in appropriate column.
8 A column for the auditor’s check mark.

.
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Where the number of entries to be made on the
receipts side of the cash book is very small, itmay
not e necessary to have separate columns for each
mjor source of revenue. The secretary-treasurer
wan use hisdiscretion in deciding how many columns
i@ requires for recording receipts. The important
point to bear in mind is the need for accuracy in
recording and in allocating receipts to the correct
divisions and subdivisions set out in Chapter 4.

Cash Book — Payments

There must be proper authorization for all
payments. The following documents are necessary
to support all entries on the payments side of the
cash book.

1. Board minute authorizing the payment.

2. Invoice or other evidence of material or service
delivered.

3. Receipt or cancelled cheque endorsed by the
payee.

No payments should be made in cash except
from petty cash.

Petty Cash — Imprest System

In discussing disbursements, the statement
was made that normally all payments should be
made by cheque as this is a way to achieve effec-
tive internal control. There are occasions, however,
when it is certainly more efficient to make very
small payments by cash. If such payments are to be
made, they should be handled from a petty cash
fund set up on the imprest system, i.e. a fund which
is established as a fixed amount for which the person
in charge is held personally accountable.

In setting up and operating a petty cash fund
the "ailowing rules should be observed:

1. Amount should be no larger than is necessary —
$25 to $50 is generally adequate.

2. Fund should always be completely under the
control of one person.

3. A limit should be placed on size of payments to
be made from fund,

4. Receipts should be obtained for al]l payments,

5. Cash on hand in the petty cash fund plus
receipts on hand should always add to the fixed
amount of the fund.

6. Fund should be reimbursed by the person in
control requesting a cheque from the general
bank accounts, supporting the request by receipts
totalling the amount of the cheque,

The original cheque setting up the petty cash
fund will be set up as an asset in the general ledger
accounts, and all subsequent cheques written to
reimburse the fund will, of course, be charged to
expense, accordingtothe nature of the disbursements,

The payment page(s) of the cash book (Form
B provides an example) should provide for the
following items.

. Date of payment.

. Cheque number.

. Detail of payment,

. Account number, This will simplify the sum-
marizing of the entries at the end of the year,
See Chapter 4.

5. Payment distributed in appropriate column.

6. A column for the auditor’s check mark.

NS —



Current (Operating) Fund Féiar A
CASH RECEIPTS
l b __
. Total Local Prov, Federal Fees from Other Other :
Date Rﬁc' Details ANCZ[' &1‘;“"‘0) Received® | Taxation Govt. Govt. Indivs., Boards Sources Audit
% : Dr. Cr. Cr. Cr. Cr. Cr. Cr. v
* The total of each of these two columns should be the same and should agree with the sum of the totals of the distribution columns.
Current (Operating) Fund Form B
PAYMENTS (Cheque Register)
Total* Business
Date Cl;chue Details ANC“‘ Payment Admin.
: S (38 Dr.
* The total of this column should agree with the sum of the totals of the distribution columns.
. Debt Charges .
Other Plant Pupil . Capital
Instruction Educational Operation and Ttansport- B%t:r%rs AS:crll_lcag Expend- Audit
Services Maintenance ation Vi Principal Interest itures .
Dr, Dr. Dr. Dr. Dr. Dr. Dr. Dr. Dr. vV
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Double Entry Bookkeeping

The system outlined on the previous pages is
tha bare minimum of a single entry bookkeeping
svstem and although it may be adequate for a board
operating only one small school it would not meet
the needs of a larger organization, The greater the
number and complexity of the transactions in which
the board is involved, the more necessary double
entry bookkeeping becomes. Briefly, the principle
of double entry bookkeeping is that every transaction
has two aspects, a debit to one or more accounts and
a credit to another or others. Increases in assets
are debits; increases in liabilities or surplus are
credits. The sum of all debits in a given .period
must equal the sum of all credits, thereby providing
an automatic check of the accuracy of entries. For
example, if teachers’ salary payments of $5,000 are
made, the Instructional Salary Account is debited
$5,000 and the Cash Account is credited $5,000.

For a double entry bookkeeping system the
following books and records are required,

1. Duplicate receipt book (pre-numbered and
stamped with name of board; obtainable from any
stationer.)

2. Duplicate bank deposit book (supplied on request
by the Bank.)

3. Cheque book with stubs or duplicate, pre-
nambered, Current account is recommended as
cancelled cheques will be returned along with
Bunk Statement,

General joumal.
General ledger.
Purchases journal.
. Payroll journal.

=1 w

Cash Book — Receipts

A receipt signed by the secretary-treasurer or
his deputy should be issued for all moneys received
and a duplicate kept in the duplicate receipt book.
Cash and cheques received should be deposited
intact in the bank as soon as possible and the
duplicate of the deposit slip receipt-stamped by the
teller. These documents provide evidence of
receipts and deposits to support the entries recorded
on the receipt page of the cash book. Fom C
illustrates the type of book which could be used for
this purpose, It should provide for the following
items.,

1. Date of receipt,

2. Receipt number,

3. Details of source (name of payer and purpose of
payment),

4, Cashmemo.

5. Record of bank deposits,

6. Columns for the distribution of receipts, sub-
divided to show the number of the account to
which the receipt is credited and the amount,

7. A general ledger column subdivided between

4. “ash book. debit and credit.
Current (Operating) Fund Form C
CASH RECEIPTS
Local Provincial
Taxation Government
Date Rec. Detail Cash DeBZI;l;ts
No. Memo P Accty Amount Alcath Amount
Dr. No. Cn No. Cr.
Form C
Federal Fees from . Other School Other G 1 Led
Government Individuals Boards Sources T el
Acct. Amount Acct. Amount Acct. Amount Acct. Amount D ©
No. (Cr. No. erk No. Cr. No. (¢4 = E-
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Cash Book — Payments

There must be proper authorization for all
payments, The following documents are necessary
to support all entries on the payments side of the
cash book.

1, Board minute authorizing the payment,

2. Shipping invoice or other evidence of material
or service delivered.

3. Receipt and cancelled cheque endorsed by the
payee,

4. Signed copy of receiving slip.

Form D is an example of the type of record
suitable for the payment side of the cash book.Not
all boards will feel that the account number Sub-
columns are necessary and these boards will decide
where they wish to record the account number to
which the item is posted. Here, as elsewhere in the
manual, the form illustrated is intended only as an
example and as an indication of what information
should be recorded. It should provide for the
following items.

1, Date of payment.

2, Cheque number,

3. Details of payment (name of payee and purpose
of payment).

4. Bank credit column (i.e. the amount of the
cheque).

5. Columns for the distribution of the payments
subdivided to show the number of the account
debited and the amount.,

6. General Ledger column subdivided between debit
and credit.

Petty Cash — Imprest System

In discussing disbursements, the statement
was made that normally all payments should be
made by cheque as thisis a way toachieve effective
internal control. There are occasions, however, when
it is certainly more efficient to make very small
payments by cash. If such payments are to be made,
they should be handled from a petty cash fund set
up on the imprest system, i.e. a fund which is
established as a fixed amount for which the person
in charge is held personally accountable,

In setting up and operating a petty cash fund
the following rules should be observed:

1. Amount should be no larger than is necessary —
$25 to $50 is generally adequate,

2. Fund should always be completely under the
control of one person,

3. A limit should be placed on size of payments to
be made from fund.

4, Receipts should be obtained for all payments,

5. Cash on hand in the petty cash fund plus receipts
on hand should always add to the fixed amount of
the fund,

6. Fund should be reimbursed by the person in
control requesting a cheque from the general
accounts, supporting the request by receipts
totalling the amount of the cheque,

The original cheque setting up the petty cash
fund will be set up as an asset in the general ledger
and all subsequent cheques written to reimburse the
fund will, of course, be charged to expense,
according to the nature of the disbursements.




Form D

Current (Operating) Fund
PAYMENTS (Cheque Register)
Business : Other Educa- | Plant Operation
Administration Instruction tional Services | & Maintenance
Date |Chgaue Detail Bank
Acct.| Amount |Acct. | Amount |Acct.| Amount |Acct. | Amount
Cr. No. Dr. No. Dr. No. Ds. No. Dr,
I
&
|
Debt Charges l
Pupil Other Ancillary Capita
Transportation Boards Services Expenditures G
Principal Interest
Acct, Amount Acct. Amount Acct. Amount Acct, Amount Acct. Amount Acct. Amount oy o
No. Dr. No. Dr. No. Dr. No. Dr. No. Dr. No. Dr. ° o
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The General Joumal

The journal (see Form E) is used for entering,
in chronological order, any corrections, adjustments
and closing entries, For example, where an expendi-
ture has been posted to the wrong account, the
correction should be made by putting a correcting

entry through the journal which records the transfer
to the correct account, It is, of course, necessary to
post the correction to the appropriate ledger sheet,
The journal may also be used for recording transfers
between funds and other transactions not involving
cash e.g. discount on taxes or write-off,

GM/M ( OM Fuﬂd Form E
GENERAL JOURNAL
Date Detail Account Debit Credit
7%¢ 3
Aeley / W W«w 73/ R.50
v ¥
(@mm—u@ W )
W exfoorsloleceed 1/3 2 2.50
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The General Ledger

A ledger is a collection of accounts; a separate
ledger page (illustrated in Form F') should be opened
for each account (as shown in the classification in
Chapters 3 or 4) which is likely to be operated
during the year.

At the beginning of the financial year the
amount budgeted for each account should be entered
in the heading of the account, as a memorandum, so
that a ready comparison can be made beiween the

@%927/@16”%

amount budgeted and the amount actually spent at
any date., Some boards may wish to operate a more
rigid system of budgetary control,

A ledger sheet should, of course, be set up for
each revenue account and for each expenditure
account, All transactions should be debited or
credited, as appropriate, in the ledger. For each
account there is thus maintained a complete record
of all its related financial operations during the
year.

CerrenT (Of"""&”y) Fund Fhil
GENERAL LEDGER - EXPENDITURE ACCOUNTS
Fund Ceettert Account W‘W (W No. J2¢
Date Detail Folio " Debit Credit Balance
KgLuiko(.géthuplz-— oo %S00

796 3 3

o, 2 #«A’ﬂ- W W So.00° .
Ty - £ b/ 7




‘T'rial Balance

As everyone is liable to make errors it is
iuportant that, from time to time, the accuracy of
hookkeeping should be checked by taking a trial
balance. As errors become more difficult to find the
longer they are left, the secretary-treasurer should
take a trial balance at regular monthly intervals.
The steps in taking a trial balance are as follows:

1. Find the balance of each account by subtracting
the smaller side from the larger. For example, if
an account has credit items totalling $200 and
debit items totalling $150 it has a credit balance
of $50.

2. List all the accounts on a sheet of journal paper
(i.e. with two account columns) in the order in
which they appear in the ledger.

3. In the debit column enter all debit balances and
in the credit column enter all credit balances.

4, Add the columns. The totals should be equal
because, as we have said earlier, in double entry
bookkeeping two entries are made for each trans-
action, debiting one account and crediting
another,

If the two columns balance, it is reasonably
safeto assume that the books are accurate, although
it is possible that an item has been posted to the
wrong acccunt or that there may be compensating
@rrors which may come to light later. If the two
eolumns do not balance, there must be an error in
<t books and there are certain steps which should
@ taken. These are:

1. Re-add the two columns in the trial balance.

2. Check the amounts in the trial balance with the
the balances of each account.

3. Re-add each account to make sure that the
balance is correct.

4, Check the additions in the books of original
entry.

5. Check that all entries have been correctly posted
from the books of original entry.

Sometimes it may be possible to avoid taking
all these steps by using short-cuts such as:

1. If only one digit is incorrect there is a high
probability that there is a mistake in addition.

2. If the difference is divisible by 9 there is prob-
ably a transposition or reversal of digits, e.g. 95
entered as 59.

3. If the difference is divisible by 2 it is possible
that some entry may have been posted on the
wrong side of an account.

4, If the error is large first check those accounts
which are large enough to allow such an error
to be made.

The best way to avoid trouble in the trial
balance is to take the greatest possible care in
making each entry and each posting, and to keep all
records up to date.

Two additional books of account which some
boards may find it advantageous to maintain are the
Purchase Journal and the Payroll Journal.

The Purchase Journal

Although this record is not necessary for the
smaller boards some larger ones may wish toinclude
it among their books of original entry particularly
where invoices are not paid as soon as they are
received.

The purchase journal is a specialized book of
original entry in which all purchases on account are
recorded. This will probably constitute the majority
of purchases made as few goods or services are
paid for prior to or at the time of delivery except
from petty cash. It should be noted that transactions
involving not only goods but also services such as
telephone, electricity, etc., should be recorded in
the purchases journal, a sample of which is shown
at Form G.

As soon as an invoice is received from a
supplier, the quantity, type and price of the goods
or services actually received should be checked
against the goods invoiced. The arithmetical accur-
acy of the invoice should also be checked. It is
helpful if the receiver completes and signs a
receiving slip certifying that the goods, as invoiced,
have actually been received.

Form G
PURCHASE JOURNAL
Accaines Purchases Sundries Eh
Date Accc_)unt ayable
credited By Admin. Instrn. Pl. Op. e Amount
Cr. Dr. Dr. Dr. - Dr.
1963
Mar. 5 | Telephone Co. 9.25 9.25
6 | Futniture Supply Co. 105.00 Health Services 105.00
9 | Projector Co. 350.00 350.00
12 | Petroleum Co. 93.00 Pupil Trans. 93.00




Next, the purchase invoice, as invoices
received by the purchaser are called, should be
entered in the purchase journal and the journal page
number recorded on the face of the invoice for
reference and audit purposes. The Purchase Journal
should show:

1. Date of entry.

2. Account credited — a separate ledger account
is maintained for each supplier in the accounts
payable ledger. His name should be entered here.

3. Accounts payahle — the credit entry is always to
the account of the supplier and the amount is
entered in the Accounts Payable column.

4, Purchases — there are usually several debit
columns in a purchase journal. A separate
column should be provided for each account for
which there will be a substantial number of
entries.

5. Sundries — as it is not practicable to provide
columns for every account for which purchases
might be made this column provides for the entry
of miscellaneous purchases.

All items entered in the purchase journal are
subsequently posted to the appropriate ledger
account. A subsidiary ledger known as the accounts
payable ledger should be established if there are a
considerable number of suppliers. The only record
of accounts payable in the general ledger is one
account called the accounts payable control account,
which summarizes the entries in the individual
accounts in the accounts payable ledger. The total
of the accounts payable column should be postedto
the accounts payable control account at the end
of each month. The credit entries should be posted
individually to the accounts of the suppliers each
day. The check mark indicates that the postings
have heen made.

N.B. If a board operates a purchase journal a
column for accounts payable will be required in the
cash book.

The Payroll Journal

The payment of wages and salaries has devel-
oped into a very complicated procedure. No longer
is it a simple matter of handing the employee a
cheque for one tenth or one twelfth of his annual
earnings. There are few employees who do not have
two or more of the following compulsory and volun-
tary deductions, income tax, unemployment insur-
ance, superannuation, hospital and medical insurance,
association or union dues, savings plan, etc. Proper
payroll operations require the following documents:

Payroll journal (Form H).
Employee’s earning record (Form I).
Employee’s statement of earnings.
Employvee's cheque,

There are several payroll systems, such as a
pegboard payroll which will provide all these docu-
ments in one clerical operation, and which are
economical for boards withrelatively few employees.
The secretary-treasurer of a board with several
employees should investigate some of these sys-
tems. Some boards may find it more convenient to
make arrangements for employees’ salaries to be
deposited directly to their accounts. If an employee
leaves before the endof a pay period, relevant infor-
mation should be entered on his individual pay
record and subsequently posted to the payroll
journal.

On the employee’s earning record is entered
each month the details of earnings, deductions and
net pay, It is a permanent salary record and provides
readily accessible information for the T4 income-tax
reports, unemployment insurance reports, etc, The
employee’s statement of earnings accompanies his
pay cheque and informs him of his salary and
deductions.

The payroll journal records the same informa-
tion, being, in effect, a list of the salaries,
deductions and net pay of all employees in each
pay period. In total it provides the data for drawing
the monthly payroll transfer cheque (see below) to
payroll bank account, and for drawing cheques
payable to the appropriate bodies for income tax,
health insurance and other deductions. Sub-totals,
by functional classifications provide the details
required for classification of accounts. Where the
number of staff employed warrants it, the payroll
may be divided into appropriate sections with a
summary providing the grand totals, A separate pay-
roll should be operated for casual employees.

Boards with very few employees will draw
salary cheques on the general bank account but
those with a larger staff will find it advisable to
open a separate payroll account. Each pay period
one cheque is drawn on the general account for the
total amount of salaries payable and deposited to
the payroll account, on which the individual salary
cheques are drawn. This reduces the number of
cheques to be entered in the cash book and simpli-
fies the bank reconciliation in the general account
by reducing the possible number of outstanding
cheques.

Forms H and I are examples of how the payroll
journal and employee’s eaming record might he set
up. Additional columns can be added where necessary.

In addition to the books of account dealt with
above, the following supplementary records should
also be kept.

The fixed assets register,
The insurance register.
The dehenture register.
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PAYROLL JOURNAL Form H
Payroll Period e Classification Payroll Date
g Earnings Deductions
P'ﬁg““ SEEN= Nape Period | Worked | R2te StandardOvertime| < | Income | U"™" | Health | Union | Super- | 1. Bl |
¥ etc. Tax l‘;;’:f’::ze Insurance Dues |annuation
EMPLOYEE'S EARNING RECORD Form |
Name Position Rate
Address School
Employee No. Phone Home
School
Earnings Deductions
P:?zd w‘i'li‘id Hage ) e \ g:; C?\'eg.qe
Sandard | DTN | Gross, | MSSRE. | ployment | 0L, | DAY | apmuatien | Tt
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The Annual Audit

An annual audit of the board’s books is a legal
requirement in most provinces, and in some of them
the audit must be carried out by a member of one of
the professional accounting societies. For the bene-
fit of those in provinces where legislation permits
laymen to perform this duty and for the information
of secretary-treasurers a few words on the subject
may be helpful. The following suggestions may also
serve to give secretary-treasurers and trustees an
idea of whether the audit of their books is being
properly carried out.

First of all, the importance of having a capable
auditor cannot be too strongly emphasized. In many
provinces the choice of auditor is limited by statute
or regulation, and the secretary-treasurer should be
familiar with these limitations, Where any choice is
left to the board it should be careful to choose a
person, who not only possesses the legal qualifica-
tions for the job, but one who is known to be meticu-
lous, scrupulous and conscientious in his work.

Before the books can be audited they must be
in the proper form. This requires that all books
should be in good order and balanced, and all
records — cash receipts and cash payments book,
journal, ledger, receipt books, (and other books of
original entry) — made available to the auditor.
Since it is an auditor’s duty to be critical, adequate
proof should be supplied of the authenticity of all
transactions of the board, It is also worth bearing
in mind that the more accounting work left for the
auditor, and the more difficult his task, the higher
his fee is likely to be,

Once he is satisfied that the books are bal-
anced and that he has all the records he is likely
to need, the auditor should begin by verifying, ac-
cording to legislation, items in the books of original
entry, such as the cash book and general journal.

