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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 
seven provincial, 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 
a ppointed representing the Atlantic Provinces, Quebec. Ontario, the Western 
Provinces and DBS. Members were Mr. C.W. Smith, Mr. G. Normandeau, Mr. P.S. 

. Wilson, Mr. J.W.Chalmers, Mr. P.L.Maltby and Miss E.R. Cram. During the course 
i preparation Mr. G. Larose, Mr. B.E. Besteck and Mr. W.B. Bolton took over 

trm 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. 
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CII APTER 1 

INTRODUCTION 

. 

There are in Canada some fifteen thousand 
school boards soending, 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 bunlen. 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 reports required 
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 
iii ended; 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. 

0 
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'. BRIEF OUTLINE OF CUOUNi. FOR SCHOOL BOWl) IIN.M'FS 

. 

. 

One of the privar.v ohects of this manual S 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-
p! te will be, at best, misleading, and at worst may 
ltd to breaches of the law. Delay in making entries 

t!l often lead to inaccuracy. As time passes it 
omes 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 
'inpiete record of every financial transaction in 
which the board is involved; it enables the board to 
a('count 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 he 
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 incurred. 

In addition money received from or repaid on loan 
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 borrowing money in tb 
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 he seen that this system does 
not give a true picture of the financial condition of 
the board, or of the cost of education for 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 Cash Book - Payments 
most important duties of the secretary-treasury and. 
with 	the 	advice 	of his trustees 	and 	auditor, he There 	must 	be 	proper authorization 	for all 
should decide whether the system of bookkeeping he payments. The following documents are necessary 
is at present operating provides all the information to support all entries on the payments side of the 
required for efficient administration. cash book. 

Board minute authorizing the payment. 
In a very small board, operating only one or Invoice or other evidence of material or service 

two classrooms, the books may be kept on a single delivered. 
entry bookkeeping system. Only the following basic Receipt or cancelled cheque endorsed by the 
records will be used, payee. 

Cash book. 
Duplicate receipt book (pre-numbered and stamped No payments should be made in cash except 
with name of the board. These are obtainable from petty cash. 
from any stationers). 
Duplicate 	bank deposit book (which the bank Petty Cash - Imprest System 
will issue on request). 
Cheque book with stubs or duplicates - pre- In 	discussing disbursements, 	the 	statement 
numbered. Current accounts are recommended as was 	made that normally all payments should he 
cancelled cheques will be returned along with made by cheque as this is a way to achieve effec- 
bank statement. tive internal control. There are occasions, however, 

when it is certainly more efficient to make very 
Each of the board's financial transactions will small payments by cash. If such payments are to be 

be recorded on either the receipts side or payments made, they should be handled from a petty cash 
side of the cash book and this entry will be the fund set up on the imprest system, i.e. a fund which 
only record made of the transaction other than what is established as a fixed amount for which the person 
appears 	in 	the 	support inn 	(Ion unents 	- 	Receipt in charge is held personally accountable. 

k:in:1 	:1w 	0. 

In setting up and operating a petty cash fund 
h 	0 	1owrng rules should be observed: (.ih 	- 

Amount should he no larger than is necessary - A 	receipt 	signed 	by the secretary-treasurer $25 to $50 is generally adequate. 
should 	be issued for all moneys received and a Fund 	should 	always 	be completely 	under the duplicate kept in the duplicate receipt book. Cash control of one person. 
and cheques received should be deposited in the A limit should be placed on size of payments to 
bank as soon as possible and the duplicates of the be made from fund. 
deposit slip receipt-stamped by the teller. These Receipts should be obtained for all payments. documents provide evidence of receipts anddeposits Cash 	on 	hand 	in 	the 	petty 	cash 	fund 	plus to support entries recorded on the receipts side of receipts on hand should always add to the fixed 
the cash book. (Form A is an example of the type amount of the fund. 
of hook which should be used for this purrose.) It Fund 	should 	be 	reimbursed 	by 	the 	person in should show: control 	requesting 	a 	cheque 	from 	the general 

Date of receipt bank accounts, supportmg the request by receipts 
Number of duplicate receipt. totalling the amount of the cheque. 
Details of source, 	(i.e. the name of payer and 
purpose of payment). The original cheque setting up the petty cash 
Account number. (This will simplify the summar- fund will be set up as an asset in the general ledger 
izing of the entries at the end of the year. See accounts, 	and all subsequent 	cheques written to 
Chapter 4). reimburse the fund 	will, of course, be charged to 
Record of bank deposits, expense, according to the nature of the disbursements. 
Total amount received. 
Amount of receipt entered in appropriate column. 
A column for the auditor's check mark. The payment page(s) of the cash 	book (Form 

B 	provides 	an 	example) 	should provide 	for 	the 
Where the number of entries to be made on the following items.  

receipts side of the cash book is very small, it may Date of payment. 
net be necessary to have separate columna for each Cheque number. 

ijor 	source 	of revenue. The secretary-treasurer Detail of payment. 

. 

n use his discretion in deciding how many columns 
: 	 requires for recording receipts. The 	important 

Account 	number. 	This 	will simplify 	the sum- 
marizing of the entries at the end of the year. 

Iiujflt to bear in mind is the need for accuracy in See Chapter 4. 
recording and in allocating receipts to the correct Payment distributed in appropriate column. 
divisions and subdivisions set out in Chapter 4. A column for the auditor's check mark. 



Current (Operating) Fund 	 Form A 

CASH RECEIPTS 

Date Rec. 
No. Details Acct. 

No. 
Bank' 
(Memo) 

Total 
Received' 

Dr. 

Local 
Taxation 

Cr. 

Prov. 
Govt. 
Cr. 

Federal 
Govt. 
Cr. 

Fees from 
lndivs. 

Cr. 

Other 
Boards 

Cr. 

Other 
Sources 

Cr. 
Audit 

'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) 

Date Cheque 
No. Details Acct 

No. 
Total' 

Payment 
Cr. 

Business 
Admin. 

Dr. 

The total of this column should agree with the sum of the totals of the distribution columns. 

Instruction 

Dr. 

Other 
Educational 

Services 
Dr. 

Plant 
Operation and 
Maintenance 

Dr. 

Pupil 
Transport. 

ation 
Dr. 

Other 
Boards 

Dr. 

Ancillary 
Services 

Dr. 

Debt Charges 
 Capital 

Expend. 
itures 

Dr. 

Audit 
Principal 

Dr. 
Interest 

Dr. 

. 	 S 	 . 
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l)ouble Entry Bookkeeping 

The system outlined on the previous pages is 
tiF bare minimum of a single entry bookkeeping 

;stem 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. 

Duplicate receipt book (pre-numbered and 
stamped with name of board; obtainable from any 
stationer.) 
Duplicate bank deposit book (supplied on request 
by the Bank.) 
I'heque book with stubs or duplicate, pre- 
i:nbered. Current account is recommended as 
&ricelled cheques will be returned along with 

Hnk Statement. 
Yash book. 

Current (Operating) Fund  

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

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. Form C 
illustrates the type of book which could be used for 
this purpose. It should provide for the following 
items. 

Date of receipt. 
Receipt number, 
Details of source (name of payer and purpose of 
payment). 
Cash memo. 
Record of bank deposits. 
Columns for the distribution of receipts, sub-
divided to show the number of the account to 
which the receipt is credited and the amount. 
A general ledger column subdivided between 
debit and credit. 

Form C 

CASH RECEIPTS 

Date Rec. 
No. Detail Cash 

Memo 
Bank 

Deposits 
Dr. 

Local 
Taxation 

Provincial 
Government 

Accc. 
No. 

Amount I 	Cr. 
Acct. 

No. 
Amount 

Cr. 

Form C 

Federal 
Government 

Fees from 
Individuals 

Other School 
Boards 

Other 
Sources General Ledger 

Acct. 
No. 

Amount 
Cr. 

Acct. 
No. 

Amount 
Cr. 

Acct. 
No. 

Amount 
Cr. 

Acct. 
No. 

Amount 
Cr. Dr.  c 
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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. 

Board minute authorizing the payment. 
Shipping invoice or other evidence of material 
or service delivered. 
Receipt and cancelled cheque endorsed by the 
payee. 
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. 

Date of payment. 
Cheque number. 
Details of payment (name of payee and purpose 
of payment). 
Bank credit column (i.e. the amount of the 
cheque). 
Columns for the distribution of the payments 
subdivided to show the number of the account 
debited and the amount. 
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 this is a way to achieve 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: 

Amount should be no larger than is necessary - 
$25 to $50 is generally adequate. 
Fund should always be completely under the 
control of one person. 
A limit should be placed on size of payments to 
bemale from fund. 
Receipts should be obtained for all payments. 
Cash on hand in the petty cash fund plus receipts 
on hand should always add to the fixed amount of 
the fund. 
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. 
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Current (Operating) Fund 	 Form D 

PAYMENTS (Cheque Regiiter) 

Date Cheque 
No. Detail Bank 

Cr. 

Business 
Administration Instruction Other Educa- 

tional Services 
Plant Operation 
& Maintenance 

Acct. 
No. 

Amount 
Dr. 

Acct. 
No. 

Amount 
Dr. 

Acct. 
No. 

Amount 
Dr. 

Acct. 
No. 

Amount 
Dr. 

Pupil 
Transportation 

Other 
Boards 

Ancillary 
Services 

Debt Charges 
Capital 

Expenditures General Ledger 
Principal Interest 

Acct. 
No. 

Amount 
Dr. 

Acct. 
No. 

Amount 
Dr. 

Acct. 
No. 

Amount 
Dr. 

Acct. 
No. 

Amount 
Dr. 

Acct. 
No. 

Amount 
Dr. 

Acct. 
No. 

Amount 
Dr. Dr. Cr. 



The General Journal 
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 

Fund  

entry through the journal which records the transfer 
to the correct account. It is, of course, necessary tn 
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. 

Form E 

GENERAL JOURNAL 

Date Detail Account Debit Credit 

/ & 3 
/ _______ • _________ 

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 between the 

Fund  

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. 

Form F 

GENERAL LEDGER - EXPENDITURE ACCOUNTS 

Fund 	 Account 	 No. 

Date Detail  Folio Debit Credit Balance 

- 	 5a0. 
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I ial Balance 
As everyone is liable to make errors it is 

important that, from time to time, the accuracy of 
buokkeeping 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: 

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. 
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. 
In the debit column enter all debit balances and 
in the credit column enter all credit balances. 
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 
safe to 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 

rors which may come to light later. If the two 
lumns do not balance, there must be an error in 

books and there are certain steps which should 
taken. These are: 
Re-add the two columns in the trial balance. 
Check the amounts in the trial balance with the 
the balances of each account. 
Re-add each account to make sure that the 
balance is correct, 
Check the additions in the books of original 
entry. 
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. 

If the difference is divisible by 9 there is prob-
ably a transposition or reversal of digits, e.g. 95 
entered as 59. 
If the difference is divisible by 2 it is possible 
that some entry may have been posted on the 
wrong side of an account. 
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 PLrchase Journal 
Although this record is not necessary for the 

smaller boards some larger ones may wish to include 
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 C 

PURCHASE JOURNAL 

Accounts Purchases _________ Sundries 
Date Account 

credited payable Admin. Instrn. P1. Op. Amount  
Cr. Dr. Dr. Dr. Name  Dr. 

1963 - 

Mar. 5 Telephone Co. -  9.25 9.25  

6 Furniture Supply Co. 105.00 Health Services 105.00 

9 Projector Co. 350.00  350.00  

12 	1 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: 

Date of entry. 
Account credited - a separate ledger account 
is maintained for each supplier in the accounts 
payable ledger. His name should be entered here. 
Accounts payable - the credit entry is always to 
the account of the supplier and the amount is 
entered in the Accounts Payable column. 
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. 
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 posted to 
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 been 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. 

: rn p1 ny'' 	(liMp IH'. 

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 with relatively 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 eash 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 earning record might be 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 debenture register. 

1Th n,vL.:i:n 	1 ,  i°':lI:('Pr, 
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PAYROLL JOURNAL 	 Form H 

Payroll Period 
	

Class ifi cation 	 Payroll Date 

Em- 
ployee 

No. 
Employee Name 

Pay 
Period 

Units 
Worked Rate 

Earnings Deductions 

Net 
Pay 

Cheque 
No. Standard )vertime Gross  ncom  e Unem-  

ployment 
Health 

Insuranc 
Union 
Dues 

Insurance  

Super- 
annuation Total 

EMPLOYEE'S EARNING RECORD 
	

Form I 

Name __________________ 	Position 
	

Rate 	
I 

Address 	 School 

Employee No. _________________________ Phone 	Home 

School 

Earnings Deductions 

Pay Units 
Rate Net Cheque 

Period Worked 
Standard Overtime, Gross Income p 1E Health Union Super. Total 

Pay No. 

etc. Tax Insurance Insurance Dues annuatlon 

2 

3 

4 

5 



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 metidu-
bus, 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 shnii 
agree with balances at the end of the previous yer. 
The balance shown in the hank pass book or balk 
statement, less the total amount of any chequ 
issued but not yet cashed, should equal the balan 
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 be a receipt or a cancel-
led cheque, an invoice, and a 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 consihr 
himself as the financial representative of the rat-
payers. It is not sufficient for him merely to chh 
the secretary-treasurer's arithmetic and bookke 
ing, nor is it sufficient for him merely to verify that 
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. 

. 
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('LIAPTER 3 

('LASSIFICATION OF ACCOUNTS (I) - CURRENT (OPERATING) FUND 

. 

referred in the previous chapter to the cash 
nil 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 
Ic cenfusing and may lead to misunderstanding. 

the two items which may appear out of place 
in this classification because they are not directly 

nnected with current operations, are "Capital 
l'xpendjture from Current Funds" and "Debt 
Charges". In some provinces it is considered pref-
'rable 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 
current 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. 

Heth Capital Expenditures from Current Funds 
and Debt Charges enter into the cost of education 
hut, because they are likely to be irregular in 
irnount from year to year, depending on the school 
huilding program, they are shown separately from 
ether current operating costs so that a comparable 
current operating cost per pupil may be calculated 

each board. (See Chapter 11). 

The classification appropriate to the accrual 
is given first. Secretary-treasurers of boards 

I rat nc an the canh basis should turn to Chapter4. 

cruaJ Basis 
taificatiori of Revenues and Expenditures of the 

urrent (Operating) Fund 

Note: The numbering of the items in this 
!:csification is for reference purposes only.  It is 

of course, intended to serve as a coding system 
rachine accounting purposes. 

. Revenues 
100 Local laxation 

\lost boards will find either AllO or A 120 
:i: rcrjate for entries of revenues from local 

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 Sucriptions 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. 

A210 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 trustees' 
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 

A310 Tuition fees. 
A311 Indian students. 
A312 Other students resident on Federal crown 
lands, such as establishments of Departments 
of National Defence, Agriculture and Transport. 