All balances at the beginning of the year shouid
agree with balances at the end of the previous year.
The balance shown in the bank pass book or bank
statement, less the total amount of any chequaés
issued but not yet cashed, should equal the balance
shown in the bank account in the general ledger,
For all moneys received there should be a duplicate
receipt form and preferably a confirming document
from the paying body, e.g. a statement of grants
from the provincial department of education or of
school taxes received from the municipality. For
all payments there should he a receipt or a cancel-
led cheque, an invoice, and a2 minute of the board
authorizing the expenditure. Having satisfied him-
self of the authority for all entries in the books,
the auditor should next check the mechanical
accuracy and the correctness of all postings from
books of original entry, to the general ledger, pay-
roll record, etc. He is then in a position to check
the annual financial statement, if it is drawn up
by the secretary-treasurer, or to prepare it himself
if it is his responsibility to do so.

In his report to the school board the auditor
should not only draw attention to any irregularities
or inaccuracies in the accounts, but he should also
be prepared to recommend any improvements which
he considers necessary to the adequacy of the ac-
counting system.

In other words, the auditor should considé&r
himself as the financial representative of the rate-
payers. It is not sufficient for him merely to check
the secretary-treasurer’s arithmetic and bookkewi-
ing, nor is it sufficient for him merely to verify thal
public money is not being misused; he has the
positive duty of satisfying himself that the board’s
financial operations are within its legal authority,
one of the most important aspects of his work. The
secretary-treasurer should not hesitate to ask the
auditor’s advice on accounting matters and must be
prepared to accept constructive criticism from him,




CHAPTER 3
CLASSIFICATION OF ACCOUNTS (I) — CURRENT (OPERATING) FUND

We referred in the previous chapter to the cash
and accrual bases of accounting. The differences
in these two methods make it preferable to give two
separate and distinct classifications of accounts
for the Current (Operating) Fund. Although many
items will be identical in both bases, an attempt
to cover both under one set of definitions would
e confusing and may lead to misunderstanding.

The two items which may appear out of place
in this classification because they are not directly
connected with current operations, are ‘‘Capital
Iixpenditure from Current Funds’’ and ‘‘Debt
Charges'’. In some provinces it is considered pref-
erable that there should be no capital expenditure
from current funds and that where current assets
are to be used for capital purposes, they should be
shown as transfers to the Capital (Building) and
Loan Fund and the expenditure shown as a payment
from that fund.

Capital debt charges however, properly belong
in the Current (Operating) Fund because the pay-
ments, which fall due each year, are met from
cwrent revenue, As capital debt is redeemed from
current funds, the redemption is reflected in the
Capital (Building) and Loan Fund by a journal entry
reducing the amount of outstanding debentures and
increasing investment in capital assets.

Both Capital Expenditures from Current Funds
and Debt Charges enter into the cost of education
but, because they are likely to be irregular in
amount from year to year, depending on the school
building program, they are shown separately from
other current operating costs so that a comparable
surrent operating cost per pupil may be calculated
I each board. (See Chapter 11).

The classification appropriate to the accrual
busis is given first. Secretary-treasurers of boards
operating on the cash basis should turn to Chapter4.

Accrual Basis

Classification of Revenues and Expenditures of the
Current (Operating) Fund

Note: The numbering of the items in this
clidsification is for reference purposes only. It is
uwdt, of course, intended to serve as a coding system
far machine accounting purposes.

A. Revenues
A 100 f.ocal Taxation

Most boards will find either A110 or A 120
appropriate for entries of revenues from local
Laxalion.

A 110 Taxes levied by school board. — This item
will apply to school boards in Prince Edward
Island, most boards in Quebec, boards in the
unorganized areas of Ontario, and a few boards
elsewhere, Include taxes collected for the board
by the provincial government,

A 120 Requisition on home municipalities., — This
will apply to all boards where school taxes are
levied by municipal authorities on behalf of the
school board. It should be the gross amount,
including levy for school debt charges, if these
are paid by the board,

A 130 Requisitions on other municipalities. — A
Supporting schedule should list the municipalities
and amounts,

A 140 Subscriptions in lieu of taxes,

A 200 Provincial Government

Include all revenue accruing to the school
board from the provincial government in the fiscal
period, including grants for debt charges and capital
expenditures from current funds but excluding grants
for capital expenditures which will appear in the
Capital (Building) and Loan Fund,

A 210 Grants. ~ In those provinces which pay
several grants for different purposes, a supporting
schedule should show the amount received for
each purpose. Where it is the practice to deduct
teachers’ superannuation contributions ortrustees'
association dues, etc,, from grants receivable,
the gross grants should be reported, with any
deductions shown as a separate calculation, Salary
grants or supplements paid by the province
directly to the teachers should be excluded,

A220 Reimbursement of cost of education, etc, —
For children resident on provincial crown lands,

A 230 Other. — Include revenue for use of schools
for practice teaching, etc.

A 300 Federal Government

A 310 Tuition fees.
A311 Indian students,

A 312 Other students resident on Federal crown
lands, such as establishments of Departments
of National Defence, Agriculture and Transport.

A 320 Grants in lieu of taxes. — Only applicable
where boards levy and collect their own taxes or
where municipality pays such grants ditrectly to
the school board. Give the name of the department
or agency making the payvment,



A 330 Reimbursement of salaries. — Show the
amount reimbursed by the Department of National
Defence for salaries paid to teachers serving in
D.N.D. schools overseas. (See Item B210). If not
reported here these salaries may be shown as a
recovery of expenditure but should still be
identifiable.

A 340 Other, — Include revenue for transportation
provided for federal pupils.

A 400 Tuition Fees from Individuals

Include here fees accruing for education from
students and their parents or guardians, including
welfare or other agencies acting as guardians, Do
not include fees paid by other school boards (see
A510) or fees paid for night school or summer
school (see A 800).

A 410 Resident pupils.
A 420 Non-tesident pupils.
A 500 Other School Boards in the Provincial School

System

A supporting schedule should show the names
of the authorities from which revenues are accrued
and the sums involved under each of the following
headings.

A 510 Tuition. — Include tuition fees accruing
from other school boards for non-resident pupils.

A 520 Transportation.
A 530 Debenture debt payments.
A 540 Other.

A 600 Sale of Property and Insurance Proceeds

The following items will be used by boards
in Ontario. In other provinces revenues from these
sources may be shown atitem A 500 of the Statement
of Source and Application of Funds of the Capital
(Building) and Loan Fund.

A 610 Sale of school sites.

A 620 Sale of school huildings.
A 630 Sale of other buildings.
A 640 Sale of equipment.

A 650 Insurance proceeds.

A 700 Gross Revenue from Ancillary Services

Ancillary services are those activities of the
board which, although not directly related to the
teaching process, provide services intended to
improve the conditions under which instruction is
carried on. A separate set of accounts should be
kept for each service operated and any revenue
entered here,

A 710 Teacherages or teachers’ residences.
A 720 Cafeterias.

A 730 Bookstores.

A 740 Text-book rental schemes.

A 750 Other, — Include caution fees, locker fees,
ete,

A B00 Other Educational Services

Gross revenue from the following educational
services for which fees are charged, for which
separate sets of accounts are to be maintained,

A 810 Night school.
A 820 Summer school.

A 900 Other Sources

A 910 Interest. — On bank deposits or short term
investments of the Current (Operating) Fund, etc.

A 920 Rent. — Of school buildings, grounds and
other facilities. Exclude rent of teacherages (see
Item A710) and rent received from the provincial
or federal governments (see Items A 230 and A 340
respectively).

A 930 Recovery of expenditure (Specify). — This
item may be used to show reimbursements by the
Department of National Defence for salaries of
teachers on loan overseas, recovery of salaries
for jointly employed persons etc.

A 940 Transfers from other funds.

A 950 Miscellaneous revenues. — Enter here any
revenues for which no provision is made under
any other heading, including penalties for late
payment of taxes.

A 1000 Surplus from Previous Year

This or any portion of it, is regarded as
revenue if it is carried forward from one year to the
next and used for meeting obligations in the later
year. Where it is compulsory to carry forward the
entire surplus, the amount entered here should agree
with the amount shown as surplus on the previous
year’s statement of revenue and expenditure of the
Currerit (Operating) Fund.

A 1100 Deficit for the Current Year

This is the amount by which the total of
items B 100 to B1100 exceed the total of items
A 100 to A 900,

Note: Where capital payments are the responsi-
bility of an authority other than the school board,
as in Nova Scotia, the following item will be required
following the Grand Total of the Revenue Section.
Transfers re Debt Charges and Capital Expenditure




from Current Funds. The amount shown here will
equal the total of the memorandum items following
the Grand Total of Expenditures. This note does not
apply where municipalities merely issue debentures
on behalf of the school board.

B. Expenditures

In each of the following classifications where
it is appropriate, there is a separate category for
‘“salaries, wages, etc.'”” The amount shown here
should be the gross amount (before deduction of
income tax, and employees’ contribution to medical
insurance schemes, etc.) of salaries, wages, honor-
ariums, fees or other remuneration, paid to employees
of the board. It should include bonuses, overtime
payments etc. The amount of the employer's contri-
butions for unemployment, hospital, and medical
insurance, and any other employee benefits should
be shown as a separate item.

In arriving at the amount to be included under
salaries and wages the following sample calcula-
tion, for a single employee may be of assistance.

$ $
Net salary paid (take-home pay) ........ 3,065
Add:
Income tax deducted ........c.......... 202
Employee’s superannuation contri-

{0301 A¥o] ¢ ¥ TP P S 200
Teacher’ association dues.............. 12
Healthinsurance (employee’s share) 65 479

Total SALACY «coeoviieiieciiieneeinneniereeee 3,544

Employer’s contributions:
Superannuation ..._......cccceiniieenineienne. 200
Health Insurance ......ccoeevveeevevennnnne 60
Total employer’s contribution ... 260

The classification of an employee depends on
the nature of his duties rather than on his title.
Thus, the salary of a superintendent of schools
whose sole concern is with academic matters should
be classified under ‘‘Educational Administration
and Supervision’’, but if his duties are mainly con-
cerned with non-academic matters, it should be
classified under ‘‘Business Administration’’.

There will be some instances where the duties
of an employee are so varied that it is difficult to
decide how his salary should be classified. In such
a case, the secretary-treasurer can either classify
the whole salary under one heading on some arbi-
trary basis or allocate the salary under the appro-
priate headings on the basis of the amount of time
estimated to be spent on each activity. His choice
will depend on whether he considers that the greater
accuracy achieved by the second method justifies
the extra time taken. The problems of allocating
salaries and other expenditures are dealt with more
fully in Chapter 10.

There is also a separate category for‘‘Materials
and Supplies'’. These are items which are consumed

in use or lose their identity through being incorpora-
ted into other units. If damaged, it is more feasible
to replace them than to have them repaired. Some
inexpensive items, otherwise having the character-
istics of equipment, may be classified as supplies
if not capitalized. Supplies should not be confused
with equipment, which is non-expendable and would
be repaired, rather than replaced, if damaged.

B 100 Business Administration

Business administration consists of those
activities which have as their purpose the general
regulation, direction and control of those aspects
of the board’s operations not directly concerned
with instruction.

B 110 Salaries, wages, etc. — Include superin-
tendent of schools (if his duties are mainly admin-
istrative), secretary-treasurer, business adminis-
trator, purchasing agent, etc., and their clerks
and stenographers. Boards which collect their
own taxes should include commission paid to
individuals on taxes collected.

B 120 Materials and supplies.

B121 Office supplies used in connection with
day to day administration.

B 122 Supplies used in connection with board
meetings, annual meetings, election of trustees,
etc.

B 130 Other expenses of administration.

B 131 Office expenses including postage, rental
of office machines, professional services
(auditing, legal, etc., but excluding fees on
the purchase of property); premium on secretary-
treasurer’'s bond; travelling expenses and
membership dues of administrative staff; pay-
ments to agencies supplying office staff,
business machines, service; liability insurance,
etc.

B 132 Expenses of the board in connection with
board meetings, annual meetings, election of
trustees, etc. — include membership of trustees’
associations, travelling expenses or per diem
allowances paid to trustees, ete.

B 200 Instruction (Day School)

For instruction include those activities which
deal with or aid in the teaching process and tuition
fees to other boards (excluding those mentioned at
8 250), although instructional costs, should be shown
under Item B610,

B210 Instructional salaries. — Include all princi-
pals, vice-principals, heads of departments and
classroom teachers assigned to particular schools,
and those itinerant and visiting teachers whose
duties are clearly not supervisory. Report salaries
of teachers who are on loan for service in Depart-
ment of National Defence schools overseas as a
separate item.



B 220 Educational administration and supervisory
salaries. — Include the superintendent of schools
(if his duties are mainly supervisory), supervisors,
co-ordinators, consultants, inspectors and all
other supervisory staff who are not assigned to a
particular school.

B 230 Other salaries and wages. — Include all
clerks and stenographers whose duties are con-
nected with instruction. Include also any school
librarians who are not regarded as teaching staff.

B 240 Materials and supplies,— Include text-books
and stationery supplied free of charge by the
board; supplementary books; library books, maga-
Zines, etc.; audio-visual supplies (including rent
of films, tapes, etc.), charts, globes and pictures;
supplies used in the teaching of art, science,
commercial subjects, vocational subjects, home
economics, industrial arts, physical education,
agriculture, etc.; report cards, library cards, office
supplies, etc.

B 250 Tuition fees to schools outside the pro-
vincial school system. — Include fees paid to
Indian schools, private schools, schools for
retarded children, etc.

B260 Other expenses of instruction. — Include
travelling expenses and membership fees of
instructional personnel; expenses (other than
pupil transportation) of field trips, commencement
exercises, exhibitions and festivals; bursaries
for teacher training, correspondence courses,
internship, sabbatical leave, etc.

B 300 Other Educational Services

B310 Attendance services.— Activities which
have as their purpose the promotion and improve-
ment of attendance at school.

B311 Salaries, wages, etc. —Include attendance
officers and others engaged in enforcing
attendance and their clerks and stenographers.

B312 Other expenses of attendance services —
Include stationery, office supplies, travelling
expenses, etc.

B 320 Health services. — Activities in the field of
physical and mental health which are not directly
concerned with instruction. Consists of medical,
dental, psychiatric and nursing service in the
nature of inspection, treatment, weighing, etc.

B321 Salaries, wages etc.-—Include doctors,
psychiatrists, dentists, physio-therapists, etc.
and their nurses, technicians, clerks and
stenographers.

B 322 Other expenses of health services-—In-
clude medical, dental and first aid supplies;
travelling expenses and membership dues of
medical and health personnel; office supplies,
etc.

B 330 Night school. — Include gross expenditure.

B 340 Summer school. — Include gross expenditure.

B 400 Plant Operation and Maintenance

Plant operation and maintenance consists of
those activities concerned with keeping the school,
grounds and equipment up to their original condition
of completeness and efficiency and ensuring that
the physical plant is open and fit for use. Include
maintenance and repairs to vehicles not used for
public transportation but exclude all pupil trans-
portation costs.

B 410 Salaries, wages etc.—Include janitors,
cleaners, engineers, firemen, etc., and Other
operational or maintenance staff employed by the
board; carpenters, plumbers, etc.

B420 Utility services. - Payments to outside
bodies for heat, light, power, water, sewers,
telephones in schools, ete.

B 430 Materials and supplies. — Include cleaning
supplies, gardening supplies, toilet supplies,
electrical fuses and bulbs, etc.

B440 Repairs and replacements.— This item
should include the total cost of work performed
by people who are not employees of the board, as
it is usually impossible in such cases to dis-
tinguish between the cost of labour and the cost
of materials. See definitions of Repairs and
Replacements in Glossary of Accounting Terms.

B441 Repair and maintenance of buildings and
grounds.

B 442 Repair of furniture and equipment.

B443 Replacement of furniture and equipment,
not capitalized.

B 450 Other expenses.

B451 Rent of school buildings, grounds and
other facilities.

B 452 Insurance of buildings, furniture and
equipment.

B 453 Other (Specify).

B 500 Pupil Transportation or Altemative Services

Pupil transportation consists of conveying
pupils to and from school activities, either between
home and school or on trips for curricular or co-
curricular activities. Included under this heading are
services which are supplied as an alternative to
transportation, e.g. hostels, dormitories, boarding
allowances, etc.

B 510 Operation of board-owned buses.

B511 Salaries, wages, etc. — Include trans-
portation supervisors and their clerks and steno-
graphers; drivers, mechanics and bus cleaners.

B512 Materials and supplies, — Include cost
of operating and maintaining vehicles and
garages, such as gasoline, oil.

B 513 Repairs and replacements not capitalized.




k.

B514 Purchase or acquisition of buses and
other pupil transportation equipment, from
current funds.

(N.B. — Replacements must be shown at Item
B513)

B515 Provision for replacement of buses. — To
be used only in provinces where boards are
required by statute to provide for replacement.
(N.B. — No board should show entries for the
same bus at items B514 and B515)

B516 Other expenses.
registration of vehicles;
garage; insurance of vehicles,
students.

— Include licence or
rent and taxes on
drivers and

B320 Contractual services. — Include the cost
of transportation provided under contract with
private or public transport companies; payments
made to parents for providing transportation.

B 330 Alternative services.

B 531 Net cost of operating domitories, hostels
or residences. A separate set of accounts
should be kept for these.

B 532 Boarding allowance.

B 600 Other School Boards in the Provincial School
System

A supporting schedule should show the names
of the boards and the sums involved under each of
the following heads.

B 610 Tuition. — For the regular school program.
B 620 Transportation.
B 630 Debenture debt payments.,

B 640 Other.

B 700 Miscellaneous Operating Costs

Enter any operating costs for which no pro-
vision is made at any other item, including provision
for uncollected taxes.

B 800 Gross Costs of Ancillary Services

Ancillary services consist of those activities
of the board which, although not directly related to
the teaching process, provide services intended to
improve the conditions under which instruction is
carried on.

Sepamate sets of accounts should be kept for
each service operated. The amount entered here
should be the gross cost to the board.

B 810 Teacherages or teachers’ residences.
B 820 Cafeterias.

B 830 Bookstores.

B 840 Text-book rental schemes.

B850 Other, including caution fees, locker fees,
etc.

B 900 Transfers to Other Funds

Note: In those areas where capital costs are
the fiscal responsibility of an authority other than
the school board, asin Nova Scotia, the information
for items B1000 and B 1100 will have to be obtained
from the responsible authority and reported as memo-
randa after the Grand Total of Expenditures. This
note does not apply where the municipalities merely
issue debentures on behalf of the board.

B 1000 Debt Charges

Debt charges consist of expenditures for the
retirement of debt and expenditures for interest on
debt. Payments made to other boards in respect of
debt charges should be shown at Item B 630.

B 1010 Capital debt charges.

B 1011 Administration.
B1011.1 Debenture debt charges — Include
principal instalments and interest.
B1011.11 Principal.
B1011.12 Interest.
B1011.2 Other long-term debt charges.
B1011.21 Principal.
B1011.22 Interest.