A320 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 pivment. 



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 13210). If not 
reported here these salaries may be shown as a 
recovery of expenditure but should still be 
identifiable. 

A340 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 
A 510) or fees paid for night school or summer 
school(see A 800). 

A410 Resident pupils. 

A420 Non-resident 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. 

A510 Tuition. - Include tuition fees accruing 
from other school boards for non-resident pupils. 

A 520 Transportation. 

A 530 Debenture debt payments. 

A540 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 at item A 500 of the Statement 
of Source and Application of Funds of the Capital 
(Building) and Loan Fund. 

A610 Sale of school sites. 

A 620 Sale of school buildings. 

A 630 Sale of other buildings. 

A 640 Sale of equipment. 

A650 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. 

A710 Teacherages or teachers' residences. 

A 720 Cafeterias. 

A730 Bookstores. 

A 740 Text-book rental schemes. 

A 750 Other. - Include caution fees, locker fees, 
etc. 

A 800 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 

A910 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 A 710) and rent received from the provincial 
or federal governments (see Items A230 and A 340 
respectively). 

A930 Recovery of expenditure (Specify). - This 
item may be used to show reimbursements by the  
Department of National Defence for salaries UI 
teachers on loan overseas, recovery of salaries 
for jointly employed persons etc. 

A 94 0 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 
Current (Operating) Fund. 

A 1100 Deficit for the Current Year 
This is the amount by which the total of 

items B 100 to 131100  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 
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S 
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.  

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. 

BilO 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. 

Net salary paid (take-home pay) 	 3,065 
Add: 

Income tax deducted ........................202 
Employee's superannuation contri- 

butions............................................200 
. 	Teacher' association dues 	12 

Health insurance (employee's share) 	65 	479 
Total salary .................................. 3,544 

Employer's contributions: 
Superannuation 	.............................. 	200 
Health insurance ..............................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 anount 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 
a1aries and other expenditures are dealt with more 

. 

	

fully in Chapter 10. 

There is also a separate category for"Materials 
axi Supplies". These are items which are consumed 

B 121 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 purehase 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, etc. 

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 
B 250), although instructional costs, should be shown 
under Item H 610. 

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. 

B250 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. 

B 311 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. 

B322 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 400 Plant Operation and Maintenance 

Plant operation and maintenance consists cit 
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. 

B 420 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, toilet supplies, 
electrical fuses and bulbs, etc. 

B 440 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. 

B450 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. 
B 511 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. 

S 

B 340 Summer school. - Include gross expenditure. 	B 513 Repairs and replacements notcapitalized. 



B514 Purchase or acquisition of buses and 
. 	nther pupil transportation equipment, from 

current funds. 
(N.B. - Replacements must be shown at Item 
B 513) 
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 B 515) 
B516 Other expenses. - Include licence or 
registration of vehicles; rent and taxes on 
garage; insurance of vehicles, drivers and 
students, 

8520 Contractual services. - Include the cost 
of transportation provided under contract with 
private or public transport companies; payments 
made to parents for providing transportation. 

B 530 Alternative services. 
B 531 Net cost of operating dormitories, hostels 
or residences. A separate set of accounts 
should be kept for these. 
B532 Boarding allowance. 

8 600 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. 

B610 Tuition, - For the regular school program. 

B 620 Transportation. 

B630 Debenture debt payments. 

B 640 Other. 

B 100 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. 

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

8810 Teacherages or teachers' residences. 

It 820 Cafeterias. 

11830 Bookstores.  

R84OText-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, as in Nova Scotia, the information 
for items B 1000 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. 

111010 Capital debt charges. 
B 1011 Administration. 

B 1011.1 Debenture debt charges - Include 
principal instalments and interest. 

B 1011.11 Principal. 
B 1011.12 Interest, 

B 1011.2 Other long-term debt charges. 
B 1011.21 Principal. 
B 1011.22 Interest. 

B 1012 Instruction. 
B 1012.1 Debenture debt charges. 

B 1012.11 Principal. 
B 1012.12 Interest. 

B 1012.2 Other long-term debt charges. 
B 1012.21 Principal. 
B 1012.22 Interest. 

B 1013 Transportation. 
B 1013.1 Debenture debt charges. 

B 1013.11 Principal. 
B 1013.12 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. 
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B 1110 Sites 

B 1111 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. 

B 1112 Improvements. - Include landscaping; 
fencing; grading; drainage; sewers: paths; 
treatment of athletic fields and tennis courts; 
surfacing of playground areas, etc. 

B 1120 Buildings 
B 1121 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. 
B 1122 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 
B 1131 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. 

B 1132 For other purposes. - Include all furrii-
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 B 1100. Instead the total 
amount spent will be shown at Item B 900 Transfers 
to Other funds. See also Item A400 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 AiQO to 
A900 exceed the total of items B100 to B 1100. 

Note: A statement of changes which have taken 
place in the deficit account since the end of th 
last fiscal period should he shown at this item or 

on a silparati tatr:ont i:!YUJ(6(l with tho tinan:tal 
report. 

. 

. 
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(Name of School District or Division) 

CURRENT (OPERATING) FUND 
Statement of Revenue and Expenditure 

for the year ended 
	

19 

A. REVENUE 

A 100 Local Taxation 
A 110 Taxes levied by school board ........................................................................ 
A 120 Requisition on home municipality ................................................................ 
A 130 Requisition on other municipalities ............................................................ 

A140 Subscriptions in lieu of taxes ........................................................................ 
Total, local taxation ...................................................................................... 

A 200 Provincial Government 
A210 Grants ................................................................................................................ 
A 220 Reimbursement of cost of education, etc . .................................................... 
A230Other .................................................................................................................. 

Total, provincial government ........................................................................ 
A 300 Federal Government 

A 310 Tuition fees 
A3l1Indian students 	........................................................................................ 
A 312 Other students resident on federal crown lands .................................. 

A320 Grants in lieu of taxes .................................................................................... 
40 Reimbursement of salaries ............................................................................ 
ii 

Total, federal government .............................................................................. 
it i i, Fees from Individuals 

A410 Resident pupils ................................................................................................ 
A420 Non-resident pupils .......................................................................................... 

Total, tuition fees from individuals .............................................................. 
A 500 Other School Boards in the Provincial System 

A510 Tuition .............................................................................................................. 
A520 Transportation .................................................................................................. 
A 530 Debenture debt payments ................................................................................ 
A540 Other .................................................................................................................. 

Total, other school boards in the provincial system .................................. 
A 600 Sale of Property and Insurance Proceeds 

A610Sale of school sites 	........................................................................................ 
A620Sale of school buildings .................................................................................. 
A630 Sale of other buildings .................................................................................... 
A640 Sale of equipment ............................................................................................ 
A650 Insurance proceeds .......................................................................................... 

Total, sale of property and insurance proceeds .......................................... 
A 700 Gross Revenue from Ancillary Services 

A 710 Teacherages or teachers' residences .......................................................... 
A720 Cafeterias ........................................................................................................ 
A730 Bookstores ........................................................................................................ 
A 740 Text-book rental schemes .............................................................................. 
A750 Other .................................................................................................................. 

Total, gross revenue from ancillary services .............................................. 
. 	A 800 Other Educational Services 

A810 Night school 	.................................................................................................... 
A820 Summer school .................................................................................................. 

Total, other educational services ................................................................ 
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Previous 	Budget 	Actual 
A. REVENUE (Concluded) 	 Year 	Estjt,iates 	Revenue - 

A 900 Other Sources 

A910Interest .......................................................................................................... 
A920 Rent ................................................................................................................ 
A 930 Recovery of expenditure .............................................................................. 
A 940 Transfers from other funds .......................................................................... 
A950 Miscellaneous revenues .............................................................................. 

Total, other sources .................................................................................... 

TOTALREVENUE ................................................................................................ 

A 1000 Surplus from Previous Year .................................................................................. 

A 1100 Deficit for the Current Year ................................................................................ 

TOTAL.....................................................................................................................________ ________ _________ 

Previous 	Budget 	Actual 
B. EXPENDITURE 	 Year 	Estimates Expenditure 

B 100 Business Administration 

B110 Salaries, wages, etc. ........ . ........... ....... . .......................................................... .__________  
B 120 Materials and supplies 

B121 Office supplies . .................................................................................... .___________  
B122 Board's supplies ....................................................................................__________  

B 130 Other expenses of administration 
B131Office expenses ....................................................................................._____  
B 132 Board's expenses 	....................................................... . ......................... .___________  

Total, busineis administrotion ....................................................................._________________________ 

B 200 Instruction (Day School) 

B210 Instructional salaries ...................................................................................... 
B 220 Educational administration and supervisory salaries ................................ 
B230 Other salaries and wages .............................................................................. 
B240 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 
H310 Attendance Services 

B311 Salaries, wages, etc. ............................................................................ 
B312 Other expenses of attendance services ............................................. 

B 320 Health Services 

B321 Salaries, wages, etc . ........................................................................... 
B 322 Other expenses of health services ..................................................... 

3330 Night school 	.................................................................................................... 
B340 Summer school .................................................................................................. 

Total, other educational services ................................................................ 

13400 Plant Operation and Maintenance 
B410Salaries, wages, etc. ....................... ................................... . ........................... 
B 420 Utility services ................................................................................................  
B430 Materials and supplies ....................................................................................  

r 



B. EX PENDITURE (Continued) 

It 110 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 ........................................ 

B450 Other expenses 
13451 Rent of school buildings, etc . .......................................................... 
13452 Insurance of buildings, furniture and equipment ............................ 
B453Other (specify) ................................................................................... 

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

B 500 Pupil Transportation or Alternative Services 
B 510 Operation of board-owned buses 

B511 Salaries, wages, etc . 	........................................................................ 
13512 Materials and supplies ...................................................................... 
13513 Repairs and replacements not capitalized ...................................... 
B 514 Purchase or acquisition of buses, etc . .......................................... 
B 515 Provision for replacement of buses ................................................ 
B516 Other expenses .................................................................................. 

B520 Contractual services .................................................................................... 
B 530 Alternative services 

13531 Dormitories .......................................................................................... 
13 532 Boarding allowances .......................................................................... 

Total, pupil transportation or alternative services .................................. 

MtIor cchool Boards in the Provincial System 
13610 Tuition ............................................................................................................ 
13620 Transportation .............................................................................................. 
13630 Debenture debt payments ............................................................................ 
B640Other .............................................................................................................. 

Total, other school boards In the provincial system .............................. 

13700 Miscellaneous Operating Costs ............................................................................ 
13800 Gross Costs of Ancillary Services 

13810 Teacherages or teachers' residences ........................................................ 
13820 Cafeterias ...................................................................................................... 
B830Bookstores .................................................................................................... 
B840 Text-book rental schemes ............................................................................ 
B850Other .............................................................................................................. 

Total, gross costs of ancillary services .................................................. 

13900 Transfers to Other Funds ...................................................................................... 
B 1000 Debt Charges 

B 1010 CapitaI debt charges 
B 1011 Administration 

B 1011.1 Debenture debt charges 
B1011.11 	Principal .................................................................. 
B1011.12 Interest .................................................................... 

• 	

. 	. . Other long-term debt charges 
K 1011.21 	Principal .................................................................. 
K1011.22 Interest 	.................................................................... 
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Previous 
Year 

Budget 
Estimates 

Actual 
Expenditure B. EXPENDITURE (Concluded) 

B 1012 Instruction 

B 1012.1 Debenture debt charges 

B1012.11 Principal 	........................................................ 

131012.12 Interest ............................................................ 

B 1012.2 Otker long-term debt charges 

B1012.21 Principal 	........................................................ 

131012.22 Interest ............................................................ 

B 1013 Transportation 

B 1013.1 Debenture debt charges 

B1013.11 Principal ........................................................ 

B 1013.12  Interest ............................................................ 

B 1013.2 Other long-term debt charges 

131013.21 Principal 	........................................................ 

131013.22 Interest ............................................................ 

B 1020 Current interest charges .......................................................................... 

Total, debt charges .................................................................................. 

B 1100 Capital Expenditures from Current Funds 

B 1110 Sites 

B 1111 Acquisition and additions .......................................................... 

B1112 Improvements ................................................................................ 

B 1120 Buildings 

B 1121 Acquisition and additions .......................................................... 

B 1122 Improvements ................................................................................ 

B 1130 Furniture and equipment 

B1131 For instruction.............................................................................. 

B1132 For other purposes ...................................................................... 

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

TOTAL EXPENDITURE ...................................................................................... 

B 1200 Deficit from Previous Year .................................................................................. 

B1300 Surplus for the Current Year ................................................................................ 

TOTAL.................................................................................................................... 

. 

C 

0 
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CHAPTER 4 

CLASSIFICA lION OF A('COLINTS (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: 

Issue a receipt from his duplicate receipt book 
(seepage 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. 
Obtain from the teller a stamped copy of the 
lpOsit slip. 

1 tthe end of the year he should add the receipts 
fr ii: 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 corn-
plicated and should always be carried out method-
ically. The following steps are required in making 
and recording a payment: 

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 payment..s 
in cash except for very small amounts (see 
page 13). 
Enter the payment in the cash book (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 made 
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 
Administration B 200. Instruction (Day School) B 300. Other Edu-

cational Services 

13110 
Salaries, 
wages, 

etc. 

13120 
Materials 

and 
supplies 

13 130 
Other 

expenses  

B210 
Instruc-
tional 

Salaries 

B220 
Educ. Admin. 

and Super- 
visory 

Salaries 

H 230 
Other 

salaries 
an 	wages d 

B 240 
Materials 

and 
li suppes 

B250 
Tuition 
Fees to 
private 
schools 

13 260 
Other 

expenses of 
instruction 

13310 
Attend- 
ance 

services 

B320 
Health 
Services  

. 

On closing his books at the end of the year the 
secretary-treasurer may find that his books do not 
show the same bank balance as his bank statement 
or pass book. This is probably because some of the 
cheques he has issued have not yet been cashed. 
If he checks the stubs of his cheque book against 
the cancelled cheques he can determine which 
cheques are still outstanding and can prepare the 
following statement to satisfy himself and to show 
the board that this is the cause of the difference. 

Bank Balance per bank pass book or 
bank statement .............................. 1,420.50 

Outstanding cheques: 
Dec. 	18 J. Benson ....................... 	300.00 
Dec. 30 F. Brown ... ..................... 2.95 
Dec. 31 F. Harrison ._ ................. 22.50 

Total outstanding 325.45 

Bank Balance less outstanding che- 
ques................................................ 1,095.05 

Balance on hand per cash book 1,095.05 



The secretary-treasurer should never hold cash 
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. 

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. 

A210 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. 

A230 Other. —Include receipts for use of schools 
for practice teaching, etc. 

A300 Federal Government 

S 

A310 Tuition lees. 
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 

AllO 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 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 sc.iool debt 
charges, where these are paid by the board. 