B 1012 Instruction.
B 1012.1 Debenture debt charges.
B1012.11 Principal.
B1012.12 Interest.
B1012.2 Cther long-term debt charges.
B1012.21 Principal.
B 1012.22 Interest.

B1013 Transportation.
B 1013.1 Debenture debt charges.
B1013.11 Principal.
B1013.12 Interest.
B 1013.2 Other long-term debt charges.
B 1013.21 Principal.
B 1013.22 Interest.

B 1020 Current interest charges. — Include interest,
debt charges, etc. on temporary loans for current
operating purposes. Do not include principal
repayments.

B 1100 Capital Expenditures from Current Funds
(Where permitted)

Capital expenditures are those which result
in the acquisition of fixed assets or additions and
improvements to fixed assets. When fixed assets
are purchased from current funds there will be a
journal entry debiting assets and crediting invest-
ment in capital assets.



B 1110 Sites

B1111 Acquisition and additions. — Include all
costs of the acquisition of new sites and addi-
tions to existing sites, including professional
fees for drawings, specifications, landscape
architect, lawyer, etc.

B1112 Improvements. — Include landscaping;
fencing; grading; drainage; sewers; paths;
treatment of athletic fields and tennis courts;
surfacing of playground areas, etc.

B 1120 Buildings

B1121 Acquisition and additions. — Include all
costs relating to the acquisition of buildings
and additions to existing buildings, including
all professional fees. An addition to a building
involves an increase in the existing floor area.

B1122 Improvements. — Include all structural
alterations (as distinct from repairs whkich do
not increase the existing floor area); the initial
or additional installation of systems of heating,
lighting, plumbing, ventilation, fire protection,
etc.

B 1130 Furniture and equipment

B1131 For instruction. — Include pupils’ and
teachers’ desks and chairs, tables, bookcases,
etc., intended for classroom use; equipment
used for instruction in science, art, commercial
subjects, home economics, shop, physical edu-
cation, agriculture, etc.

B1132 For other purposes. — Include all furni-
ture and equipment not directly connected with
instruction, including vehicles other than
school buses.

If the secretary-treasurer intends to prepare a
statement of Source and Application of Capital
Funds, he will not show capital expenditures from
current funds at Item B1100. Instead the total
amount spent will be shown at Item B900 Transfers
to Other funds. See also Item A 400 in Chapter 5.

B 1200 Deficit from Previous Year

This or any portion of it is regarded as
expenditure if it is carried forward from one year to
the next to be met out of the revenue of the later
year if sufficient funds are available. The amount
entered here should agree with the deficit shown on
the previous year’s financial statement.

B 1300 Surplus for the Current Year

This is the amount by which items A100 to
A 900 exceed the total of items B100 to B1100.

Note: A statement of changes which have taken
place in the deficit account since the end of tha
last fiscal period should be shown at this item or
on a separate statement includad with the financial
report.




" (Name of School District or Division)
CURRENT (OPERATING) FUND

Statement of Revenue and Expenditure

for the year ended 19
Previous Budget Acrtual
A. REVENUE Year Estimate Revenue
A 100 Local Taxation
A 110 Taxes levied by school board ......ccocvveeiivinininiviiicices i s i
A 120 Requisition on home municipality .......oc.cooviiiiiieieiieeieieeeeeeee e
A 130 Requisition on other municipalities .............ccccocmiiiiviimiiiiiecieciieeiiennen.
A 140 Subscriptions in lieu of tAXES .....occociiiieiiviciiiicrencnieeee e e b s een e e
Total, local $ax@tion .. ....cccoiiiiiiiiniiieiiininii e coreeresst e cessee s enne e snsannes
A 200 Provincial Government
A 210 GPANES oeiiiiiiiiie et ettt re e et e et e et e e et eeaee e sest s e e e rae e bsteasenaneresaees
A 220 Reimbursement of cost of education, €tC. .............ooireerieireeeceriersirses e
A 230 Other ..o ennnenesreen e eaae s RS YRR Y || e TR TR
Total, provincial government h
A 300 Federal Government ‘\
A 310 Tuition fees :
A 311 Indian SEUAENES ..ottt crirnr st ints s esbees e e seesrs e ssea s e tnrn e saneen
A 312 Other students resident on federal crown lands .....ccocovecviiierierncnieeerans
A 320 Grants in lieu of taxes .......cocccovvvirvceeiicienice e,
A 330 Reimbursement of salaries
B PR S IIEIONN - S50 e 3n - Shiom <A oy e+ s w e maras asnsd s nanasannnebabuer sesnanosssoesnuonsrressravefaeebennsis
Total, federal government ..............c.cccccooovieiiiiiiiieiieieiie i
A0 Tuitinn Fees from Individuals
A 410 Resident Pupils ..ottt e -
A 420 Non-resident pupils =
Total, tuition fees from individuals _.....................ccoooiiiiiiiirimiiiiiineniene,
A 500 Other School Boards in the Provincial System
ASHIONIU cionksms e, Soaca s B e e i e
A S20 TrANSPOTTATION .. .eoiiiiiiiie ittt ee e er e erne et e rae s escon s coe aenanee et e s earneobonsaee sues
A 530 Debenture debt Payments .. .......c.oooiiiiiiiiiiirii et e
L G O T e e L PR
Total, ather schaol boards in the pravincial system ................c...eeeeeenn .
A 600 Sale of Property and Insurance Proceeds
A 610 Sale of School SITES .ot cireciienicieererer e seresn e s cesnenacee s e sasesennnnen
A 620 Sale of school Buildings ....cccecirieininicieiiirinierereirrresnesrsessressraressesonesssasenaes
A 630 Sale of otherbuildings ....................ooooooooee
A G40 Sale of EQUIPMENT ... iiiiiiiaeiierrrees e e eeerna e e ee s e enarrans e e seaneaenneeesraasnraran
AGSO INSUTANCE PrOCEEAS ....cccuiineriiiecririeneraeiiirsori et ssaesetranieesitoansassanesnneassnsessassssens

Total, sale of praperty and insurance proceeds
A 700 Gross Revenue from Ancillary Services
A 710 Teacherages or teachers’ residences ...........cocoiiviiiiviiiciiiicirnnsinreeninens

A 720 Cafeterias

A 730 Bookstores

A 740 Text-book rental schemes ...

A 750 Other

Tatal, grass revenve from ancillary services ................ccooccooviivivieiveenns

A 800 Other Educational Services

ABIO Night school ..o e e ose s
A 820 Summer school




A. REVENUE (Concluded)

A 900 Octher Sources
A D10 INLEIEST .oiiiiiiiiiiiiiieiiiriire e e e sar e e e stes b ere e s ae e e e e eneaans .
A 920 Rent
A 930 Recovery of expenditure

A 940 Transfers from other funds ...

A 950 Miscellaneous revenues

Total, other sources

TOTAL REVENUE

A 1000 Surplus from Previous Year

A 1100 Deficit for the Current Year

Previous
Year

Budget
Estimates

Actual
Revenue

B. EXPENDITURE

B 100 Business Administration
B 110 Salaties, WaReS, €IC. .ottt et e eraeeeeeaste s ereseeres ennreenneaaran
B 120 Materials and supplies
B 121 Office supplies . ...ccccoiiciriiniciiniciiiieniccriieneioeeans 2
B 122 Board’s supplies

B 130 Other expenses of administration
B 131 Office expenses

B 132 Board's expenses

Total, business administration

B 200 Instruction {(Day School)

B 210 Instructional salaries

B 220 Educational administration and supervisory salaries

B 230 Other salaries and wages

B 240 Materials and supplies

B 250 Tuition fees to schools outside the provincial system

B 260 Other expenses of instruction

Total, instruction

B 300 Other Educational Services
B 310 Attendance Services
B 311 Salaries, Wages, @CC. ..ociociviiiriieiiiieeeeeee e eec e e reee e reeene e esaes
B 312 Other expenses of attendance services
B 320 Health Services

B 321 Salaries, Wages, @LC. .iiiimniiircreoneicrnanressresieesoeeesaessesseseeeensenees

B 322 Other expenses of health services
3330 Night school ..o
B 340 Summer school

B 400 Plant Operation and Maintenance
B 410 Salaries, WaABES, €1C. . cociiiiiriiiceiieiireeetrsertnsaee s esss e s aessaesaeentosestsesns e nnarsrnes
B 420 Utility services

B 430 Materials and supplies

Previous
Year

Budget
Estimates

Actual
Expenditure




B. EXPENDITURE (Continued)

B 440 Repairs and replacements
B 441 Repair and maintenance of buildings and grounds .......................

B 442 Repair of furniture and equipment ........cccooveeieiieeiiiin e,

B 443 Replacement of furniture and equipment .............ccoocvevevivnennnn,
B 450 Other expenses

B 451 Rent of school buildings, €tC. .....ooevioiiiiiieeiiiieieeeeeeeeee e

B 452 Insurance of buildings, furniture and equipment .................

Previous
Year

Budges
Estimates

Actual
Expenditures

B 453 Other (SPecify) ..ottt e et ee s st e

Total, plant operation and maintenance ...............cooceevvivvivoeeeeeeeeen

B 500 Pupil Transportation or Alternative Services

B 510 Operation of board-owned buses
BS1E Salaries, Wages, €1C. ....cicciiiiiiiiiiiiieie it ceieeeesti e e s e e earesraees
B 512 Materials and supplies ..c....coooveiiiiiiice e
B 513 Repairs and replacements not capitalized ...........oooeevveveeereioo .
B 514 Purchase or acquisition of buses, etc.
B 515 Provision for replacement of buses ........cccoooevvveerversieeersieeean.
B S16 Other eXPENSES ...cocoiieiiriiiieicice et oo e eeeenans

B 520 Contractual services

B 530 Alternative services

I3 600 Other School Boards in the Provincial System
BOIO Tuition....ocovveeeieeeceeeeeeaecieseie e e
B 620 Transportation

B 630 Debenture debt payments ........c.occooiieiieiiieiiin i st s e eee s areen
L B T o e P o TN U s e S SR

Total, other school boards in the provincial system _........................

B 700 Miscellaneous Operating COSES ......ccocvivvevirreiivenveninnereinnnns
B 800 Gross Costs of Ancillary Services

B 810 Teacherages or teachers’ residences .......ccoooeiieeeieeiiiiciveneiveieniieco
BIBRIOAC aifeteinias ............ W ol o oo AR L e e

B 900 Transfers to Other Funds ........occooiiiiiiiiiiiiiiiiieincioniireeneecrressosstenseseeeeeeeeeeeeeaes
B 1000 Debt Charges
B 1010 Capital debt charges
B 101t Administration
B1011.1 Debenture debt charges
BLOLI.11 Principal ..ot cevesiernneceneri e
BIOIL.12 INtEIEST ......ocuiuviiieiviienrecnrseetestnesnseesesr e resesasne soas
£ 1741.2 Other long-term debt charges
B1011.21 Principal .....oovviiriiiiniirinannieiireeciesiasseeeeeseen e
BIOTE.22 INterest ...oooioiiiiiiiierneeriieroniees e sneiseeseremeseaesne




N —

Previous Budget Actual
B. EXPENDITURE (Concluded) Year Estimates Expenditure .
B1012 Instruction
B1012.1 Debenture debt charges
B2 T8 Beincipall - 0.8 o M B N
B1012,12 INTEIEST oroiiiiiicrricrcceriieeretn e cencraereaensnssnane
B 1012.2 Other long-term debt charges
§333100)) [ 224p2) L) ST v [ SO S St S s RO e et
B1012.22 INtetest .ocoovvcreecncrnecneeereeemrenimecsnnesereaeenenaeas
B 1013 Transportation
B1013.1 Debenture debt charges
B1013.11 Principal
B1013.12 Interest ...........
B1013.2 Ocher long-term debt charges
BIIOL3R2]1 PRAGAPAN ....50.0ecccvcvasiseresssioossioeseasivessismss bossans
ERINS2 ZRENCELOSE i, . ovonenrrseioses imasannsssssts onbedoonniomenss futests
B 1020 Current interest charges ................coocoiiiiiiiiiiiiiiiniinec e e ceennees

RO N e b Y O TR ST 1. B, oo i e 5 et o o sl . e

B 1100 Capital Expenditures from Current Funds
B1110 Sites
B 1111 Acquisition and additions ...........ceiiiiiirniiinn.

B 1112 Improvements
B 1120 Buildings
B 1121 Acquisition and additions ...

B1122 Improvements

B 1130 Fusniture and equipment
B R B InSERUNCE NG, .. .. .. faeecsmosthiabasamesssthosanatsses s stsattte oo sasses Soutnseshanns

B 1132 For other purposes .

Total, capital expenditures from current funds .............cocrmriiiievninnns

OMAL EXBENDIMUREE......... ..o oo i pusmsa sianssnssssissmiasscasensossssonsssase  fos dss
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CHAPTER 4
CLASSIFICATION OF ACCOUNTS (II) — CURRENT (OPERATING) FUND

Cash Basis

Many of the secretary-treasurers whose books

are kept on the cash basis will be using the single
entry system of bookkeeping (seepage 13).This may
be a good time to review the steps they must take
in arriving at the statement of receipts and payments.
Secretary-treasurers and trustees are responsible
for receiving and spending public funds. The proce-
dures for recording all transactions connected with
these funds should be followed conscientiously and

methodically sothat a properaccounting can be made.

The Receipts side of the statement is a summary

of all the money received by the board during the
year. On receiving any money whether by cheque or
cash, the secretary-treasurer should take the follow-
ing steps:

1L,
23
3.

4.

frov:

Issue a receipt from his duplicate receipt book
(see page 13).

Enter the receipt in his cash book (see pages
13 and 14).

Deposit the cash or cheque in the bank at the
first opportunity.

OCbtain from the teller a stamped copy of the
deposit slip.

Atthe end of the year he should add thereceipts
each of the sources shown in the following

classification of accounts.

The Payments side of the statement summarizes

all the board's disbursements during the year. The

procedure for recording them is a little more com-
plicated and should always be carried out method-
ically. The following steps are required in making
and recording a payment:

e

2.

3.

Obtain the board’s approval for making the pay-
ment, in the form of a board minute.

Make out a purchase order, have it signed by
the designated signing authority, and send it to
the supplier.

As soon as the goods or services are delivered
an invoice should be obtained from the supplier
and the receiver should make out a receiving
slip.

Make out a cheque for the amount due and enter
the details on the stub. Do not make payments
in cash except for very small amounts (see
page 13).

. Enter the payment in the cash hook (seepage 13).

Where payment is made from Petty Cash obtain
a receipt from the person to whom the payment
was made. When payment is made by cheque, the
cancelled cheque will serve the same purpose.
At the end of the year add the payments madew
under each of the headings in the classification
of accounts given below.

For the purpose of summarizing payments, a

simple work sheet (Form J)might be useful. It can
easily be drawn up by the secretary-treasurer. Of
course, columns need be provided for only those
items where entries would be made.

Form J
B 100. Business I . B 300. Other Edu-
Administration 7 B 200. Instruction (Day School) cational Services
B 220 B 250
B1liO B 120 B210 3 B 230 B 240 g B 260 B310
Salaries, |Materials gz{:i? Instruc- E:::’;‘S"‘ud'::?' Other Materials "I;:letsm::) Other Auend- HBe:lzgr
wages, and h Ses tional vi;orp salaries and rivate |€xpenses of ance SEvicE
etc. supplies | €*PEP Salaries Salarizs and wages | supplies :chools instruction | Services g
$ $
On closing his books at the end of the year the Bank Balance perbank pass book or
secretary-treasurer may find that his books do not bank statement.......oooiiiincncens 1,420.50
show the same bank balance as his bank statement Outstanding ChequeS-
or pass book. This is probably because some of the gzg' ;g ‘;_, %igfv‘:]"- 302'82
cheques he has issued have not yet been cashed. Dec, 31 F. HAITISON oo oo 22:50
If he checks the stubs of his cheque book against
E A Total outstanding .................... .
the cancelled cheques he can determine which L om SLAINE 325.45
cheques are still outstanding and can prepare the Bank Balance less outstanding che-
following statement to satisfy himself and to show L1 1 T S 1, 095.05
the board that this is the cause of the difference. Balance on hand per cash book...... 1,095.05




The secretary-treasurer should never hold cag.h
or cheques which should have been deposited in
the bank.

In this classification two items may appear out
of place because they are not directly connected
with current operations. They are ‘*Capital Payments
from Current Funds’’ and ‘‘Debt Charges’’. In some
provinces it is considered preferable that there
should be no capital payments from current funds
and that where current assets are to be used for
capital purposes, they should be shown as transfers
to the Capital (Building) and Loan Fund and the
payment shown as a payment from that fund.

Debt charges however, properly belong in the
Current (Operating) Fund because the payments,
which fall due each year, are met from current
receipts.

Both Capital Payments from Current Funds and
Debt Charges enter into the cost of education but,
because they are likely to be irregular in amount
from year to year, depending on the school building
program, they are shown separately from other
current operating costs so that a comparable current
operating cost per pupil may be calculated for each
board.

Classification of Receipts and Payments of the
Current (Operating) Fund

Note: The numbering in this classification of
accounts is for reference purposes only. It is not,
of course, intended to serve as a coding system for
machine accounting purposes,

A, Receipts

A 100 Local Taxation

A 110 Taxes levied by school board, — This item
will apply to school boards in Prince Edward
Island, most boards in Quebec, boards in the
unorganized areas of Ontario, and a few boards
elsewhere, Include taxes collected for the board
by the provincial govemment,

A 120 Requisition on home municipality or muni-
cipalities. — This will apply to all boards where
school taxes are levied by municipal authorities
on behalf of the school board. This should be the
gross amount, including levy for scaocol debt
charges, where these are paid by the board,

A 130 Requisitions on other municipalities. — A
supporting schedule should list the municipalities
and amounts,

A 140 Subscriptions in lieu of taxes.

A 200 Provincial Government

Include all receipts from the provincial
government in the fiscal period, including grants
for debt charges and capital expenditures from
current funds but excluding grants for capital
expenditures which will appear in the Capital
(Building) and Loan Fund,

A 210 Grants. — In those provinces which pay
several grants for different purposes, a supporting
schedule should show the amount received for
each purpose. Where it is the practice to deduct
teachers’ superannuation contributions or trus-
tees’ association dues, etc., from grants receiv-
able, the gross grants should be reported with
any deductions shown as a separate calculation,
Salary grants or supplements paid by the province
directly to the teachers should be excluded.

A 220 Reimbursement of cost of education, etc. —
For children resident on provincial crown lands,

A 230 Other. — Include receipts for use of schools
for practice teaching, etc,

A 300 Federal Government

A 310 Tuition fees.
A311 Indian students,

A 312 Other students resident on Faederal ¢rown
lands, such as establishments of Departments
of National Defence, Agriculture and Transport,

A 320 Grants in lieu of taxes. — Only applicable
where boards levy and collect their own taxes or
where municipality pays such grants directly to
the school board. Give the name of the department
or agency making the payment.

A 330 Reimbursement of salaries, — Show the
amount reimbursed by the Department of National
Defence for salaries paid to teachers serving in
D.N.D. schools overseas. (See Item B210). If
not reported here these salaries may be shown as
a recovery of expenditure but should still be
identifiable.