A 130 Requisitions on other municipalities. - A 
supportingschedule should list the municipalities 
and amounts. 

A 311 Indian students. 
A3l2 Other students resident on FoIroj (rown 
lands, such as establishments of I)epartmxits 
of National Defence, Agriculture and Transport. 

A320 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. 

A330 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. 

A340 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 
A 510) or fees paid for :iiht school or snw::ir 
school (see A 700). 

A410 Resident pupils. 

A 140 Subscriptions in lieu of taxes. 	 A420 Non-resident pupils. 
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A 500 Other School Boards in the Provincial School 
System 

A supporting schedule should show the names 
f the paying authorities and the sums received 
nder each of the following headings. 

A510 Tuition. - Include tuition fees received 
from other school boards for non-resident pupils. 

A 520 Transportation. 

A 530 Debenture debt payments. 

A540 Other. 

A600 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. 

A6lOTeacherages or teachers' residences. 

A 620 Cafeterias. 

.630 Bookstores. 

.\ 640 Text-book rental schemes. 

650 Other. - Include caution fees, locker fees, 
etc. 

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 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. 

. 900 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 B 1300) 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. 

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

Total salary (regular salary 	plus 
A 820 Rent. - Of school buildings, grounds, and overtime) ............. 3.544  
other facilities. Exclude rent of teacherages (see Less: 
Item A 610) and rent received from the provincial Income tax deducted ...................... 

Employee's superannuationcontri- 
202 

governments (see Items A230 and A340 respect- bution............................................ 200 
ively) Teachers' association dues .......... 12 Health 	insurance 	(employees' 
A 830 Recovery of expenditure (Specify).— This share).......................................... 65 
item may be used to show reimbursements by the Total deductions ........................ 479  
Department of National Defence for salaries of Net salary paid (take home pay) 3.065 teachers on loan overseas, recovery of salaries 
for jointly employed persons etc. Employer's contributions: 

Superannuation 	.............................. 200 
A 840 Transfers 	from 	other 	funds. - (where Health 	insurance ............................ 60 
permitted) 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. 

There is 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, 

BilO 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, 
etc. 

B 130 Other expenses of admln1sratioo. 

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 maehini tirn toil rviee; liability 
insurance, etc. 
B 132 Expenses of the bt.ard in COtiflC'(liOfl with 
board meetings, annual meetings, election of 
trustees,etc. - include mem bers hip of trustees' 
associations, travelling expenses or per diem 
allowances paid to trustees, etc. 

B 200 Instruction (Day School) 
Instruction consists of those activities dealing 

with or aiding in the teaching process. Tuition fees 
to other boards excluding those mentioned atB25O, 
although instructional costs, should be shown under 
Item B610. 

B210 Instructional salaries. - Include all prin-
cipals, vice-principals, heads of departments and 
classroom teachers assigned to one school, and 
those itinerant 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 item. 

B 22 0 Educational administration and supervisory 
salaries. - Include superintendent of schools(if 
his duties are mainly supervisory), supervisors, 
co-ordinators, consultants, inspectors and all 
other supervisurv staff, are not assiznol to 
one school. 

B230 Other salaries and wages. - Inelude all 
clerks and stenographers whose duties are cot!-
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. 

B250 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. 

B300 Other Educational Services 

B310 Attendance services. - Activitos ~%  Inch 
have as their purpose the promotion and improve-
ment of attendance at school. 

. 



- - 

S 

. 

. 

B3 11 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. 

B330 Night school. - Include gross payments 

B340Summer school. - Include gross payments. 

U-  lOt) Plant Operation and Maintenance 
Plant operation and maintenance consists of 
utivities concerned with keeping the school, 

ri)unds and equipment up to their original condition 
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. 

8430 Materials and supplies. - Include cleaning 
supplies, gardening supplies, electric fuses and 
bulbs, etc. 

B440 Repairs and replacements. - This item 
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.) 

13441 Repair and maintenance of buildings and 
grounds. 
13442 Repair of furniture and equipment. 
B443 Replacement of furniture and equipment, 
not capitalized. 

B450 Other expenses. 
B451 Rent of school buildings, grounds and 
other facilities. 
B452 Insurance of buildings, furniture and 
equipment. 
B453 Other (Specify). 

B500 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 fbnds. 
N.B. Replacements must be shown at Item 513. 
8515 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. 

8520 Contractual services. - Include the cost of 
transportation provided under contract with private 
or public transport companies; payments made to 
parents for providing transportation. 
B 530 AlternatIve services. 

B531 Net cost of operating dormitories, hostels 
or residences. A separate set of accounts 
should be kept for these. 

8532 Boarding allowances. 

B600 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. 

8610 Tuition. - For the regular school program. 

B 620 Transportation. 

B 630 Debenture debt payments. 

8640 Other. 



B 1020 Current interest charges. - Inclu: 
interest,debt charges, etc. on temporary loans r 
current operating purposes. Do not include pri:;-
cipal repayments. 

B 700 Miscellaneous Operating Costs 
Enter any operating Cost for which no pro-

vision is made at 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 process, provide services intended to 
improve the conditions 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. 

B810 Teacherages or teachers' residences. 

B 820 Cafeterias. 

B 83 0 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, such as Nova Scotia, the informa-
tion for items B1000 and BllOO will have to be 
obtained 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 debt and payments of interest on debt 
including principal of loans borrowed and repaid in 
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 loll Administration. 

B 1011.1 Debenture debt charges - Include 
principal instalments and interest, 

131011.11 Principal. 
131011.12  Interest. 

B 1011.2 Other long-term debt charges. 
B 1011.21 Principal. 
B 1011.22 Interest. 

B 1012 Instruction. 
B 1012.1 Debenture debt charges. 

131012.11  Principal. 
B 1012.12 Interest. 

B 1012.2 Other long-term debt charges. 
B 1012.21 Principal. 
B 1012.22 Interest. 

B 1013 Transportation. 
B 1013.1 Debenture debt charges. 

B1013.11 Principal. 
B 1013.12 Interest. 

B 1013.2 Other long-term debt charges. 
B 1013.21 Principal. 
B 1013.22 Interest. 

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. 
B1l11 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. 
B 1112 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 buildine ,  
and additions to existing buildings, includim 
all professional fees. An addition to a buildi: 
involves an increase in the existing floor ar. 
B1122 Improvements. - Include all structur;l 
alterations (as distinct from repairs which (10 
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. 
B 1131 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. 
B 1132 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 ;I 

Items A100 to A 1000 exceeds the total of Iteu-
B100 to B1200. It should agree with the cash 
balance shown in the statement of assets and 
liabilities of the Current (Operating) Fund. 



(Name of School Dis(rict or Division) 

CURRENT (OPERATING) FUND 
'ratement of Receipts and Payments 

for the var ended 	 I () 

A. FECEIPTS 

Local Taxation 
A 110 Taxes levied by school board .......................................................................... 

120 Requisition on home municipality .................................................................... 
\ 130 Requisition on other municipalities ................................................................ 

A 
 

140 Subscriptions in lieu of taxes .......................................................................... 
Total, local taxation ...................................................................................... 

200 ProvincIal Government 
.\210 Grants 	.................................................................................................................. 
A 220 Reimbursement of cost of education ................................................................ 
A230 Other 	.................................................................................................................... 

Total, provincial government ........................................................................ 
A .0t) Federal Government 

\ 310 Tuition fees 
A311 	For Indian pupils ...................................................................................... 
A 312 For other students resident on federal crown lands ............................ 

A 320 Grants in lieu of taxes ...................................................................................... 
A 330 Reimbursement of salaries ................................................................................ 
A340 Other .................................................................................................................... 