A 340 Other. — Include receipts for transporta-
tion provided for Federal pupils.

A 400 Tuition Fees from Individuals

Include here fees received for education from
students and their parents or guardians, including
welfare or other agencies acting as guardians. Do
not include fees paid by other school boards (see
A510) or fees paid for uight school or suzsiar
school (see A 700).

A 410 Resident pupils,

A 420 Non-resident pupils,
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A 500 Other School Boards in the Provincial School
System
A supporting schedule should show the names
ot the paying authorities and the sums received
under each of the following headings.,

A 510 Tuition. — Include tuition fees received
from other school boards for non-resident pupils.

A 520 Transportation.
A 530 Debenture debt payments.

A 540 Other.

A 600 Gross Receipts from Ancillary Services

Ancillary services are those activities of the
board which, although not directly related to the
teaching process, provide services intended to
improve the conditions under which instruction is
carried on. A separate set of accounts should be
kept for each service operated and any receipts
entered here,

A 610 Teacherages or teachers’ residences.
A 620 Cafeterias.

A 630 Bookstores.

A 610 Text-book rental schemes.

A 650 Other. — Include caution fees, locker fees,
elcy,

A 700 Other Educational Services

Gross receipts from the following educational
services for which separate sets of accounts are
to be maintained.

A 710 Night school.

A 720 Summer school.

A 800 Other Sources

A 810 Interest. — On bank deposits or short term
investments of the Current (Operating) Fund, etc,

A B20 Rent. — Of school buildings, grounds, and
other facilities, Exclude rent of teacherages (see
Item A610) and rent received from the provincial
governments (see [tems A 230 and A 340 respect-
ively).

A 80 Recovery of expenditure (Specify).— This
item may be used to show reimbursements by the
Department of National Defence for salaries of
teachers on loan overseas, recovery of salaries
for jointly employed persons etc,

A 840 Transfers from other
permitted)

funds. — (where

A 850 Miscellaneous receipts. — Enter here any
receipts for which no provision is made under any
other heading, including penalties for late pay-
ment of taxes,

1900 Loans Received

Include loans from bank and other sources
for current operating purposes whether or not
secured by note. Exclude principal of loans unpaid
in the same fiscal year.

A 1000 Cash on Hand and in the Bank at End of
Previous Year

This figure must agree with the amount
(Item B1300) on the statement of receipts and pay-
ments for the preceding year.

A 1100 Bank Overdraft at End of Current Year

This shows the amount by which the balance
on hand at the beginningof the year plus the receipts
for the year failed to meet the payments of the
period plus any overdraft from the previous year,

B. Payments

In each of the following classifications where
it is appropriate, there is a separate category for
‘‘Salaries, wages, etc.” The amount shown here
should be the gross amount, (before deduction of
superannuation, income tax, and employees’ contri-
bution to medical insurance schemes, etc,) of
salaries, wages, honorariums, fees or other remuner-
ation, paid to employees of the board, It should
include bonuses, overtime payments, etc, The
amount of the employer's contributions for unem-
ployment, hospital and medical insurance, and any
other employee benefits should be shown as a
separate item,

In arriving at the amount to be included under
salaries and wages the following sample calcula-
tion, for single employee may be of assistance,

dollars

Total salary (regular salary plus
overtimen,............ & & WIS . 3,544

Less:
- Income tax deducted ...................... 202

DUbION. & 8 =t | S 200
Teachers' association dues .......... 12
Health insurance (employees'

share)d. s Lol Lo T .. 65

Total deductions ........................ 479
Net salary paid (take home pay) ...... 3,065
Employer’s contributions:

Superannuation .............c.cco.oeeeneenns 200
Health insurance ................. 60

Total employer’s contributions 260



The classification of an employee depends on
the nature of his duties rather than on his title,
Thus, the salary of a superintendent of schools
whose sole concern is with academic matters should
be classified under ‘‘Educational Administration
and Supervision’’, but if his duties are mainly con-
cerned with non-academic matters, it should be
classified under **Business Administration’’ . There
will be some instances where the duties of an
employee are so varied that it is difficult to decide
how his salary should be classified. In such a case,
the secretary-treasurer can either classify the whole
salary under one heading on some arbitrary basis or
allocate the salary under the appropriate headings
on the basis of the amount of time estimated to be
spent on each activity, His choice will depend on
whether he considers that the greater accuracy
achieved by the second method justifies the extra
time taken. The problems of allocating salaries and
other expenditures are dealt with more fully in
Chapter 10.

Thereis also a separate category for‘‘Materials
and Supplies’’. These are items which are consumed
in use or lose their identity through incorporation
into other units. If damaged, it is more feasible to
replace them than to have them repaired, Some
inexpensive items, otherwise having the character-
istics of equipment, may be classified as supplies
if not capitalized. Supplies should not be confused
with equipment, which is non-expendable and would
be repaired rather than replaced, if damaged.

B 100 Business Administration

Business administration consists of those
activities which have as their purpose the general
regulation, direction and control of those aspects
of the board’s operations not directly concerned
with instruction,

B 110 Salaries, wages, etc.— Include superin-
tendent of schools (if his duties are mainly
administrative), secretary-treasurer, business
administrator, purchasing agent, etc,, and their
clerks and stenographers. Boards which collect
their own taxes should include commission paid
to individuals on taxes collected,

B 120 Materials and supplies.

B121 Office supplies used in connection with
day to day administration,

B122 Supplies used in connection with board
meetings, annual meetings, election of trustees,
ete,

B 130 Other expenses of adminisiration.

B131 Office expenses including postage,rental
of office machines, professional services
(auditing, legal, etc., but excluding fees on the
purchase of property), premium on secretary-
treasurer's bond; travelling expenses and
membership dues of administrative staff;

payments to agencies supplying office staff,
business machine time und service; liability
insurance, etg,

B 132 Expenses of the board in connection with
board meetings, annual meetings, election of
trustees, etc, — include membership of trustees’
associations, travelling expenses or per diem
allowances paid to trustees, etc,

B 200 Instruction (Day School)

Instruction consists ofthose activities dealing
with or aiding in the teaching process, Tuition fees
to other boards excluding those mentioned at B 250,
although instructional costs, should be shown under
Item B610.

B 210 Instructional salaries. — Include all prin-
cipals, vice-principals, heads of departments and
classroom teachers assigned to one school, and
thoseitinerant and visiting teachers whose duties
are clearly not supervisory. Report salaries of
teachers who are on loan for service in Department
of National Defence schools overseas as a
separate jtem,

B 220 Educational administration and supervisory
salaries. — Include superintendent of schools (if
his duties are mainly supervisory), supervisors,

co-ordinators, consultants, inspectors and all
other supervisory staff who are not assigned to
one school.

B230 Other salaries and wages, — Include all
clerks and stenographers whose duties are con-
nected with instruction. Include also any school
librarians who are not regarded as teaching staff,

B 240 Materials and supplies.— Include text-books
and stationery supplied free of charge by the
board; supplementary books; library books,
magazines, etc.; audio-visual supplies (including
rent of films, tapes, etc.), charts, globes and
pictures; supplies used in the teaching of art,
science, commercial subjects, vocational sub-
jects, home economics, industrial arts, physical
education, agriculture, etc.; report cards, library
cards, office supplies, etc,

B 250 Tuition fees paid to schools outside the
provincial school system. — Include fees paid to
Indian schools, private schools, schools for
retarded children, etc,

B260 Other expenses of instruction. — Include
travelling expenses and membership fees of
instructional personnel; expenses (other than
pupil transportation) of field trips, commencement
exercises, exhibitions and festivals; bursaries
for teacher training, correspondence courses,
internship, sabbatical leave, etc.

B 300 Other Educational Services
B310 Attendance services. — Activities which

have as their purpose the promotion and improve-
ment of attendance at school.




B311 Salaries, wages, etc. — Include attendance
officers and others engaged in enforcing
attendance and their clerks and stenographers.

B312 Other expenses of attendance services, —
Include stationery, office supplies, travelling
expenses, etc.

B320 Health services. — Activities in the field
of physical and mental health which are not
directly concerned with instruction, Consists of
medical, dental, psychiatric and nursing service
in the nature of inspection, treatment, weighing,
etc,

B321 Salaries, wages, etc. — Include doctors,
psychiatrists, dentists, physio-therapists, etc.
and their nurses, technicians, clerks and
stenographers,

B322 Other expenses of health services, —
Include medical, dental and first aid supplies;
travelling expenses and membership dues of
medical and health personnel; office supplies,
etc,

B 330 Night school. — Include gross payments,

B 340 Summer school. — Include gross payments,

3400 Plant Operation and Maintenance

Plant operation and maintenance consists of
thaae activities concerned with keeping the school,
grounds and equipment up to their original condition
=n{ completeness and efficiency and ensuring that
the physical plant is open and fit for use. Include
maintenance and repairs to vehicles not used for
pupil transportation but exclude all pupil transpor-
tation costs.

B410 Salaries, wages, etc. — Include janitors,
cleaners, engineers, firemen, etc., and other
operational or maintenance staff employed by the
board; carpenters, plumbers, etc,

B420 Utility services. — Payments to outside
bodies for heat, light, power, water, sewers,
telephones in schools, etc.

B 430 Materials and supplies. — Include cleaning
supplies, gardening supplies, electric fuses and
bulbs, etc.

B 440 Repairs and replacements. — This ifem
should include the total cost of work performed
by people who are not employed by the board, as
it is usually impossible in such cases to dis-
tinguish between the cost of labour and the cost
of materials, (See definitions of Repairs and
Replacements in Glossary of Accounting Terms.)

B441 Repair and maintenance of buildings and
grounds,

B 442 Repair of furniture and equipment,

B443 Replacement of furniture and equipment,
not capitalized.

B 450 Other expenses.

B451 Rent of school buildings, grounds and
other facilities,

B452 Insurance of buildings, furniture and
equipment,

B453 Other (Specify).

B 500 Pupil Transportation or Alternative Services

Pupil transportation consists of conveying
pupils to and from school activities, either between
home and school or on trips for curricular or co-
curricular activities. Included under this heading
are services which are supplied as an alternative
to transportation, e.g. hostels, dormitories, boarding
allowances, etc.

B 510 Operation of board-owned buses,

B511 Salaries, wages, etc. — Include trans-
portation supervisors and their clerks and steno-
graphers; drivers, mechanics and bus cleaners,

B512 Materials and supplies. — Include cost of
operating and maintaining vehicles and garages,
such as gasoline, oil.

B513 Repairs and replacements not capitalized.

B514 Purchase or acquisition of buses and
other pupil transportation equipment, from
current funds.

N.B. Replacements must be shown at Item 513.

B515 Provision for replacement of buses. To
be used only in those provinces where boards
are required by statute to provide for
replacement,

B516 Other expenses, — Include licence or
registration of vehicles; rent and taxes on
garage; insurance of vehicles, drivers and
Students.,

B 3520 Contractual services. — Include the cost of
transportation provided under contract with private
or public transport companies; payments made to
parents for providing transportation.

B 330 Alternative services.

B 531 Net cost of operating dormitories, hostels
or residences, A separate set of accounts
should be kept for these,

B 532 Boarding allowances,

B 600 Other School Boards in the Provincial School
System

A supporting schedule should show the names
of the boards and the sums involved under each of
the following heads,

B 610 Tuition. — For the regular school program,
B 620 Transportation.
B 630 Debenture debt payments.

B 640 Other.



B 700 Miscellaneous Operating Costs

Enter any operating cost for which no pro-
visionis made &t any other item, including provision
for uncollected taxes.

B 800 Gross Cost of Ancillary Services

Ancillary services consist of those activities
of the board which, although not directly related to
the teaching ptocess, provide services intended to
improve the ccnditions under which instruction is
carried on.

Separate sets of accounts should be kept for
each service operated, The amount entered here
should be the gross cost to the board,

B 810 Teacherages or teachers’ residences.
B 820 Cafeterias.

B 830 Bookstores.

B 840 Text-book rental schemes.

B 850 Other, including caution fees, locker fees,
ete.

B 900 Transfers to Other Funds

Note: In those areas where capital costs are
the fiscal responsibility of an authority other than
the school board, such as Nova Scotia, the informa-
tion for items B1000 and B1100 will have to be
obhtained from the responsible authority and reported
as memoranda after the Grand Total of Payments,

B 1000 Debt Charges

Debt charges consist of payments for the
retirement of d=bt and payments of interest on debt
including principal of loans borrowed and repaidin
the same fiscal year. Payments made to other boards
in respect of debt charges should be shown at Item
B630.

B 1010 Capital debt charges.

B 1011 Administration.
B1011.1 Debenture debt charges — Include
principal instalments and interest,
B1011.11 Principal.
B1011,12 Interest.
B1011.2 Other long-term debt charges.
B1011.21 Principal.
B1011.22 Interest.
B 1012 Instruction,
B10i2.1 Debenture debt charges.
B1012.11 Principal.
B1012.12 Interest,
B1012.2 Other long-term debt charges,
B 1012.21 Principal.
B1012.22 Interest.
B1013 Transportation.
B1013.1 Debenture debt charges,
B1013.11 Principal.
B10:3,12 Interest.
B1013.2 Other long-term debt charges.
B1013.21 Principal,
B1013.22 Interest.

ey

B1020 Current interest charges. — Includs
interest,debt charges, etc. on temporary loans g«
current operating purposes. Do not include pris-
cipal repayments.,

B 1100 Capital Payments from Current Funds (Where
permitted)

Capital payments are those which result in
the acquisition of fixed assets or additions and
improvements to fixed assets, When fixed assets
are purchased from current funds there will be a
journal entry debiting assets and crediting invest-
ment in capital assets,

B 1110 Sites.

B1111 Acquisition and additions., — Include all
costs of the acquisition of new sites and addi-
tions to existing sites, including professional
fees for drawings, specifications, landscape
architect, lawyer, etc,

B1112 Improvements, — Include landscaping;
fencing; grading; drainage; sewers, paths;
treatment of athletic fields and tennis courts;
surfacing of playground areas, etc,

B 1120 Buildings.

B1121 Acquisition and additions — Include all
costs relating to the acquisition of buildings
and additions to existing buildings, including
all professional fees, An addition to a buildinz
involves an increase in the existing floor aru.

B1122 Improvements, — Include all structural
alterations (as distinct from repairs which do
not increase the existing floor area); the initial
or additional installation of systems of heating,
lighting, plumbing, ventilation, fire protection,
etc.

B 1130 Furniture and equipment.

B1131 For instruction. — Include pupils’ and
teachers’ desks and chairs; tables, bookcases,
etc., intended for classroom use; equipment
used for instruction in science, art, commercial
subjects, home economics, shop, physical
education, agriculture, etc,

B1132 For other purposes, — Include all furni-
ture and equipment not directly connected with
instruction, including vehiclesother than school
buses.

B 1200 Bank Overdraft at the Beginning of the Year

This amount agrees with the figure shown
on the statement of receipts and payments for the
previous year (Item A 1100). It should also agree
with the overdraft included in the statement of
assets and liabilities for the preceding year.

B 1300 Balance on Hand and in Bank at End of Year

This is the amount by which the total ol
Items A100 to A1000 exceeds the total of Itenis
B100 to B1200. It should agree with the cash
balance shown in the statement of assets and
liubilities of the Current (Operating) Flund.




{Name of School District or Division)

CURRENT (OPERATING) FUND

Statement of Receipts and Payments

for the year ended 7]

A RECEIRTS

A0

ANG

A 100

A 400

A SO0

A GG

A FO0

A
L

0

Local Taxation
A 110 Taxes levied by school board
A 120 Requisition on home municipality .

A 130 Requisition on other municipalities
A 140 Subscriptions in lieu of taxes

otal flcgaldtaxation] . wES . L el Lt e L e
Pravinclal Gavernment
(T Ty TR M o By | - SRR G S . =~ [ Ry K T vl

A 230 Other
Total, provincial government

Federal Government
A 310 Tuition fees
A 311 For Indian pupils

A 312 For other students resident on federal crown lands

A 320aGRdREs=TnBlieNadifaRes . . spadle.. . mmmag. )l L Sembhs L. SEE ILLD
A 330 Reimbursement of salaries
A 340 Other

Total, federal government

Tuition Fees from Individuals

ARIORRRlE o] &0t DI DS RN M. oot & o 5 sotmm ssysanssios o ARl axeobuaew b s STatiants sl

S O Tl S ST PUPIISE . 5 omrmis . thos  cosiifagien oo o oo s TR AR s s THTh B o iees s ot sod SR
Total, tuition fees from individuals ..............o.oooooiiiiiiiiiiiiinriiiin, B 10!

Other School Boards in the Provincial School System

A S10 Tuition

A 520 Transportation

A 530 Debenture debt payments ..
A 540 Other
Total, other school boards in the provincial school system

Gross Receipts from Ancillary Services
A G10 Teacherages or teachers’ residences

A G20 Cafetetias

IREREERESEOTE S' okl o i e LIl S e L
A G40 Textbook rental schemes ..
A o530 Ocher

Total, gross receipts from ancillary services

Othzr Educational Services
A 10 Hisht school

A 728 Summer school

Other Sources
# 810 Interest
58320 Rent
A 830 Recovery of expenditure ...,
A 840 Transfers from other funds

A 850 Miscellaneous r€CEIPLS .ioeuiioceiiionriiiiiieiieinr et cnsmene

Total, other sources

Previous
Year

Budget
Estimate

Actual
Receipts

S ——

P — I e B e e e
|

EE—

A ]
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A. RECEIPTS (Concluded)

Previous
Year

Budget
Estimates

Acual
Receipts

B. PAYMENTS

B100 Business Administrotion
B OFSalaTiES WAIRES), €TC. " frrir. e oo tiorins debesa besdobonnnsaes eenzedduthenesant A e 5 s

B 120 Materials and supplies
B 121 Office supplies
ENREFBoard Sl STRRIIES™. ................foccvieshe vesenereeformestnnaaesnensissbense se Bioinngavsessnss

B 130 Other expenses of adMiniSLLATION .....coceiecrviercrrinieirneeiroronesraresssseeinessnrsrssasisars
BREIR@ce Sxpanses mimiiil . . TR s N L N el e i
B1B2MBoard?s expensesth... ..ol o a8 L LD Dl

Total, business administrotion ... ............ccocoiiiiiiiiiiiiiiiieieeee e,

B 200 Instruction (Day School)

Bl2lGulnstructionalesalaties ..o alme b e L T
B 220 Educational administration and supervisory salaries ..........ccccvimimnnee...
B 230 Other salaries and wages .
B 240 Materials and SupPli€s ....c.cccciiieiiiiniiniiioiis s seeeer e seatsssateeseneeear s s
B 250 Tuition fees to schools outside the provincial system ............cccoovverenenens
BRGHIOther expenses of instruction: ... ..... b vecveeeon ST LB LT

EGE i S AU i, S s SRToRNR R NI, oot 50 oM e © LC

B 300 Other Educatianal Services

B310 Attendance services
B311 Salaties, wages, €tC. ......cccocveeiinnnienne
B 312 Other expenses of attendance services
B 320 Health services
B 321 Salaries, wages, €tC. ......cccevveeiiiinnnnn.
B 322 Other expenses of health services
12323310 It EETG0) et £l o v B SR B I Sl S T I
B 340 Summer school

Tatal, other educational services ...