Total, federal government .............................................................................. 
A 100 Tuition Fees from Individuals 

A410Resident pupils 	.................................................................................................. 
A420 Non-resident pupils ............................................................................................ 

Total, tuition fees from individuals ............................................................ 
SW) Other School Boards in the Provincial School System 

\ S13 Tuition .................................................................................................................. 
A 520 Transportation .................................................................................................... 

50 Debenture debt payments 	.................................................................................. 
A 540 Other 	.................................................................................................................... 

Total, other school boards In the provincial school system .................... 
Gross R.ceipts from Ancillary Services 

610 Teacherages or teachers' residences .............................................................. 
620 Cafeterias ............................................................................................................ 

\ 0 W Bookstores .......................................................................................................... 
610 Textbook rental schemes .................................................................................. 

C)Iier 	.................................................................................................................... 
Total, gross receipts from ancillary services ............................................ 

0tI,r Educational Services 
Itschool 	........................................................................................................ 

,irner school 	.................................................................................................... 
Total, other educational services ................................................................ 

DtH, Sources 
10 	Interest 	................................................................................................................ 

320 Rent 	...................................................................................................................... 
. 	 S 

 

830 Recovery of expenditure .................................................................................... 
5 840 Transfers from other funds ................................................................................ 
5 S50 Miscellaneous receipts ...................................................................................... 

Total, 	other 	sources 	........................................................................ 
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Previous I  Budget 	Actual 
A. RECEIPTS (Concluded) 	 L_Year jEstimates Receipts 

A900Loans Received ........................................................................................................... 

TOTALRECEIPTS ................................................................................................ 

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

A1100 Bank Overdraft at End of Current Year .................................................................... 

TOTAL...................................................................................................................... .______________  

Previous 	Budget 	Actual 
B. PAYMENTS 	 —_Year 	Estimates Payments 

B 100 Business Administration 
B110 Salaries, wages, etc . .......................................................................................... ._________  
B 120 Materials and supplies ......................................................................................._________  

B121Office supplies ........................................................................................._________  
B122 Board's supplies ......................................................................................._________  

B 130 Other expenses of administration ....................................................................._________  
B131 Office expenses ........................................................................................._________  
B132Board's expenses .................................................................................... 

Total, business administration ......................................................................_________  

B 200 Instruction (Day School) 

B210 Instructional salaries .........................................................................................- 
B 220 Educational administration and supervisory salaries .................................. 
B230 Other salaries and wages .................................................................................. 
B240 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 
B311 Salaries, wages, etc . 	.............................................................................. 
B 312 Other expenses of attendance services ................................................ 

B 320 Health services 
B 321 Salaries, wages, etc. 	............................................ ......................... ......... 
B 322 Other expenses of health services ........................................................ 

B330 Night school ........................................................................................................ 
B340 Summer school .................................................................................................... 

Total, other educational services ................................................................ 

B 400 Plant Operation and Maintenance 

B 410 Salaries, wages, etc . .......................................................................................... 
11420 Utility services .................................................................................................. 
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 .............................................. 

. 
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• 	 I Previous 	Budget I Actual 

B. PAYMENTS ft 	 Year 	Estimates i Payments 

It 	i} Other expenses 

B 451 Rent of school buildings, etc . ................................................................  

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

B453Other .......................................................................................................... 

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

B 500 Pupil Transportation or Alternative Services 

H 510 Operation of board-owned buses 

B511Salaries, wages, etc . 	.............................................................................. 

8512 Materials and supplies ............................................................................ 

B 513 Repairs and replacements not capitalized ............................................ 

B514 Purchase or acquisition of buses .......................................................... 

B 515 Provision for replacement of buses ...................................................... 

8516 Other expenses ........................................................................................ 

8 520 Contractual services .......................................................................................... 

B 530 Alternative services 

B531 Dormitories ................................................................................................ 

8 532 Boarding allowances ................................................................................ 

Total, pupil transportation or alternative services ........................ 

B600 Other School Boards In the Provincial System 

It610 Tuition .................................................................................................................. 

B620 Transportation .................................................................................................... 

SB 630 Debenture debt payments .................................................................................... 

B640 Other 	.................................................................................................................... 

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

B700 Miscellaneous Operating Costs ....................................................................................________  

B800 Gross Costs of Ancillary Services 

B810 Teacherages or teachers' residences 	 - 

B820Cafeterias .............................................................................................................________  

B830Bookstores 	.......................................................................................................... 

8 840 Text-book rental schemes .................................................................................. 

B850 Other ....................................................................................................................._________  

Total, gross costs of ancillary services .................................................... 

B900 Transfers to Other Funds 	............................................................................................ 

B 1000 Debt Charges 

B 1010 Capital debt charges 

81011 Administration 

81011.1 Debenture debt charges 

81011.11 Principal .............................................................. 

B 1011.12 Interest ................................................................ 

131011.2  Other long-term debt charges 

81011.21 	Principal .............................................................. 

B 1011.22 Interest ................................................................ 

H 1012 Instruction 

B 1012.1 Debenture debt charges 

111012.11  Principal .............................................................. 

13 1012.12 Interest ............................................................... 
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B. PAYMENTS (Concluded) 

B 1012.2 Other long-term debt charges 
B 1012.21 Principal ............................................................ 
B 1012.22 Interest .............................................................. 

B 1013 Transportation 
B 1013.1 Debenture debt charges 

B 1013.11 Principal ............................................................ 
B1013.12 Interest .............................................................. 

81013.2 Other long-term debt charges ............................................ 
B 1013.21 Principal ............................................................ 
B1013.22 Interest .............................................................. 

B 1020 Current interest charges ................................................................................ 

Total, debt charges .................................................................................... 

B 1100 Capital Payments from Current Funds 
B 1110 Sites 

B 1111 Acquisition and additions ................................................................ 
B1112 Improvements ...................................................................................... 

B 1120 Buildings 

B 1121 Acquisition and additions ................................................................ 
B1122 Improvements ...................................................................................... 

131130  Furniture and equipment 
B1131 For instruction .................................................................................... 
B 1132 For other purposes ............................................................................ 

Total, capitol payments from currant funds ................................ 

TOTALPAYMENTS .................................................................................................. 

B 1200 Bank Overdraft at the Beginning of the Year .......................................................... 

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

TOTAL.......................................................................................................................... 

C 

. 



CHAPTER 5 
ULSSIF1(ATJO OF A1'('OINTS (III—S1ATEMENT OF SOURCE AND APPLICATION OF FUNDS 

. 

. 

Just as either the cash or accrual basis of 
accounting can be used for recording 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) 

Funds accrued 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 
clue from other funds. 

A 200 Provided by Sale of Debentures 
Show par value of debentures issued and sold: 

i.e. the gross airiount added to the debenture debt. 
Premiums should be recorded at Item A710 and 
discounts at Item B 420. 

A 300 Provided by Other Long-term Borrowings 
Include proceeds of long-term loans incurred 

to provide fiirls for capital payments. 

A 310 Provincial Government, 

A320 Other. 

A 400 Provided by Transfers from Other Funds 

A410 Current(Operatlng)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 
account spent under Item B 900. A corresponding 
ir try will appear here and the expenditure will 
appear, properly classified, in the Statement of 
Application of Funds. 

A420 Other Funds (Specify).  

%500 Provided by Sale of Fixed Assets and 
Insurance Proceeds 

A 510 Sale of school sites. 

A520 Sale of school buildings. 

A530 Sale of other buildings. 