B 400 Plant Operation and Maintenance

BRI Rl n e ST, AW AIR €5/, OUE ass: . . ooboesennaosasnnnsofinossosmon ousonvasessolammst itk ennss vo oo B0 ansa o008
BrRiaav aillined sEouicesh ... Ml .o b DL m e e IR T, Dl
B 430 Materials and supplies
B 440 Repairs and replacements
B 441 Repair and maintenance of buildings and grounds .....................
B 442 Repair of furniture and equipment ............
B 443 Replacement of furniture and equipment

Previous
Year

Budget
Estimates

Actual
Payments
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. 8. PAYMENTS (Continued)

H 50 Other expenses
B 451 Rent of school buildings, etc. .cc..ccooooiiiiiiiiiiiiiii e e,
B 452 Insurance of buildings, furniture and equipment
B 453 Other

Total, plant operation and maintenance.................cccoeooeiviiieiein.

B S00 Pupil Transportation or Alternative Services
B 510 Operation of board-owned buses
BISIBIAS allalkie’s, IBgie s, B8C, itrirr s Mansausseree Bosltarnsasibuossrssihssisivesnveesidsdonssnstons

B 512 Materials and supplies
B 513 Repairs and replacements not capitalized ..............ccoocooeiiiiniiiiiininnn.
B 514 Purchase or acquisition of buses ...........ccocccevvvvveirnreinnicvnneceninerenns
B 515 Provision for replacement of buses

BRILGA®TD ', exipEnis SR Ous HEIE, 1 0 R e B
B 520 Contractual services ...
B 530 Alternative services

B 531 Dormitories

B 532 Boarding allowances

Total, pupil transportation or alternative services

B 600 Other Schoo! Boards in the Provincial System
B 610 Tuition
RACEA ORI AN S 0 LRI O AR v b Fra s e o- det B ond o e 200 s s 5w ne Mo e oo nas s sraninats o » odnss s

. B 630 Debenture debt PAYMENTS ......cooovveeeeuiieeieeceee st siene e se e see e aessear s ens s ssnrnans
B 640 Other

Total, other school boards in the provincial system ...............c...cee..
ERO0MIScellanecusFOpelfabii GOSILas: . o 1rsoaBars i vt nreoustsanueoroobsfornss onas lonboane ood sysnebs sl
B 800 Gross Costs of Ancillary Services
B810 Teacherages or teachers’ residences .........occoivimviiiinieiioiciiineeicieireecacerersannens
B 820 Cafeterias
B 830 Bookstores
B 840 Text-book rental schemes
B 850 Other

Total, gross costs of ancillary services

B 900 Transfers to Other Funds
B 1000 Debt Charges
B 1010 Capital debt charges
B 1011 Administration
B1011.1 Debhenture debt charges
BAGINESRINE sinGiipallid .8 T Wk b e e R
BINOLRIMIPEInterestr ... BN, o il L R
B1011.2 Other long-term debt charges
BINGI IR incipale i - . e oo ire m OB B s e R
(R0 B 7] Y G = Rl L ) SE-RA- -—

B 1012 Instruction
. R 1012.1 Debenture debt charges
BN 2SN rR APl 257 .t s i e i e e nr e
B1012.12 Interest ....

Previous | Budget Actual
Year Estimates | Payments
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Previous Budget Actual
B. PAYMENTS (Concluded) Year Estimates Payment_f__ .
B1012.2 Other long-term debt charges
B1012.21 Principal ...
BUOIA220Inceliost - . ovmata o o T = 0 0 4 NS
B 1013 Transportation
B1013.1 Debenture debt charges
BUOIBIN Principall . W o 8 e S e e
Bil[QLISBIRLITCRTESE ... oo L0 . e, Sl O P o
B 1013.2 Other long-term debt charges
B 1013.21 Principal
BihO1352 28 Inte re'stpme. .. 000 . e, e
B 1020 Current interest charges

TS EREICE e [ O IR s 55 et i, Gl Ay o, .

B1100 Capital Payments from Current Funds
B 1110 Sites
B 1111 Acquisition and additions ................

BRI [ DrOYSMERIES ' f. - 5. nedven fhicancs. bor o i oot 0 W
B 1120 Buildings
B 1121 Acquisition and additions ....

AR I PTOVEM ENESy M e T B T

B 1130 Furniture and equipment
B1131 For instruction

B 1132 For other purposes

Total, capital payments from current funds

TOTAL PAYMENTS

B1200 Bank Overdraft at the Beginning of the Year

B 1300 Cash on Hand and in Bank at End of the Year




CHAPTER 5
CLASSIFICATION OF ACCOUNTS (I - STATEMENT OF SOURCE AND APPLICATION OF FUNDS

Just as either the cash or accrual basis of
accounting can be used forrecording the transactions
of the Current (Operating) Fund so either can be
used to record the transactions of the Capital
(Building) and Loan Fund,

If the cash basis isused, the secretary-treasurer
will prepare, at the year end, a Statement of Receipts
and Payments. This statement is dealt with in the
next chapter,

If the accrual basis is used the annual state-
ment will be a Statement of Source and Application
of Funds. This statement shows where all the
board’s capital funds were obtained and how they
were applied during the fiscal year under review.

A. Source of Funds
A 100 Unexpended Funds (Specify)

Fundsaccrued in previous years and available
for expenditure, such as; Unexpended proceeds from
the sale of debentures, from the sale of assets, from
zifts or grants. These funds should not be confused
with cash on hand although some of them may be in
ash; they may also be investments, accounts
receivable from insurance proceeds, or amounts
due from other funds.

A 200 Provided by Sale of Debentures

Show par value of debentures issued and sold:
i.e, the gross amount added to the debenture debt.
Premiums should be recorded at Item A 710 and
discounts at Item B420,

A 300 Provided by Other Long-term Borrowings

Include proceeds of long-term loans incurred
to provide funds for capital payments,

A 310 Provincial Government.

A 320 Other.

A 400 Provided by Transfers from Other Funds

A 410 Current (Operating) Fund. — Include amounts
provided by the Current (Operating) Fund for the
acquisition of fixed assets, Whether the capital
expenditure is made directly from the Current
(Operating) Fund or the money is transferred to
the Capital (Building) and Loan Fund, the Current
(Operating) Fund should show only the total
amount spent under Item B900. A corresponding
ertry will appear here and the expenditure will
appear, praperly classified, in the Statement of
Application of Funds.

A 420 Other Funds (Specify).

A500 Provided by Sale of Fixed Assets and
Insurance Proceeds

A 510 Sale of school sites.

A 520 Sale of school buildings.
A 530 Sale of other buildings.
A 540 Sale of Equipment.

A 350 Insurance Proceeds.

A 600 Provided by Grants or Shared Cost Contribu-
tions
Include only grants or contributions made
specifically for capital projects —i.e., the purchase
of lands, buildings, and equipment, including school
buses,

A 610 Federal Government.

A 620 Provincial Government. — The total amount
accruing from the provincial govemment should
be shown here, even if that government is reim-
bursed in part by the federal government.

A 630 Other Boards or Municipalities, — A sup-
porting schedule should list the boards or muni-
cipalities and the amounts involved,

A 700 Provided from Other Sowrces

A 710 Premium on debentures. — Include proceeds
from sale of debentures over and above face
value.

A 720 Other. — Include gifts or donations for
capital purposes.

A 800 Overexpenditure (to be provided)

The amount by which capital expenditures
during the year have exceeded the funds provided,
and which must, in a future period be made up by
debenture issue, by contribution from the Current
(Operating) Fund, or in some other way,

B. Application of Funds
B 100 Overexpenditure of Previous Years Provided

Amounts applied against overexpenditure in
previous years on capital projects for which suffj-
cient funds had not been made available and for
which, in the current year, funds were obtained
through debenture issue, contributions from the
Current (Operating) Fund, or in some other way,

B 200 Expenditure for Provision of School Sites,
Buildings, Furniture and Equipment

Include all expenditure made for fixed assets
including those from the Current (Operating) Fund,



The amount of such expenditures should agree with
Item A410. Expenditures should be shown gross,

used for instruction in science, art, commercini
subjects, home economics, vocational subjects,

with trade-in allowances recorded at Item A 540.

B 210 Sites.

B211 Acquisitions and additions., — Include all
costs of the acquisition of new sites and addi-
tions to existing sites, including professional
fees for drawings, specifications, landscape
architect, lawyer, etc,

B212 Improvements. — Include landscaping;
fencing; grading; drainage; sewers; paths;
treatment of athletic fields and tennis courts;
surfacing of playground areas, etc.

B 220 Buildings.

B 221 Acquisitions and additions, — Include all
costs relating to the acquisition of buildings
and additions to existing buildings including
all professional fees, An addition to a building
involves an increase in the existing floor area.

B222 Improvements — Include all structural
alterations (as distinct from repairs which do
not add to the existing floor area), the initial
or additional installation of systems ofheating,
lighting, plumbing, ventilation, fire protectiocn,
ete.

B 230 Furniture and equipment (other than replace-
ments).

B231 For instruction. — Include pupils’ and
teachers’ desks and chairs; tables, bookcases,
etc,, intended for classroom use; equipment

industrial arts, physical education, agriculture,

ete,

B 232 for other purposes. — Include all furniture
and equipment not directly connected with
instruction,

B232.1 School buses and other pupil trans-
portation equipment,

B 232.2 Other,

B300 Expenditure on Shared Cost Contributions to
Other Boards

B 400 Other Expenditures
B410 Cost of issuing and selling debentures.

B420 Discount on sale of debentures. — Include
amount by which the proceeds of debenture sales
less costs of issue fall short of the face value.

B 500 Unexpended Funds

Include funds unexpended at the end of the
year and available in the Capital (Building) and
Loan Fund for expenditure in future periods, such
funds may be from the sale of debentures, sale of
assets, insurance proceeds, from gifts or grants,
They should not be confused with cash on hand
although some of them may be cash; they may also
be investments, accounts receivable, or amoun:®
due from other funds.




" (Name ‘of School Districe or

CAPITAL (BUILDING) AND LOAN FUND

Statement of Source and Application of Funds

Fortheyearended . = 19

A. SOURCE OF FUNDS

A 100 Unexpended Funds (from previous year) ......ccooeunnee,

Budget

Estimate

Actual

A 100 Provided by Sale of Debentures ......

1301t Peovided by Other Long-term Borrowings

\ 310 Provincial government

A 124 Ocher

Totol, provided by other lang-term borrowings ...

A 400 Provided by Transfers from Other Funds
A 410 Current (Operating) Fund ...
A+i20 Ocher funds

A S0C Provided by Sale of Fixed Assets and Insurance Proceeds
A S10 Sale of school sites

A 520 Sale of school buildings

A 330 Sale of other buildings ..

A 340 Sale of equipment............

A S50 Insurance proceeds

Total, provided by sale of fixed assets ond insurance proceeds .

4 640 Provided hy Grants or Shared Cost Cantributions
AGTD Fedesal BOVEIMMENE . ... ittt ittt ceeia 11 s etes s e sassesaes s s ememsesorsaaseerbraieorsres e onnste

A 620 Provincial government

A :30 Other school boards or municipalities

Total, provided by grants or shored cost contributions ..

A 7 itrovided from Other Sources

\ 710 Accrued interest.......

A TZ0 Premium on iebentures ...

i 30 Other oo e

Totol, provided from other saurces ...

A B0 Overexpenditure (0o be Provided) ... i e e e et

B. APPLICATION OF FUNDS

R 100 Overexpenditure of Previous Years Provided

B304 Ly penditure for Provision of School Sites and Buildings, etc.
1230 Sites
R 211 Acquisition and additions

Budget
Estimates

Actual

131 212 Improvements

RETH fmildings
t: 321 Acquisition and additions

13222 Improvements .

15330 Farniture and equipment

BHIX For instruction ... }

123D Far other purposes ... |
15232.1 School buses s [
B2I2.2 Other ...t et e et —

Total, expenditure for provisian of school sites ond buildings, etc. ..

&l Lyjwiditure on Shaeed Cost Contributions to other Boards ..........coiueceeoiiriinionisiecrinns i,

gl Qeiier Expenditures

410 Cost of issuing and selling GIHTFETRCS s aramerrmoenaie: o oo R T
120 Discount an sale of debentures

Total, other expenditures ...

1 %0 inexpended Funds ..







CHAPTER 6

. CLASSIFICATION OF ACCOUNTS (IV)— CAPITAL (BUILDING) AND LOAN FUND

Reporting for this fund is customarily on acash
basis and the following classification of Receipts
and Payments accounts identifies source and
application of funds.

A. Receipts
A 100 Balance in Fund at Beginning of Year
This figure agrees with the amount reported
(Item B600) on the statement of the previous year,
A 200 Sale of Debentures

Show par value of debentures issued and sold:
i.e. the gross amount added to the debenture debt,
Premiums should be recorded at Item A 720 and
discounts at Item B 520,

A 300 Other Capital Borrowings

A310 Temporary loans. — pending receipt of
debenture proceeds.

A 311 Provincial government.,
A 312 Other.

A 320 Long-term loans. — to provide funds for
. ¢apital payments,
A 321 Provincial government,
A 322 Other, including mortgages.

A 400 Loans or Transfers from Other Funds (Where
permitted)

A 500 Sale of Fixed Assets and Insurance Proceeds

Boards in Ontario will report sale of fixed
assets at [tem A 600 of the Current (Operating)Fund.

A 510 Sale of school sites,

A 520 Sale of school buildings.
A 530 Sale of other buildings.
A 540 Sale of equipment.

A 550 Insurance proceeds.

A 600 Capital Grants or Shared Cost Contributions

Include only grants or contributions made
specifically for capital purposes — i.e,, the purchase
of lands, buildings, and equipment, including school
buses,

A 610 Federal government.

. A 620 Provincial government. — The total amount
received from the provincial government should
nhe shown here, even if that government is reim-

bursed in part by the federal government.

A 630 Other boards or municipalities. — A support-
ting schedule should list the boards or munici-
palities and the amounts involved,

A 700 Other Sources

A 710 Interest. — On bank deposit and other funds
of Capital (Building) and Loan Fund invested
pending their use; on debentures sold after date
of issue at sale price plus accrued interest,

A 720 Premium on debentures. — Include proceeds
from sale of debentures over and above face
value,

A 730 Other. — Include gifts or donations for
capital purposes,

A 800 Bank Overdraft at End of Year

The amount entered here must agree with the
overdraft shown in the statement of assets and
liabilities for the current year,

B. Payments
B100 Bank Overdraft at Beginning of Year

This amount agrees with the figure shown on
the statement of Receipts and Payments for the
preceding year (Item A800) . It should also agree
with the overdraft shown in the statement of assets
and liabilities for the preceding year,

B 200 Provision of School Sites, Buildings, Furniture
and Equipment

B 210 Sites.

B211 Acquisition and additions — Include all
costs of the acquisition of new sites and addij-
tions to existing sites, including professional
fees for drawings, specifications, landscape
architect, lawyer, etc,

B212 Improvements, — Include landscaping;
fencing; grading; drainage; sewers; paths;
treatment of athletic fields and tennis courts;
surfacing of playground areas, etc,

B 220 Buildings,

B221 Acquisition and additions. — Include all
costs relating to the acquisition of buildings
and additions to existing buildings, including
all professional fees, An addition to a building
involves an increase in the existing floor area.

B222 Improvements. — Include all structural
alterations (as distinct from repairs which do
not add to the existing floor area); the initial
or additional installation of systems of heating,
lighting, plumbing, ventilation, fire protection,
ete,
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B230 Fumiture and equipment. (Other than B500 Other Payments
replacements. )

B231 For instruction. — Include pupils' and B 510 Cost of issuing and selling debentures.

teachers’ desks and chairs; tables, bookcases, ! g ook
etc, intended for classroom use; equipment used £m502u0n?;)sc33;;::ho'tlh:alfogere(c’izbe?tggz;n;nlen;iﬁg;
for instruction in science, art, commercial Y o 4

subjects, home economics, vocational subjects, fell short of the face value.

zr:c(i:ustnal arts, physical education, agriculture, B liBeianitit B thinora  Ioaher s Bendihe
i receipt of debenture proceeds,

B232 For other purposes. — Include all

furniture and equipment not directly connected

with instruction.

B531 Provincial government,
B 531.1 Principal.
B531.2 Interest.

B 532 Other temporary loans.
B 532.1 Principal,

B232.1 School buses and other pupil trans-
portation equipment.

B232.2 Other. B532.2 Interest.
B300 Payments to Other Boards for Shared Cost B 600 Balance in Fund at End of Year
Contributions This should agree with the amounts reported
in the statement of assets and liabilities for the
B 400 Transfers to Other Funds (if permitted) current year at Items A 100 and A 200.




CAPITAL (BUILDING) AND LOAN FUND

Statement of Receipts and Payments

) (A

for the yearended .

A, RECEIPTS
A 100 Balance in Fund at Beginning of Year

A 200 Sale of Debentures .......................

Budget
Estimate

Actual
Receipts

A 300 Other Capital Borrowings

A 310 Temporary loans ..................
A 311 Provincial governament

A 312 Other

A 320 Long-term loans
A 321 Provincial government ........

A 322 Ocher

Totol, other copitol borrowings

A 400 Loans or Transfers from Other Funds
A 500 Sale of Fixed Asscts and Insurance Proceeds
A 510 Sale of school sites ...

A 520 Sale of school buildings ...

A $30 Sale of other buildings

A 540 Sale of equipment ...
A 550 Insurance proceeds ...

Totol, sale of fixed assets and insuronce proceeds .

A 600 Capital Grants or Shared Cost Contributions
A GO Federal government

A 620 Provincis! government ...

A 630 Other schoo! boards or municipalities .....................
Totel, capital gronts or shared cost contributions ...

A 700 Othre Sources

A 720 Premium on debentures

P Other e,

Total, other sources .

A 800 Bank Overdraft at End of Year

B. PAYMENTS

A3 100 Bank Overdraft at Beginning of Yemr ... ... ...

B 200 Provision of School Sites, Buildings, etc.
B 210 Sites

B 211 Acquisition and additions ..........ccooovivevciiie i

Budget
Estimates

Actual
Payments

B 212 )Jmprovements ...........
B 220 Buildings
B 221 Acquisition and additions ...

B 222 Jmprovements .

B 230 Fufniture and equipment

B231REOMinSIAICTION 2. iv.... i AN s sen e o0 b SO e

B 232 For other purposes
B 232.1 School buses

BIZAZEZE G hiec i Wl A, S N R
Total, provision of nchoal sites buildings, etc. ...
B 300 Payments to Other Boards for Shared Cost Contributions

B 400 Transfers to Octher Funds .

B 500 Other Payments
B 510 Cost of issuing and selling debentures
B 520 Discount on sale of debentures

B 530 Repeyment of temporary loans
B 531 Provincia) goverament

B 531-1"Pringipal) .=l ok o S e ST B M

B 531.2 Interest
B $32 Other temporary loans
B 532.] Principal

B 532.2 laterest ...

Total, other poyments .

B 60 Balance in Fund at End of Year
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CHAPTER 7
STATEMENT OF ASSETS AND LiaBILITIES

JuBd 28 s JlAmaR L of REveEnoe e Seomod-

ture or Statement of Receipts and Paymentls is an
account of the board’s current financialtransactions
during the fiscal year, so the Balance Sheel or
Statement of Assets and Liabilities shows the
financial position of the board at the year end, To
achieve this, a statement is necessary for each of
the four types of funds listed and defined inChapter
2, so that all aspects of the board’s activities are
included.

The term‘‘assets’ includes both current assets
such as cash,taxes receivable,accounts receivable,
temporary investments and supplies or stores; and
fixed assets having permanent character and con-
tinuing value such as land, buildings, machinery,
furniture and other equipment., Liabilities include
debts, bank overdrafts, loans, accounts payable
and other legal obligations which must be paid in
cash or renewed or refunded at some future date.
Contingent liabilities (see Glossary of Terms) should
be recorded in a footnote to the Statement of Assets
and Liabilities.

The Current (Operating) Fund.

The Classification of Accounts in Chapters 3
and 4, indicates the kind of transactions dealt with
in this fund,

A. Current Assets
A 100 Cash on hand and in the Bank

Include balances in bank account(s) of the
Current (Operating) Fund and any cash on hand.
Where boards operate on the cash basis this figure
should agree with Item B 1300 of the Statement of
Receipts and Payments, The total amount of the
Petty Cash Imprest Fund (see Glossary), which
should be reimbursed before closing the books, will
be included in this item.

A 200 Taxes Receivable

A210 Tax requisition from home municipality.
Include amount of tax requisition due but not vet
received.

A 220 Tax requisition from other municipalities.
Include amount of tax requisition due but not yet
received.

A 230 Taxes receivable by school board. Include
amount of taxes due but not yet received. Where
the Provincial Government collects taxes on
behalf of the board, include taxes collected by
and due from the province, which have not yet
heen received.

-

300 Accounts Receivable

A310 Other school boards. — Include all money
due, but not received, from other school boards
for tuition, transportation or other services.

AJ20 Mumicipalies. — Liedatie Al 0bEY  S32,
uut not received, trom oanunicipalities, other than
the requisitions which should be shown at Item
A 210 above,

A 330 Provincial government. — Include grants or
other payments due but not received. (In some
provinces provincial government grants paid in
any year are based on the operations of the pre-
vious year; e,g, grants paid in 1964 will be
based on 1963 operations., In such cases the
grants payable in 1964 cannot be regarded as
assets at the end of 1963. The grants are not
eamed in 1963 but are only based on 1963 opera-
tions, and are not due until some time in 1964.)

A 340 Federal government. — Include any fees or
grants in lieu of taxes, etc. due for the fiscal
period ended at the date of the statement, but
which have not yet been received,

A 330 Other. — Individuals, corporations, etc.
Schedules should be attached to show the nature
and amount of each separate item,

A 400 Due from Other Funds

Include any amount due from other funds but
not yet transferred. The amounts here should agree
with the amounts shown under the appropriate lia-
bility item of the fund from which the sum isdue,

A 300 Inventories

Includethe inventory value of school supplies.
etc. on hand.

A 600 Other Current Assets

List separately any other current assets, such
as pre-paid insurance, taking care not to inciude any
assets which should be shown in one of the items
shown above,

A 700 Deficit

If the sum of liabilities is greater than the
the sum of assets, the difference between the two
should be entered here,

B. Current Liabilities

B 100 Short-term Loans and Overdrafts (See glossary

for definition of short-term loan.)

B 110 Principal., — Outstanding on short-term
loans or bank overdrafts.

B 120 Interest. — Due on short-term loans or over-
drafts, but not paid,
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(Name of School District or

CURRENT (OPERATING) FUND

Statement of Assets and Liabilities

as of_

110w

A. CURRENT ASSETS

A 100 Cash on Hand and in the Bank
A 200 Taxes receivable
A 210 Tax requisition from home municipality

A 220 Taxrequisition from other municipalities

A 230 Taxes receivable by school board

Total, taxes receivable

A 300 Accounts Receivable
A 310 Other school boards

A 320 Municipalities

A 330 Provincial government

A 340 Federal government
A 350 Other

Total, accounts receivable _............

A 400 Due from Other Funds

Amount

| B. CURRENT LIABILITIES

B 100 Short-term Loans and Overdrafts............

B 110 Principal
B 120 Interest

Total, short-term loans ond overdrafts

B 200 Temporary Loans
B 210 Principal

B 220 Interest

Total, temporary loans ...

B 300 Debentures Due and Unpaid
B 310 Principal

B 320 Interest

Total, debentures due and unpaid ... |

B 400 Other Capital Loans Due and Unpaid
B 410 Principal

B 420 Iaterest

Total, other capital loans due and un-
paid

B 500 Accounts Payable
B S10 Due to other boards ..........ccccoveenennnnnn.

B 520 Due to municipalities

B 530 Due to the provincial government

B 540 Due to the federal government ............

B 550 Other accounts payable

Total, accounts poyable ... |

B 600 Due to Other Funds

Division}




13500 Temporary Loans (See glossaty for definition
of temporary loan.)

B 210 Principal. — Outstanding on temporary loans.

B 220 Interest. — Due on temporary loans, but not
paid.

B 300 Debentures Due and Unpaid
B 310 Principal. — Payments due and pavable,
B 320 Interest. — Due and unpaid.

B 400 Other Capital Loans Due and Unpaid
B 410 Principal. — Payments due and payable,
B 420 Interest. — Due and unpaid.

B 500 Accounts Payable

B 510 Due to other boards. — Include any amounts
owing for tuition, transportation, etc, Specify
vach item separately.

B 520 Due to municipalities.

13 530 Due to the provincial government. — Include
mnounts owing for superannuation contributions,
eic,, deducted but not paid, Specify each item
Etparately. Capital loans from provincial govern-
ment, due and unpaid, should be shown at Item
#2400,

B540 Due to the fcderal government.—Include
income tax, unemployment insurance, etc,

B550 Other Accounts payable. — Include any
other current accounts due but not paid, such as
those to contractors and tradesmen, unpaid
salaries, etc,

B 600 Due to Other Funds.

Include any amounts due to other funds but
not yet transferred, The amounts here should agree
with the amounts shown under the appropriate asset
item of the fund to which the amount is due,

B 700 Other Current Liabilities

Specify each item separately, include prepaid
items such as fees etc,, paid in advance,

B 800 Surplus

If the sum of the assets is greater than the
sum of the liabilities, the difference should be
entered here,

Capital (Building) and I.oan Fund

This fund is concerned with the Board’s trans-
actions in land, buildings and eguipment. General
fited assets of the board need not be depreciated,
but should remain tn the Capital (Building) and Loan
Fund Balance Sheet at cost, as long as they exist.
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They should be written off when they are sold or
cease to exist, with replacements set up at cost.
The only exception to this may be school buses
and trucks (see Assets Ifem A 500).

A. Capital Assets
A 100 Cash on Hand and in the Bank
Include all cash assets in this fund.

A 200 Capital Fund Investments

A210Government of Capada. — Direct and gua-
ranteed honds.

A220 Provincial governmments. — Direct and gua-
ranteed bonds,

A 230 Municipal governments. — Include bonds or
debentures of school boards, etc.

A 240 Otherinvestments.

A 300 Land and Buildings at Cost.

Land includes all school sites and additions
to school sites, playgrounds, athletic fields, etc.,
plus the cost of acquiring titleto such lands. Build-
ings include all cost incidental to the erection of
buildings, including the installation of pluinbing,
heating, lighting, etc., built in lockers, etc. Include
also works in progress. The basis of the cost shown
in the balance sheet should be clearly stated,

A310 Land.

A 320 Schools.

A 330 Dormitories, residences, etc.

A 3340 Teacherages or teachers’ residences.

A350 Other buildings. — Include administrative
buildings, health buildings, etc,
A 400 Furniture and Equipment

Include at cost all furniture and equipment as
defined in the Classification of Accounts, whether
the expenditure has been met from current funds or
from capital funds, Do not include supplies, that is,
materials normally used within a year or consumed
in use.

A 410 Schools.

A 420 Dormitories, residences, etc.

A 430 Teacherages or teachers’ residences.
A 440 Other buildings.

A 500 Buses, Trucks, etc.

Include here, if permitted, the depreciated
value of all vehicles owned by the hoard. To arrive
at the depreciated value, apply the formula approved



by the Provincial Department of Education. In a
separate schedule show the purchase price less
provision for replacement,

A510 Pupil transportation equipment. — Buses,
vans, etc.

A320 Other transportation equipment. — Cars,
trucks, etc. not used for transporting pupils.

A 600 Due from Other Governments

A 610 Provincial government. — Include capital
grants due but not yet received, if the school
board is already entitled to the grant.

A 620 Federal government. — Include contributions
to construction costs due but not received,

A 630 Other school boards.

A 640 Municipalities.

A 700 Other Accounts Receivable

A 800 Due from Other Funds

Include any amounts due from other funds
but not yet received,
A 900 Other Capital Assets

List individually any other capital assets,

B. Capital Liabilities
B 100 Bank Overdraft

Include bank overdrafts of the Capital
(Building) and Loan Fund.

B 200 Debenture Debt Unmatured

Include here only the principal of debenture
debt not yet due for repayment. Debenture debt and
interest due and payable should be entered at Item
B300 of the Current (Operating) Fund Statement of
Assets and Liabilities.

B 210 Debenture debt issued or assumed by the
bhoard.

B 220 Debenture debt issued by municipality on
behalf of the board.

B300 Long-term Capital Loans not yet Due for
Repayment

B310 Provincial governments, hoards or commis-
sions. — This will apply only in provinces which
make capital loans to school hoards,

B320 Other unpaid loans. — Include any other
long-term loans for capital purpadaes, not vet due
for repayment.

B 400 Temporary Loans Pending Receipt of Deben-
ture Proceeds

When temporary loans have been raised
pending the receipt of debenture proceeds, enter
here the outstanding principal,

B410 Provincial government.

B 420 Bank and other temporary loans.

B500 Capital Accounts Payable

Include any capital accounts due but unpaid,
such as those to building contractors for progress
estimates which will be paid from the capital fund,

B 600 Due to Other Funds

Include any amounts due to other funds but
not yet transferred,

B 700 Other Capital Liabilities

List separately any other capital liabilities,
taking care not to include any liabilities which
should have been shown in any of the above items.

B 800 Investment in Capital Assets

The excess of assets over liabilities in the
Capital (Building) and Loan Fund Balance Sheet.
It represents the board’s equity in Capital Assets,

Other Special Funds

These arethe funds used to record the financial
transactions of the ancillary and other special
services, 1i.,e, dormitories, hostels, residences;
teacherages; cafeterias; bookstores and textbook
rental schemes, etc. It is very important that
accounting for these funds should be kept separate
from the Current (Operating) Fund, since inclusion
of the amounts spent and received for these activi-
ties would greatly distort the financial picture of
the purely educational aspects of the school board’s
operations,

To set up a sample balance sheet for each of
the special funds would enlarge this chapter con-
siderably, and since the assets and liabilities will
be of a similar nature in most cases, the statement
for cafeterias must serve as an example for the
others.

This statement refers only to the current
activities of the cafeterias, etc.,, as many boards
would be unable to distinguish the capital assets
used for educational purposes and those used for
ancillary activities.




as of

A. CAPITAL ASSETS

A 100 Cash on Hand and in the Bank
A 100 Capital Fund Investments

A 210 Government of Canada ..........oceeveervacencens
A 220 Provincial governments ..
A 230 Municipal governments

A TA0 Qrher INVESIMENTS . oooiintcoiiievs versesrcenerens

Total, capital fund investments............

A 300 Land and Buildings at Cost
ORI 8 e e St
QA ARSChools ... ... 2. ooeesseata: L. conaneenn o
1 330 Dormitories, residences, €tC. ........ce.....
A 340 Teacherages or teachers’ residences ..
MBS Calier buildiings. i bl ..cmiiameiiinnn..

Total, land and buildings

A 400 Furniture and Equipment
A 410 Schools
A 420 Dormitories, residences, etc. ..........ceuus

ERBlRieacherages: ... ... 0. o i e senas
A 440 Other buildings

Total, furniture and equipment

A 500 Ruges, Trucks, etc.
A 510 Pupil transportation equipment ..............

\ $20 Other transportation equipment ..............

Total, buses, trucks, etc. ...o.oooooivennnn..

# 400 Due from Other Governments
A 010 Provincial government ...

A 620 Federal government .........cccccovveviieecnnennes

A 630 Other school boards ......cccococciviiiiiiiiinienns
A 3T Sonicipalities ...
Total, due from other governments ........

\ 70 Ciihier Accounts Receivable ..o,

A 00 Due from Other Funds ..........cccoccienvinienceren

A 0 Ochar Capim! dssed .

TOTAL

- 53

{(Name of School District or Division)

CAPITAL (BUILDING) AND LOAN FUND

Statement of Assets and Liabilities

P = W ) |(o T

B. CAPITAL LIABILITIES

B 100 Bank Overdraft .............corevvvinieininiennennen.
B 200 Debenture Debt Unmarured

B 210 Debenture debt issued or assumed

bylch'elboard i EUN i 5 0. S

B 220 Debenture debt issued by the muni-
cipality on behalf of the board ..........

Total, debenture debt unmatured........
B 300 Long-Term Capital Loans

B 310 Praovincial governments
B 320 Other unpaid loans ........cccovcerviverernnnee

Total, long-term capital loans

B 400 Temporary Loans Pending Receipt of
Debenture Proceeds

B 410 Provincial government ...............c.ce...
B 420 Bank and other temporary loans ........

Total, temporary loans ........................
B 500 Capital Accounts Payable

B 600 Due to Other Funds .....c...oooooeereeieeneninnne

B 800 Investment in Capital Assets ..............

TOTAL
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A. Cafeteria Fund Assets
A 100 Cash on Hand and in the Bank

A 200 Accounts Receivable

Include any amounts due and owing to the
board in respect of the cafeteria’s operations.

A 300 Inventories

Include the inventory value of consumable
goods and supplies on hand. For the cafeteria this
would -include stocks of food, crockery, cutlery,
etc., and cooking implements not large enough to
be capitalized,

A 400 Due from Other Funds
Include amounts due from other funds but not
yet transferred.

A 500 Other Assets

Include other assets of a current or liquid
nature. [Capital assets should be included in the
statement for the Capital (Building) and Loan
Fund.]

A 600 Deficit

If the sum of the liabilities exceeds the sum
of the assets, enter the difference.

B. Cafeteria Fund Liabilities
B100 Bank Overdraft

Show the net amount by which the cafeteria
bank account is overdrawn,

B200 Accounts Payable

Amounts due and owing to suppliers, trades-
men, etc., for goods and services received during
the fiscal period but not yet paid for,

B300 Due to Other Funds

Include any amounts due to other funds but
not yet transferred,
B400 Other Liabilities

Include any other liabilities of a current
nature, Specify each item separately.
B500 Surplus

Enter here the amount by which the assets
exceed the liabilities,

For each of the other special funds, these
items will be adequate except that there will be
slight differences of definition depending on the
particular wctivitied for which the tund is operatéd,

The reader is reminded that for each of thes@
special funds completely separate sets of accounts
should be maintained, and a separate statement of
revenue and expenditure or receipts and payments
prepared,

Trust Fund

Some boards need to operatesuch a fund, mostiy
for administering moneys donated for prizes, scholar-
ships, etc. In addition to the statement of assets
and liabilities an annual statement of changes in
the Trust Fund balance should be prepared.

A. Trust Fund Assets
A 100 Cash on Hand or in the Bank

A 200 Investme nts
Include the cost price of invested funds of
the trust fund,

A 210 Government of Canada. — Direct and guaran-
teed bonds.

A 220 Provincial governments. — Direct and guar-
anteed bonds.

A 230 Municipal governments. — Include bonds or
debentures of school boar:is, =tz

A 240 Other Investments.

A 300 Due from Other Funds
Include amounts due from other funds but not
vet transferred,

A 400 Other Assets (Specify)

B. Trust Fund Liabilities
B100 Trust Fund Balance

If the fund arises from a bequest, gift or
endowment, the fund would represent the original
amount of the bequest, etc.; if the principal is to
be held intact. If the principal is to be gradually
expended, this account would represent the reduced
balance of the trust.

B 200 Accounts Payable

B300 Due to Other Funds

Include amounts due to other funds but not
yet transferred,

B 400 Other Liabilities (Specify)




A. CAFETERIA FUND ASSETS

A 100 Cash on Hand and in the Bank

A 200 Accounts Receivable .............cocvevveeiviennnn.

A 300 Inventories

A 400 Due from Other Funds .....coocoeeiiiiviiinnecninnee

A 500 Other Assets

ASGUINDERIL ................. 0 K BT L

(Name of School District or pivision)

CAFETERIA FUND

Statement of Assets and Liabilities

as of i A e\ () S
= My B. CAFETERIA FUND LIABILITIES
.................. el B 100 Bank Overdraft ...........cccvvivvrcniincerennen
T B 200 Accounts Payable .. ...
................... B 300 Due to Other Funds ... |
B 400 Other Liabilities ........ccce ccoincvniccninnn.
= BSOOsSuspIng ........0.oo @ ARG a0 nk]
.................... TOPALE .. 6. DU om0 .

A. TRUST FUND ASSETS

A 100 Cash on Hand or in the Bank
A 200 Investments
A 210 Government of Canada

A 220 Provincial governments

A 230 Municipal governments ..
A 240 Other investments

Total, investments

A 300 Due from Other Funds

A 400 Other Trust Fund Assets

TRUST FUND

Statement of Assets and Liabilities

ag of ) = A

Amount
B. TRUST FUND LIABILITIES

B 100 Trust Fund Balance

B 200 Accounts Payable

B 300 Due to Other Funds

B 400 Other Liabilities

HOMAL L A e el o Tlgmes

Amount







CHAPTER 8
BUDGETING

The buduet, which is perhaps the most
uneertant aspect of school hoard administration, is
% logal requirement in most provinces. It has been
f#ztined as ‘‘an estimate of the proposed expenditure
far a given period and purpose, and the proposed
iseans of financing it’’. This definition implies that
thare are three parts to the budget. For a school
board, these parts are:

1. The Education program or statement of educa-
tional philosophy, policy and needs. A discussion
on this wouldbe out of place in an accounting
manual, but, until the board has decided on its
educational program for the coming year, it is
impossible to pass on to the next aspect, which
s,

2. An expenditure program which is essentially a
translation of the educational program into
monetary terms. It should specify in detail the
aexpenditures which are needed to put into
practice the educational plans of the board,

3 The financing program which is the plan for
obtaining the money needed to support the
i:xpenditure program.

The budget, if conscientiously drawn up, is a
viluable tool in the hands of the administrator. Too
yften it is thought of as a rather tedious method of
datermining what mill rate to levy or what amount
to requisition from the municipality for the approp-
riate year, Whilst this is one of the most important
tunctions of the budget, it is by no means the only
mne, A well prepared and executed budget should
LNE-To e

1. Provide a means of controlling expenditures,

. Lead to an annual critical review of procedures,

. ilelp to develop good accounting practices.