A 540 Sale of Equipment. 

A 550 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. 

1% 620 Provincial Government. - The total amount 
accruing from the provincial government 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 Sources 

A710 Premium on debentures. - Include proceeds 
from sale of debentures over and above face 
value. 
it 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 
B100 Overexpenditure of Previous Years Provided 

Amounts applied against overexpenditure in 
previous years on capital projects for which suffi-
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, 
with trade-in allowances recorded at Item A 540. 

B210 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 22 0 Buildings. 
B221 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 of heating, 
lighting, plumbing, ventilation, fire protection, 
etc. 

B230 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 

used for instruction in science, art, commerct 
subjects,home economics, vocational subject 
industrial arts, physical education, agricultu r, 
etc. 

B232 for other purposes. - Include all furniture 
and equipment not directly connected with 
instruction. 

B232.1 School buses and other pupil trans.. 
portation equipment, 
B232.2 Other. 

B300 Expenditure on Shared Cost Contributions to 
Other Boards 

11400 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. 

11500 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 
assets, insurance proceeds, from gifts or grant. 
They should not be confused with cash on hunt 
although some of them may be cash; they may a1 
be investments, accounts receivable, or amount - 
due from other funds. 



(Nan,.e of School Disrrir, or Division) 

CAPITAL (BUILDING) AND LOAN FUND 
Statement of Source and Application of Funds 

For the year ended.________ - 	 19 

	

Budget 	
Actual 

SOUI10E OF FUNL>S 

IOUunexpended Funds (from previous year) ....................................................................................................................... 

	

A .'oo 	ded by Sale of Debentures ...................................................................................................................................... 

%.

_______________ 
110 1,-vided by Other Long-term Borrowings 

IIl'rovincial government .............................................................................................................................................___________ 
I i t.)zher 	........................................................................................................................................................................  

Total, provided by other long-tsrm borrowings .................................................................................................. 

	

Wo 	

.______________  

Ir.,ded by Transfers from Other Funds 

-I 	0 Current (Operating) Fund 	.. ....................................................................... ......................... ........................... ........ ._______________  
1 i2O Other funds ............................................................................................................................................................ ______________ 

Total, provided by transfers from other funds ....................................................................................................._______________ 

lrov ded by Sale of Fined Assets and Instuance Proceeds 

-b 510 Sale of school sites ................................................................................................................................................  

A 120 Sale of school buildings ........................................................................................................................................  

11) Sale of other buildings 	.. ........................................................................................................................................ ._______________  
1I2 0 .le of equipment ....................................................................................................................................................  

-I S'ç 	In'.orance proceeds 	............................................................... .................................................................................  

Total, provided by sal, of fixed assets and Insuranc, proceeds .............................................................. .... .______________  

I by Grants or Shared Cost Contributions 

AIII lederal government .................................................................................................................................................________________ 
20 Provincial government 	................. ......................................................................................................................... ._______________ 
10 Other school boards or municipalities ...................................... ..................................................................... ..... _______________  

Total, provided by grants or shored cost contributions ....................................... ............................................. .______________  

ded from Other Sources 

.(I Accrued interest ...................................................................................................................................................... 

0 Premium on -lebentures ..........................................................................................................................................._________________ 
10 Other 	........................................................................................................................................................................  

Totol, provided from other sources ........................................................................................................................- 

	

U AUI 	()serespenditure (to be provided) ........... ................ ................................................................ .......  .......... .... ... ............... .-______________  

TOTAL ...................................................................................... ....................................................................................__________  

	

Budget 	
Atoul 

APPLICATION OF FUNDS 	 Estimates 

_______________ 
II 	I 	onditure for Provision of School Sites and Buildings, etc. 

Sites 

R211 Acquisition 	and 	additions 	.... ................................. 	.................................................................................... ____________  . 
- 

ildings 

Fl 100 Os-erexpenditure of 	Previous Years 	Provided ................................................................................................................ 

______________  
_________________ 

- 	U 	-r 	iture and equipment 

II 22 	Improvements 	................................................................................................................................................. 

- 	I 	1'r 	instruction 	............................................................................................................................................  

II2 	2 Improvements 	................................................................................................................................................. 

I: 	2 	I 	or 	other 	purposes 	...................................................................................................................................... 

:21 	Acquisition 	and 	additions 	............................................................................................................................ 

232.1 	School 	buses 	.... ............................... ............................................................................................... -___________  
212.2 	Other 	....................................................... 	........................................................................................ - 

Toto, 	etpenditure for provision of school 	sItes and 	buildings, etc. .............................................................. 

. 

_______________ 
I re 	on 	Shared 	Cost 	Contributions 	to other 	Boards 	........................................................................................  

. 

C 	'H., Expenditures 

I) 	Cost 	of 	issuing 	and 	selling 	debentures 	........................ ............... .......................... ........................... .................. _________________ 
20 	Discount 	on 	ssle 	of debentures 	. ........... . ................................................ ............................................................... 

. 

_______________ 
Total , 	other 	expenditures 	................................................................................................................................  

. 

- 	--spended 	Funds 	............................................................................................................................................................  

. 

TOTAL...................................................iTi'i__ 
	IT..I'I 	................................................-- 	 - 



E 



CHAPTER 6 

('I. ISSIFICATION OF ACCOUNTS (IV)—CAPITAL (BUILDING) AND LOAN FUND 

Pf Itrti 	Ir this fund is customarily on acash 
basis and the tollowing 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 B 600) 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 A720 and 
discounts at Item B 520. 

A300 Other Capital BorTowmgs 

A310 Temporary loans. - pending receipt of 
debenture proceeds. 

A311 Provincial government. 
A312 Other.  

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 
1320 Long-term loans. - to provide funds for 
ipital payments. 
A 321 Provincial government. 
A322 Other, including mortgages. 

A 400 Loans or Transfers From Other Funds (Where 
p ermitted) 

A 500 Sale of Fixed Assets and Insurance Proceeds 
Boards in Ontario will report sale of fixed 

assets at Item A 600 of the Current (Operating) Fund. 

A 510 Sale of school sites. 

A520 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 Contzibutions 
Include only grants or contributions made 

specifically for capital purposes - i.e., the purchase 
of lands, buildings, and equipment, including school 
buses. 

10 Federal government. 

S % h20 Provincial government. - The total amount 
rceived from the provincial government should 
he shown here, even if that government is reim-
bursed in part by the federal government. 

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 A 800) . It should also agree 
with the overdraft shown in the statement of assets 
and liabilities for the preceding year. 

11200 Provision of School Sites, Buildings, Furniture 
and Equipment 

B210 Sites. 
B211 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. 
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, 
etc. 
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B230 Furniture and equipment. (Other than 
replacements.) 

B231 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, vocational subjects, 
industrial arts, physical education, agriculture, 
etc. 
B232 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. 

B 300 Payments to Other Boards for Shared Cost 
Contributions 

13400 Transfers to Other Funds (if permitted) 

B500 Other Payments 

B510 Cost of issuing and selling debentures 

B520 Discount on sale of debentures. - Incluth 
amount by which the proceeds of debenture sales 
fell short of the face value. 

B530 Repayment of temporary loans - pending 
receipt of debenture proceeds. 

B531 Provincial government. 
B 531.1 Principal. 
B 531.2 Interest. 

B532 Other temporary loans. 
B 532.1 Principal. 
B 532.2 Interest. 

B600 Balance In Fund at End of Year 
This should agree with the amounts reported 

in the statement of assets and liabilities for the 
current year at Items A 100 and A 200. 

. 

. 