#. LLead to advance planning of educational and
financial programs.

%. Lead to better understanding between the admin-
;stration and the teaching staff, because it is a
group effort,

N

LY

The ultimate responsibility for the budget rests
ith the Board but usually the task of drawing it up
wili be assigned to the secretary-treasurer, as he
#4s most of the necessary information at hand and
#1ll be called on to put the budget into effect. To
gather all the details he requires, he will have to
Tulist the co-operation of other members of the
staff, more particularly the school superintendent
ar principals. It is important that all those acting
{1 an administrative capacity should be called on
L% prepare budget estimates for their areas of
responsibility, Not only are they in a better position
tlin anyone else to know their own needs but, if
they are not consulted they are likely to feel, quite
justifiably, that important decisions regarding their
degartments or schools are being thrust upon them
without consultation.

L

The secretary-treasurer will not, of course, be
albd W agegpt all the estimites =8 they sland;

adjustments will have to be-made but, tor the bast
results, this process should be done in consultation
with those most concerned,

In small boards employing only a few teachers
the work of drawing up the budget will probably be
best carried out if the board works directly with the
secretary-treasurer and the principal or teacher,

Expenditures (Payments)

The estimates of expenditures (payments)
should be prepared in the same detail and form as
the Classification of Expenditures (Payments)
(See Chapters 3 and 4),

There are four major types of expenditure,
salaries and wages, the costs of contractual serv-
ices, costs related to the physical plant and costs
dependent on enrolment. The distinctions are not
clear cut, but it is possible to place most items in
the appropriate group.

1. Salaries and Wages.

(a) Determined by agreement. — The majority of
salaries and wages paid by the board are
based on agreements and can therefore be
estimated, although some allowances have
to be made for substitute teachers in case
of sickness, etc, :

(b) Other, — These will be more difficult to
estimate but details of such expenditures
in previous years combined with a know-
ledge of proposed operations for the coming
year.should provide a reasonable basis for
estimates,

2. Contractual Services

Transportation, cleaning and some other sery-
ices may be provided on a contract basis and the
expenditures will be relatively simple to estimate
in accordance with the terms of the contract,

3. Plant

Expensgs for heat, light and fuel do.not vary
greatly ftom year to year so the best basis for
estimates is the expenditure of previous years
combined with current data on rates, although the
secretary-treasurer will, of course, have to make
allowances for any changes in the size of the plant,
Insurance premiums and debenture payments are
usually fixed and known in advance., Forecasting
plant operations and maintenance requires the plan-
ning in advance of any major alterations, or jobs
such as painting, re-roofing, etc, where these
expenditures are not capitalized. From time to time
emergencies will occur which it has been impossible
to foresee and to budget for. In such instances
special provisions will have to be made, with the
bhoard's approval, to maeet the gxpenditures involved,



4, Enrolment

Such expenses as textbooks, instructional
supplies, etc., are dependent on the number of pupils
enrolled and, to arrive at reasonable estimates for
these items, a forecast of enrolment is essential,
While the secretary-treasurer of a board operating a
one-room school probably knows all the children in
the district, the bigger boards will find forecasting
enrolments much more difficult, However, secretary-
treasurers will find that with previous enrolment
figures in front of them and with a knowledge of
local economic and social conditions, their estimates
may come surprisingly close to theactual enrolment,
This procedure will be more difficult in fast growing
suburban areas and the secretary-treasurer will
have to tap all available sources of information to
estimate enrolment, The municipality should be
able to tell him how many dwellings are to be built
and the telephone company and other public utility
companies will be able to give reasonable estimates
of the number of families living in new developments.

Budgeting will be easier in those provinces
(Quebec, Prince Edward Island and Newfoundland)
where the school boards’ fiscal year coincides with
the school year. The boards in these provinces
should know before the year begins the approximate
enrolment and the number of teachers., This should
enable them to make accurate estimates of expen-
diture for textbooks, school supplies and teachers’
salaries, items which constitute a major portion of
school boards’ costs,

Where the fiscal year runs from January to
December, estimates will be more difficult as parts
of two school years are involved, To estimate from
January to June should be relatively simple, since
the pupils and teachers involved are actually in the
school but for the September-December period, the
basic data are not so readily available and forecasts
must be made,

Revenues (Receipts)

The estimates of Revenues (Receipts) should
be prepared in the same detail and form as the
classification of revenues (receipts), (See Chapters
3 and 4.) The first item for boards operating on the
cash basis is cash on hand or bank overdraft from
the previous year. For those on the accrual basisit
will be surplus or deficit from the previous year,
This amount will, of course, be known so the first
important item to be estimated is provincial grants.
The degree to which this will be known in advance
by the secretary-treasurer varies from province to
province but some Departments of Education attempt
to have some information in the hands of the boards
as early as possible. In other provinces, the
secretary-treasurer must make his own estimates on
the basis of the latest grants regulations,

Tuition and transportation fees from other
authorities may be a substantial source of income
for some school boards. For the current school year
the number of non-resident pupils attending the
board's schools and the rate of fees charged will
be known. It should, therefore, be possible to give
an accurate estimate of the total fees for the period

from January to the end of the school year. For the
September to December period it will be necessary
to forecast the expected number of non-resident
pupils and also the rate of fees.

Other items of revenue (excluding local taxa-
tion, which is dealt with below) are usually difficult
to estimate but, because of their minor significance
in the total revenue picture, even relatively large
discrepancies between the amounts estimated and
the actual amounts received are not likely to have a
serious effect on the budget.

It will now be possible to arrive at the amount
to be raised by local taxation, by deducting the
sum of all other sources of revenue from total
expenditures, This amount will be raised by requi-
sition on the municipality or by striking the appro-
priate mill rate on the basis of total assessment,
Where the board collects its own taxes, allowance
should be made for uncollected taxes, This will
also apply where the municipality collects taxes on
behalf of the school board but pays over only the
amount actually collected rather than the amount
levied.

When all items have been estimated, it is
useful to compare them side by side with the actual
expenditures for one or two previous years. Any
gross differences can then be seen quite easily and
the reasons for them ascertained and explained, The
secretary-treasurer can thus justify each item in
his budget when he presents it to the board and
the board can see at a glance how revenues and
expenditures are changing from year to year,

For efficient operation of the budget, it is
helpful to break down revenues and expenditures on
a monthly basis, Certain demands will be made on
the board at specific times and it is usually impor-
tant that these can be met immediately, partly
because discounts may be involved and partly
because it is good public relations for the boardto
meet its obligations promptly. The times at which
most payments fall due are known in advance to the
secretary-treasurer as are the dates on which most
of the revenues will be received. It should not be
difficult, therefore, to prepare a monthly forecast,

Once the budget has been approved, it should
be entered in the board’s minutes. In British
Columbia, it is a legal requirement that the budget
should be put in the accounts and transfers between
items can only be made with the consent of the
provincial Department of Education, Budgetary
control, even when not required by law, is sound
accounting practice. A monthly comparison ofactual
with estimated revenues and expenditures shows
the state of the board’s finances. Any variations
from the budget can be investigated and appropriate
action taken,

Although this chapter has dealt only with the
budget for the Current (Operating) Fund, a budget
should be prepared for every fund operated by the
board so that all aspects of the board’s operations
can be controlled,
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CHAPTER 9
SUPPLEMENTARY RECORDS

.

In Chapter 2 reference was made to supple-
mentary records which most boards will find it
advisable to keep, even though they are not an

integral part of the accounting system. They are:

The Fixed Assets Register
The Insurance Register
The Debenture Register

Maintenance of these three registers takes very
little time once they have been set up and the board
will have at its immediate disposal a good deal of
useful information. These records will also prove
invaluable in the event of such emergencies as the
destruction of property by fire,

The Fixed Assets Register

This register, which should contain a complete
record of all fixed assets (see Glossary of Account-
ing Terms), may, for convenience, be divided into
two parts: — Real Property and Other Fixed Assets,

Real Property

This section should contain a complete record
af all the real property, that is sites and buildings
vwned by the board. Cases have been known of
boards, wishing to sell an old school, finding after
investigation that they have no title to the land on
which it stands. If a record of real property had
been maintained this oversight would have come to
the board’s attention and some action might have
been possible, Form K shows an example of a Real
Property Record, Note that in addition to the column
for purchase price there is a column for appraised
value. Where the purchase value is not known boards
will find it well worth the relatively small fee
involved to have school property valued by a pro-
fessional appraiser, It will give them a reliable
estimate of the current value of their property which
will be useful if the board is considering disposing
of any of its property or again in the event of total
loss hy fire,

Other Fixed Assetls

The purpose of the Fixed Assets Record is fo
maintain in one place a complete record of all the
permanent property of the board, showing the date
of acquisition, cost price, and subsequent disposal
along with other relevant information, An example
of a Fixed Assets Record is shown at Form L.
Where depreciation of school buses is permitted
provision must be made to show the depreciated
value,

Separate pages should be maintained for
different types of property and equipment — audio-
visual equipment, office machines, etc, Such a
record has the following uses:

It enables the value of inventory, which is to be
entered in the balance sheet, to be readily
arrived at,

Where a board operates several schools the
distribution of any type of equipment among the
schools can be seen at a glance,

The chief pitfall to be avoided in this type of
register is failing to record the disposal of the
equipment when it is discarded, traded in or sold,

The Insurance Register

The insurance register (Form M) provides a
ready reference to the number, type, coverage,
premium and expiration dates of all the insurance
polizies held by the board. It is advisable that one
person should be responsible for maintaining the
register and handling payments and claims, As
most of the board’s insurance will be for three year
terms, three columns are provided to show the
amount of premiums due each year and to assist the
board in planning an insurance program in whichthe
annual policies are for approximately the same
amount each year, Entering the cheque number and
dates of premium payments may save searching
through the ledgers to verify that the premiums have
been paid,

Debenture Register

Every board should keep a record of the deben-
tures it has issued or which have been issued on
its behalf by the municipality or province, Such a
record will simplify the completion of reports
required by the province and will show, at a glance,
the amount of debenture debt outstanding, and the
payments due,

Before becoming involved in the issuing of
debentures,the secretary-treasurershould familiarize
himself with the provincial regulations governing
debenture issues,

Form N shows an example of a Debenture
Register in which a separate page or card should be
maintained for each issue. This is a copy ofa form
which has been in use in one of the provinces for
several years and has proved quite satisfactory.
Secretary-treasurers may wish to makeminor changes
to adapt it to their particular neetds,
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Form K
FIXED ASSETS REGISTER - Real Property
Date Diftcition Purchase Appraised Disposal e
Purchased Price Value Natucesof Mitle A Sudls Method Dacs
9-6-48 Site of Western $7,000 $6,000
High
Form L
FIXED ASSETS REGISTER ~ Other Fixed Assets Classification: Audio-Visual
Date o g . Serial no. Cost
Purchased Bescughian Supplier if applicable Price
7-12-53 Movie Projector Bell & Howell 726503 489,50

Form L (Cont’d)

FIXED ASSETS REGISTER - Other Fixed Assets
Disposal
School Remasks
Amount Method Date
Central High - Trans’d to Western High 9-9-60
Form M

INSURANCE REGISTER

Date of Name of Company . Amount of | Rate per

Policy and/or Agent Property etc., insured Type Policy $1000

1-1-60 Great Northern Insce. Co. Central High Fire $400,000 $3

Form M (Cont'd)

INSURANCE REGISTER
Bxfticy Amount of Premium Payable Date Cigland - P

el 1960 1961 1962 R s Y
31-12-62 1,200 1,200 1,200 25/12 1593
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CHAPTER 10
ALLOCATION OF COSTS

Traditionally, the unit of school administration
in Canada has been the small school district opera-
ting one school and in units like this accounting
procedures can be relatively simple. However,
although there are still several thousands of such
boards, the majority of our children now attend
schools under the administration of boards whose
operations are more extensive, both geographically
and educationally. Most of these conduct, in addi-
tion to the regular academic program, night classes,
summer schools and vocational courses., The effi-
cient and economical administration of these more
complex units, requires the keeping of Separate
sets of accounts for each of these various activi-
ties, especially where separate figures are required
for grant claims or to establish fees.

As many, or all, of these activities may be
carried on under the same roof, or by the same staff,
the problem arises of sharing, or pro-rating, various
costs among the different ty pes of education,

Problems of pro-rating are not, however, limited
to boards which undertake a variety of activities.
In Chapters 3 and 4 attention was drawn to the
problem of allocating the salary of an employee
whose duties do not fall entirely within one field,
This situation could exist in almost any school
iistrict, as could some of the other examples dealt
with later,

There are in fact, very few school districts
which can completely ignore the problems of pro-
rating, which will arise in any of the following
circumstances where pro-rating is necessary or, at
least, desirable.

1. Where a board operates both academic and
vocational courses in the same school building,

2. Where a board operates a day school and
night school or summer school in the same
building,

3. Where a bhoard operates an elementary and a

secondary school in the same building.

Where any member of the staff of a board

performs duties which are divided between

different educational programs (e.g. elementary

and secondary) or between different functions

(e.g. administration and instruction).

=

Although these four situations are among the
most common, other circumstances may arise where
a secretary-treasurer feels that he should pro-rate
costs,

When we consider that one of the purposes of
an accounting system is to improve the efficiency
#¢ the administration, the need for pro-rating
##tomes obvious, The educational administrator
#deds to know how much it is costing the board to
sflicate a vocational pupil, how much the pupil
transportation system costs, what fees to charge

for a summer school if it is to be self-sufficient, He
cannot do this if all the cost of buildingmaintenance
and operation is charged to academic education
because most of the floor space is devoted to
academic classrooms; if the wages of the mainte-
nance worker who also drives the school bus are
charged to maintenance because he spends only a
quarter of his time driving the bus; if no operating
cnsts are charged to summer school becaunse it is
only open for a few weeks, Pro-rating of expendi-
tures is the only way in which a reasonably accurate
record can be kept of the cost of each educational
function or service, and without this knowledge
efficient administration is impossible,

There are many bases which can be used for
allocating costs, but the following will meet most
needs,

Time,

Floor area.

Number of pupils,
Pupil-mileage,

. Quantity Consumed,

[ RSN % I SR

1. Time., — This method consists of allocating
expenditure according to the proportion of time spent
on each activity. If a person spends 25 p.c. of his
time in instruction and 75 p.c. in administration,
25 p.c. of his salary would be charged to instruction
and 75 p.c. to administration,

2. Floor area. — It is usually preferable to use
square footage rather than cubic capacity, partly
because it is easier to work with and partly because,
where two operations are conducted in the same
building, ceiling height is uniform. By this method
costs are allocated according to the amount of floor
space devoted to a particular activity, For example,
if cleaning costs are to be allocated between aca-
demic and vocational education in & school with
15,000 square feet of vocational shops and 30,000
square feet of academic classrooms, one-third of
the cost would be charged to vocational and two-
thirds to academic., If allocation is to be made
which involves night or summer schools, the dif-
fering periods of time for which the building is
occupied will also have to be taken into account.

3. Number of pupils. — This may be number of
pupils enrolled or the number in average daily
attendance according to which is more appropriate
in a particular case, It consists of pro-rating ex-
penditure on the basis of the number of pupils
engaged in an activity. Where some of the pupils
are full-time and some part-time, both should be
converted into similar units. Suppose a school with
600 full-time pupils operates a six weeks summer
school for 125 pupils, If school is normally open
for 192 days, 125 summer course pupils will be
equal to 5 x 125 full-time pupils, or approximately
20 pupils. Therefore, 5%) of the costs to be pro-rated
should be allocated to the summer school.
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4, Pupil-mileage. — This method will beapplied
only to pupil transportation costs and is based on
the number of pupil-miles, that is the sum of the
number of miles each pupil is carried.

5. Quantity consumed. — By this method ex-
penditure is allocated according to actual consump-
tion. It can be applied only to materials andsupplies
and not to utility services, unless these are separ-
ately metered. If $1,000 worth of supplies are pur-
chased and one-fifth are used by night school
students, $200 would be charged to night schools.
It will not always be possible to determine the
actual allocation of supplies between pupils in
different programs, and it may be necessary to
pro-rate costs onthe basis of Average Daily Attend-
ance, Average Daily Enrolment or enrolment as of a
specified date,

No single one of these five methods of pro-
rating can be applied to every instance where allo-
cation of expenditures is desirable, as the method
used must have some relation to the cost which is
being allocated, Time is obviously the best method
of allocating instructional salaries, but could not

be used for allocating supplies, Similarly, flaor
area can be used for allocating the cost of utility
services such as heating and lighting, but could not
be used for pro-rating teachers’ salaries as a
teacher’s work load has little relation to floor
area, The accompanying chart which suggests the
methods most appropriate to each of a variety of
accounts may prove helpful. In practice, however,
the secretary-treasurer will have to make his own
decision in accordance with local conditions and
the information available to him.

Finally, it must be stressed that pro-rating of
costs is no substitute for recording actual costs
where this is possible, Pro-rating is merely a
device for estimating the approximate costs of
services, etc, when it is not feasible to obtain
actual figures, Inevitably, it involves a good deal
of additional work for the secretary-treasurer, but
he will find*his efforts well rewarded by the accu-
rate and meaningful figures which he produces.
These figures will be of great value in assisting
the trustees to make decisions regarding the
administration and organization of the board’s
activities.




. Suggested Methods of Pro-rating
I
‘ Method of pro-rating
Expenditure Accounts
Time Floor Nurgfber P'upil/ Quantity
area pupils mileage consumed
Administration:
P
A B
P
Instruction:
SHlanESe, . W8 el me e ol e L B A
Materials and supplies .. I Y R e et A B
@ther ........ 0 5 00 .5 e L Y LR 1)
Other Educational Services:
Attendance:
Sollanieal T B e e b P
i, A, W R, SN il e TN | YRRy | P
Health Services:
SalaniGy 1 e s W . L R . P
OB Pl o ... ... omEaosss 5o e oo s P o5 SR o o o 8 P
Plant operation and Maintenance:
. SHIAGTCRNN T~ LA e P P
) P
A P
A B
Pupil transportation:
Board-owned buses ._.......cccooiiieiivcicieniens A P
Contractual services. A P
Alternative SEIVICES .uvciiiiiiiniccniicecncr e eranseennsesaraaesans =
/00 ST I (OGS e ST SR S SOOI 8 St S S P
OIS (T e Tt O UN . NS, B - 00 - S S P A
Capital expenditures from cument funds?.......c...cccoecveieeecnnes P A

! Consideration must be given to the amount raised by debenture sales for each program area. For example, federal
and provincial funds will provide a higher proportion of capital requirements for vocational programsthan for aca-
demic programs.

2 The method of pro-rating will depend, to a large extent, on the nature of the expenditures.

P: — Preferred method.
A: — Alternative method.






CHAPTER 11
PER PUPLL COSES

S@crdtany-tedndur@rd Lol rusleed aroadl ol
that the school under their control should be
operaied as efficiently as possible. One of the
most useful measures of the efficiency of a board
is a comparison of its per pupil costs with those of
other boards. Per pupil costs can also be used to
compare provinces ol to draw ottention to changes
in costs from year to year, Like any unit of meas-
urement, however, it is useless unless we are sure
that it has a consistent value., There must be stan-
dards for the calculation of per pupil costs and in
ihls chapter an attempt is made to suggest such
sipidards,

lit determining per pupil cost four factors must

B& aemsidered.

t. The pupil unit of measure (e.g. average daily
attendance, average daily enrolment, enrolment
#s of a specified date),

. he expenditure accounts to be included (e.g.
administration, instruction, etc.).

i. The period of time,

4. "The program areas (e.g. elementary, secondary,
academic, special education, vocational, etc.).

(2%

!, Pupil unit of measure. — The three possi-
bilities to be considered are enrolment as of a
specified date, average daily attendance,and average
fiiily enrolment, Of these, enrolment as of a spe-
£ific date is so unsatisfactory that it can be dis-
missed almost immediately, Enrolment at the
heginning of the school year would probably be too
high, as enrolments usually fall during the school
yvear. For the same reason, enrolment at the end of
the school year would be too low., Average daily
attendance (ADA) is a much more useful tool for it
is a measure of the average number of pupils in
attendance throughout the school year. ADA is the
total number of days attendance by all pupils,
divided by the number of days that school was
actually in session.It is the measure most commaonly
used in Canada, Average daily enrolment (ADE)
sometimes known as Perfect Aggregate Attendance
is probably the best measure, as it shows the aver-
age number of pupils enrolled in a school and facil-
ities have to be provided for every child enrolled
whether or not he is actually in attendance. ADE
is the sum of the daily enrolments divided by the
namber of days that school was actually in session.
This measure is not much used in Canada at pres-
wnt, but is being used to an increasing extent in
the U.S.A. where it is known as Average Daily
M@nbership, Some bhoards may wish to calculate
&nsts both on ADA and ADE basis.

I computing per pupil costs for a part-time
prograun it will, of course, be necessary to convert
the ADA or ADE to whole-time equivalents. For
example, a board might operate a night school for
300 pupils attending night classes for 2 hours each
per week, If day school hours were 30 per week, the
300 night pupils would be equivalent to 322 2 =20
full-time pupils,

2. Expenditure accounts. The smxpaoditare fo-
counts to be included in calculations of per pupil
costs will depend on the purpose for which the
cost is to be used.

If a secretary-treasurer wishes to calculate
the total cost of education per pupil, he will in-
clude the following expenditure accounts,

Administration

Instruction

Other educational costs

Plant operation and maintenance

Pupil transportation

Debt charges

Capital expenditures from current funds

He ma$ also wish to include the net cost of
ancillary services, He should not include payments
made to other school boards or other authorities for
children who are attending schools operated by
those boards nor should he include the costs of
of their transportation. As these pupils are not
attending schools operated by the paying board they
do not enter into the ADA used to compute per pupil
costs; to include the payments made for their tuition
and transportation would make per pupil costs too
high. Both the cost of educating non-resident pupils
and their average daily attendance should be
included in the calculation of per pupil costs,

However, as soon as comparisons are made with
other boards some items will have to be omitted. A
board which has just undertaken the construction of
a new school will probably have a high rate of
debenture debt repayment, whereas a hoard which
has built no new schools or additions for thirty
years will probably have no debenture debt, Boards
in British Columbia, for example, will have little or
no capital expenditure from current funds, whereas
in some provinces this may be a substantial item,
A better basis for comparison would be ‘‘operating
costs’’, from which Debenture Debt and Capital
Expenditures from Current Funds would be omitted.
This would permit a comparison between the day to
day costs of providing education between boards or
with the average of boards in a province.

To achieve strict comparability, some other
items may also need to be omitted. Not all boards
provide pupil transportation services and not all
boards provide ancillary services such as cafeterias
of subsidized text books, For purposes of compari-
son with such boards, the two expenditure accounts
‘““Pupil Transportation’’ and ‘‘Gross Cost of
Ancillary Services” should be excluded,

If possible, it would be helpful to compute the
cost per pupil of each major expenditure account so
that the board’s expenditure on administration,
instruction, etc, can be seen in relation to similar
expenditures hy other boards, This may indicate

Toecifle acdwitizs for which axpesudilures are



unusually high and these activities can then be
investigated., It cannot be assumed that because
one board is spending more per pupil than another
that it is less efficient. Nevertheless, there should
be an explanation for any gross differences in per
pupil costs between boards, One may be providing
a high level of administration that is saving money
on other items. It may have to pay more to secure
the services of able staff, or it may have to pay
more forsupplies. Cost will vary with the conditions
under which the board operates. A school in the far
north will have higher heating and lighting costs
than one in the south; bad roads will increase
expenditures on transportation and physical isolation
will increase almost all operating costs.

3. Time. Per pupil expenditures will normally
be computed on an annual basis, although it may
sometimes be necessary, in order to determine
tuition fees, to use a weekly, daily or even hourly
basis.

4. Program area. The different program areas
for which per pupil costs are calculated will depend
on the requirements of individual boards. Normally,
secretary-treasurers will wish to calculate separate
per pupil costs for elementary and secondary,
academic and vocational, evening and summer
courses, This will necessitate using the pro-rating
procedures suggested in Chapter 10,

Throughout this manual we have tried to make
the point that, if the trustees are to carry out their
responsibilities, they must be supplied with all the
necessary information by the secretary-treasurer.
Detailed per pupil costs for the board, presented
side by side with those for similar boards, or for
previous years can be a very effective tool in the
hands of the conscientious trustees,
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GL.OSSARY OF SOME TERMS USED IN THE MANUAL

The following definitions have heen drawn from
several sources including "‘Terminology for Account-
ants’’ issued by the Canadian Institute of Chartered
Accountants, the ‘‘Municipal Finance Reporting
Manual’’, Third Edition, 1960, and the ‘‘Manual of
Instructions for Uniform Accounting for Minnesota
School Districts’’. From time to time the third and
the fourth editions of the ‘‘Accountants’ Handbook"’
were also consulted. In some instances the original
definition has been adapted or rephrased to apply
more directly to school board accounting.

Account. — A formal record of an asset, lia-
bility, surplus, reserve, income, or expense, in
which the effects of transactions are entered in
terms of money.

Accounting. — The process of analysing and
systematically recording, in terms of money,
business transactions and events which are, in part
at least, of a financial nature, and of summarizing,
reporting and interpreting the results thereof.
(Compare Bookkeeping.)

Account Payable. — An amount owing to a
creditor, Generally limited to amounts owing for
purchases of goods and services,

Account Receivable. — Amounts claimed against
a debtor, usually money claims arising from the
sule of goods or services,

Accrual Basis. — A system of accounting is
said to be on an accrual basis when income is
accounted for when earned or due regardless of
when recelved, and expenses are accounted for as
soon as the liability is incurred regardless of when
payment is made,

Assess. — 1. To place a value on property for
taxation purposes.
2. To fix the amount of a tax.

Assessment. — 1. The value of property
(usually land, buildings, improvements) established
for taxation purposes,

2. The amount of the taxlevied
against a person or property, etc,

Appraisal, — A valuation, generally of land,
buildings and equipment made by a properly quali-
fied person. The valuation may be made on one of
several bases, e.g. replacement cost, market
value, etc.

Assets, — In general, anything owned, measured
in terms of money,

Average Daily Attendance (ADA). — In a given
school year the ADA for a school is the total number
of days attendance by all pupils, divided by the
number of days that school was actually in session.

Average Daily Enrolment (ADE). —In & given
school year the ADE for a school is the sum of the
daily enrolments divided by the number of days that
school was actually in session. (Alsocalled Average
Daily Membership.)

Audit{n). — An examination of the accounts,
including the verification of assets, liabilities,
receipts, disbursements, revenues, expenditures,
reserves and surplus, in such detail as may be
necessary to permit certification of the statements
rendered.

Balance Sheet. — A formal statement of the
financial position of a fund compiled from the books
of account, showing assets, liabilities, and owner’s
equity in a classified manner and as at a particular
moment of time,

Bank Statement. — A list sent by a bank period-
ically (usually monthly) to its customers setting out
all of thechanges during the period in the customer’s
current or personal chequing account with the bank.
The cheques charged against the account during
the period are usually returned to the customer with
a bank statement together with vouchers for other
entries, if any, initiated by the bank,

Book of Account. — Any book or record in which
business transactions of an organization are
recorded in terms of money and which constitute
part of the accounting system, The books of account
include books of original entry as well as ledgers.

Bookkeeping. — The process of classifying and
recording business transactions in terms of money
in the books of account,

Book of Original Entry.— See JOURNAL.

Book Value., — The amount at which an asset
or liability is recorded in the books of account. The
book value of an asset which is being depreciated
(e.g. school bus) is the recorded value less the
the reserve for depreciation,

Bond. — A long-term note issued in accordance
with a formal legal procedure by a government or
corporation and secured either by specific properties
or revenues or by the general credit of the govem-
ment or corporation, {(See Debenture, also Serial
Debenture.)

Budget. — An orderly and detailed plan of
proposed expenditures for a given period or purpose
and of the means of financing them designed to
provide control over future operations.

Capital Expenditure. — Disbursements  that
result in the acquisition of or addition to fixed
assets,



Cash, — 1. Cash on hand: coins and paper
money, money orders, postal notes, cheques and
accepted sight drafts,

2. Cash in bank: the balance of cur-
rent accounts and of savings accounts in banks or
other responsible financial institutions,

Cash Basis of Accounting. — A system of
accounting is said to be on a cash basis when
income is accounted for only when received in cash,
and expenses are accounted for only when paid,
(Compare with Accrual Basis,)

Charge. — Same as DEBIT.

Contingent Liabilities. — Possible liabilities
which may arise from pastcircumstances and become
a legal obligation, (e.g. an unsettled disputed claim).

Contractual Services, — Services rendered by
personnel who are not on the payroll, including all
related expenses of the contract,

Control Account. — A general ledger account,
the balance of which represents the total of the
balances of the accounts in a subsidiary ledger,
e.g. the accounts payable account in the general
ledger summarizes and controls the accounts
payable ledger,

Cost. — The amount paid or payable to obtain
property, goods or services,

Credit. (n.) — An entry on the right side of an
account.Such entries may either 1, decrease assets,
2, increase liabilities, 3. represent income, or
4. represent deductions from expense,

Debentures. — Debentures are bonds secured
by the general credit of the borrower rather than by
specific property or revenue, (See Bond, also Serial
Debenture.)

Debenture Debt. — That portion of the indebted-
ness represented by outstanding debentures (in-
cluding assumed debentures),

Debenture Discount. — The amount by which
the selling price of a debenture is less than the
face value,

Debenture Premium. — The amount by which the
selling price of a debenture exceeds the face value,

Debit. — An entry on the left hand side of an
account, Debit entries may either 1, increase assets,
2. decrease liabilities, 3. represent expense, or
4. represent deductions from income,

Debt Charges.— The amount of money necessary
annually to pay the interest on all debt and the
principal of long term debt.

Deficit. — 1. On a balance sheet, the excess of
the total liabilities of a fund over the total assets,
2. In the statement of revenue and
expenditure, the excess of expenditures over the
revenues,

Depreciation. — Loss in value of fival asseis
due to wear and tear, age and obsolescen.=.

Disbursement. — A payment in cazi o by
cheque for goods or services, or as a gift.

Double Entry Bookkeeping. — The system of
bookkeeping, now in general use, in which every
transaction is recorded in one or more accounts as
a debit and in one or more as a credit in such a
manner that the total of the debit entries equals the
total of the credit entries.

Equipment. — Physical property of a more or
less permanent nature, other than land, buildings or
improvements to either of these. Examples are
machinery, tools, trucks, cars, furniture and
furnishings,

Expenditure(s). — General running expenses,
whether paid or payable, chargeable to a financial
period.

Financial Position. — The state of affairs
represented by the assets, liabilities, and the
board’s equity at a specified time,

Fiscal Period. — The period for which financial
statements are regularly prepared, (generally a
twelve-month period)., The fiscal year for schcol
boards in Quebec, Newfoundland and Prince Edward
Island is the school vear., In all ather provinoes it
is the calendar year.

Fixed Asset. - 4 tangible Jong-term asset,
such as land, building, equipment, held for use.

Fixture, — Machinery furnishings, equipment
attached to or forming a normal part of a building.

Fund. — Money (or its equivalent) set aside
for a specific purpose, the nature of which is usually
indicated in the name of the fund, e.g. current
(operating) fund, building fund, trust fund(s).

General Ledger. — An accounting record con-
taining accounts in which are recorded in detail, or
in summary, or a mixture of these, all the financial
transactions of the board, (See Ledger.)

Grant. — A contribution made by one level of
government to another (e.g, provincial government
to school board) for which the contributor expects
no payment or service in return.

Imprest Fund. — A definite sum of money set
aside for cash purchases (e.g. petty cash) and
renewed from time to time to the extent of the exact
amount of the signed receipts received when pur-
chases were made. The sum of the cash on hand
and the receipts for payments should always equal
the total amount of the fund.

Improvement. — An alteration or structural
change in a building or unit of equipment whick
increases its durability, productivity or efficiency.

Income. — Money received or receivable,




Inventory.— An itemized list of goods (materials
#ud  supplies) on hand showing quantities and
walues, usually restricted to items to be currently
consumed,

Investments. — Securities (bonds, etc) required
or held to yield revenue either temporarily or per-
manently, e.g. govermnment bonds held as all, or
part, of the principal of a trust fund.

Investment in Capital Assets. — In the capital
(building) and loan fund, the excess of the assets
over the liabilities; the board’s or ratepayers’
equity in the capital assets.

Invoice. — The document prepared by the seller
and sent to the purchaser setting out the details of
goods sold or services rendered including quantity,
price, terms of payment, etc,

Journal. — 1, In a single entry system, an
account book in which the data of financial transac-
tions are formally recorded,

2. In a double entry system, the
book of account in which business transactions are
formally recorded for the first time as a basis for
posting to the ledger accounts, and sometimes for
the purpose of first distributing or summarizing the
items.

Ledger. — A book or file of accounts: a book
of final entry containing all the accounts of the
board (General Ledger); a book or file containing
all the accounts of a particular type or nature (e.g.
aAzcounts payable ledger),

Levy. (n). — A tax, or the total amount of a tax,
(v). — To impose a tax.

Liability. — In general, a debt or obligation.

Liquid Assets. — Cash on hand and in the bank
and temporary investments readily convertible into
cash,

Maintenance Cost. — The cost of Kkeeping
property in efficient working condition.

Obligations. — Debts or amounts owing arising
out of formal or informal agreements.

Overdraft. — The excess of withdrawals over
the amount provided in an account such as a bank
account of an appropriation account,

Par Value. — The nominal or face value of a
debenture or other security.

Payment(s). — 1. Cash (or its equivalent) paid
for gonds or services or as a gift,
2. A disbursement (q.v.)

Payroll. — The book, sheet, or other document
g #ftich are listed the names of employees and the
Smbums payable to them as salaries or wages at a
a given time (Sometimes referred to as a “‘paylist”).

Petty Cash, — Cash kept on hand or in a
special bank account for the purpose of meeting
small payments. (See Imprest Fund).

Plant. — All of the bhoard’s tangible fixed
property including land, buildings, equipment, etc.
(See also Fixed Assets.)

Possible Aggregate Attendance. — See Average
Daily Enrolment,

Post. (v). — To transfer an amount from a
Journal, or other record of original entry, to a ledger
account.

Posting. — The act of transferring to an account
in a ledger, the data, either detailed or summarized,
contained in a book or document of original entry.

Prepaid Expense. — That portion of an opera-
ting expense properly chargeable to the operations
of the next year or two, e.g, prepaid rent, prepaid
insurance, prepaid interest,

Principal. — The capital amount of an invest-
ment or of a loan,

Pro-rate. — To pro-rate an expenditure is to
distribute the amount among two or more accounts
in proportion to the share of the cost applicable to
each of these accounts,

Purchase Joumal. — A book of original entry
in which purchases on credit terms are recorded,

Purchase Order. — A form used to place an
order for goods or services with a supplier,

Receipt, — 1. Cash received during a financia]
period (see revenue).
2. A signed acknowledgement of
the receipt of money or goods,

Refund. (n). — An amount returned, or a credit
allowed for the return of goods soldor an overcharge
for goods or services, or the unexpended portion of
an advance.

(V). = 1, To return or allow credit for
any of the above.
2. To repay a loan with cash or
credit secured by a new loan.

Repair. — The restoration of damaged or worn
out parts of equipment or plant to a state of normal
working efficiency. In the case of small parts, this
may be done by a replacement, nevertheless these
are accounted for as repairs.

Replacement. — The installation of a new piece
of equipment or other unit of plant in place of an old
unit (e.g, a new furnace for an old). This may result
in a change in the book value.



Requisition. — 1. In those situations where the
municipality levies taxes on behalf of the school
board, the amount which the board requires the
municipality to raise for school purposes.

2. A form of request, usually on
official stationery, for specified articles, services
or funds.

Reserve., — An amount appropriated from a sur-
plus for a specific purpose. It indicates that an
unidentified portion of assets is being held for that
specific purpose.

Reserve Fund. — A fund with its own accounts
establishedto setaside money which may be used only
for a specific purpose.

Revenue. — The amounts received and receiv-
able for a financial period that do not increase any
liability or reserve nor represent the recovery of an
expenditure,

School Taxes. — Compulsory charges levied by
a govemmental unit (i.e. a municipality or school
board) upon the income or property of persons, or
corporations, for the purposes of providing public
education.

Serial Debentures. — Debentures redeemable by
regular instalments of interest and principal paid in
full out of the ordinary revenues of the year. (See
Debenture, also Bond.)

Shared Cost Contribution. — A contribution from
government, another school board or other source
which is to be spent on some agreed upon activity
considered to be the responsibility of the receiving
board, and based on a specific share of the total
cost of meeting that responsibility,

e

Short-term Loan, — A loan which, in the ordi-
nary course of business, will be liquidated within
one year, (See Temporary Loan).

Single Entry. — A form of bookkeeping in which
only cash books and/or personal accounts are
maintained.

Supplies. — The small, non-permanent materials
which are actually consumed or worn out in use,
including small, inexpensive units of equipment,
(e.g. office stationery, paper and chalk, cleaning
materials, hand tools, etc.)

Surplus. — 1, The excess of total assets of a
fund over the total liabilities.

2. In the statement of revenue and

expenditure, the excess of revenue overexpenditure,

Taxes Receivable. — An asset account repre-
senting the uncollected portion of taxes which a
school board has requisitioned or levied but not
received.

Tax Roll. — A record of persons or companies
subject to taxation, including the amount of taxes
levied against each.

Temporary Loan. — Money  borrowed, under
proper authority, for general purposes until taxes
are collected, or for capital purposes until deben-
are sold. (See Short-term Loans.)

Trust Fund. — A fund consisting of resources
received and held by the board as trustee to be
expended or invested in accordance with the
conditions of the trust.
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