(Name of Srhool District or Djoinioni 

CAPITAL (BUILDING) AND LOAN FUND 
Statement of Receipts and Payments 

for the year ended 	 - 19 

I 	Budget 	Act 
A. RECEIPTS 	 Estimate 	Rece 

A100 Balance in Fund at Beginning of Year ....................................................... ....................................... ............................  
A 200 Sale of Debentures ........................................................................................................................................................  
A 300 Other Capital Borrowings 

A310 Temporary loans ..................................................................................................................................................... 
A311 Provincial government ................................................................................................................................ 

A312Other .............................................................................................................................................................. 
A 320 Long.serm loans 

A 321 Penvine,. I •,a.en.nr 

A322Other.  .............................................................................................................................................................. 

'V 

Total, elk., capItol borrowingi ...................................................................... 
A 400 Loans or Transfers from Other Funds ...................................................................................... 
A 500 Sale of Fined Assets and Insurance Proceeds 

A510 Sale of school sites 	........................................................................................................ 
A520 Sale of school buildings .................................................................................................. 
A$30 Sale of other buildings .................................................................................................... 
A540 Sale of equipment ............................................................................................................ 
A550 Insurance proceeds ......................................................................................................... 

Total, sale of fixed oss.rs and inauronc. proc..da ............................................. 
A 600 Capitil Grants or Shared Cost Contributions 

A610Federal government ......................................................................................................... 
A620Provincial government 	.................................................................................................... 
A 630 Other school boards or municipalities .......................................................................... 

Total, capitol grunts or shared coat contributions .................................................. 
700 Other Sources 

0 Interest .......................................................................................................................... 
20 Premium on debentures .................................................................................................... 
10 Other .................................................................................................................................. 

Total, otS., sources ........................................................................................................ 
A 800 hunk Overdraft at End of Year .................................................................................................. 

TOTAL............................................................................................................................. 

:::::::::::::::::::::::::::::::: 

Budget 	Actual 
B. PAYMENTS Estimates Payments 

11100 Bank Overdraft at Beginning of Year ............................................................................................................................  
11200 Provision of School Sites, Buildings, etc. 

11210 Sites 
11211 Acquisition and additions ...........................................................................................................................____________  
B212 Improvements ................................................................................................................................................  

11220 Buildings 
11221 Acquisition and additions ..........................................................................................................................._____________  
11222 Improvements ................................................................................................................................................  

11230 Furniture and equipment 
11251 	For instruction 	.... ....................................... .............................................................. ...................................  
0232 For other purposes 

11232.1 School buses ....................................................................................................................................  
B232.2 Other .............................................................................................................................................................- 	-- -- 	- - 
Total, provision of school sites buildings, ate..................................................................................... 

11300 Payments to Other Boards for Shared Cost Contributions .......................................................................................... 
11400 Transfers to Other Funds 
B 500 Other Payments 

11510 Cost of issuing and selling debentures ......................................................................................................... 
B520 Discount on sale of debentures ........................................................................................................................... 
B 530 Repayment of temporary loans 

11531 Provincial government 
B531.1 	Principal 	........................................................................................................................................ 
B531.2 Interest ............................................................................................................................................ 

B 532 Other temporary loans 
Rtt? I P.,.,.i 

11532.2 Interest ............................................................................................................................................. 
Total, other puymsnta ........................................................................................................................................_________________ 

Il (133) Bsl.,tce in Futd at End of Year ....................................................................................................................................  

TOTAL . ...................................................................................... ................................. ............................................  
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-Urt2 or Staiuiuviil ul I 	uij)s amd paynivnts is an 
account of the board's current financial transactions 
during the fiscal year, so the Balance Sheet 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 in Chapter 
2, 50 that all aspects of the board's activities are 
included. 

The termdassets*  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 
nd 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. 

A200 Taxes Receivable 

%210 Tax requisition from home municipality. 
Include amount of tax requisition due hut not yet 
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 
been 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. 

	

\i 	iI I I it',. 	I 	I 

	

nut nu 	r€etvtI, trt,ni aunti[)aI1L1(i-, utlur lAan 
the requisitions which should be shown at Item 
A210 above. 

A330 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 
earned in 1963 but are only based on 1963 opera-
tions, and are not due until some time in 1964.) 

A340 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. 

A350 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 is due. 

A 500 Inventories 

Include the 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 include any 
assets which should be shown in one of the items 
shown above. 

A700 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.) 

BilO Principal. - Outstanding on short-term 
loans or hank overdrafts. 

B120 Interest. - Due on short-term loans or over-
drafts, but not paid. 



A. CURRENT ASSETS 

(Name of School District or Di visi 

CURRENT (OPERATING) FUND 
Statement of Assets and Liabilities 

asof 

Amount I 	 Amount 
S .J B. CURRENT LIABILITIES 	 [__ $ 

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

B1l0 Principal ................................................ 

0 Interest .................................................. 

, short-term loans and overdrafts  

B 200 Temporary Loans 

B210Principal ................................................ 

0 Interest .................................................. 

, temporary loans ....................... 

B 300 Debentures Due and Unpaid 

B310Principal ................................................ 

B320 Interest .................................................. 

Total, debentures due and unpaid ..... 

B 400 Other Capital Loans Due and Unpaid 

B410 Principal .............................................. 

B420 Interest ............................................... ...  

Total, other capital loans due and un- paid.................................................... 

B 500 Accounts Payable 

B 510 Due to other boards ..............................

B 520 Due to municipalities ..........................

B 530 Due to the provincial government ......

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

B 550 Other accounts payable ...................... 

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

A200 Taxes receivable ........................................ 

A 210 Tax requisition from home municipality 

A 220 Tax requisition 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 .................................. 

A350 Other .......................................................... 

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

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

A 500 Inventories .................................................... 

A 600 Other Current Assets .................................. 

A 700 Deficit 	.......................................................... 

TOTAL.......................................................... 

Total, accounts payable ...................... 

B600 Due to Other Funds ................................ 

B 700 Other Current Liabilities ........................I 

B800 Surplus ...................................................... 

TOTAL...................................................... 

0 



- - 

. 

. 
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00 Temporary Loans (See glossary for definition 
of temporary loan.) 

11210 Principal.—Outstanding on temporary loans. 

11220 Interest. - Due on temporary loans, but not 
paid. 

B 300 Debentures Due and Unpaid 

8310 Principal. —Payments due and payable. 

8320 Interest. - Due and unpaid. 

11400 Other Capital Loans Due and Unpaid 

B410 Principal. - Payments due and payable. 

11420 Interest. - Due and unpaid. 

B500 Accounts Payable 

11510 Due to other boards. - Include any amounts 
owing for tuition, transportation, etc. Specify 
each item separately. 

11520 Due to municipalities. 

11530 Due to the provincial government. - Include 
mounts owing for superannuation contributions, 
w., deducted but not paid. Specity each item 
parately. Capital loans from provincial govern-
nt, due and unpaid, should be shown at Item 

400. 

8540 Due to the federal government.—Include 
income tax, unemployment insurance, etc. 

8550 Other Accounts payable. - Include any 
other current accounts due but not paid, such as 
those to contractors and tradesmen, unpaid 
salaries, etc. 

B(pOO 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. 

(apital (Building) and Loan Fund 
This fund is concerned with the Board's trans- 

ions in land, buildings and equipment. General 
Lid assets of the board need not be depreciated, 
but should remain In the Capital(Building) and Loan 
Pund Balance Sheet at cost, as long as they exist. 

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 he school buses 
and trucks (see Assets Item A 500). 

A. Capital Assets 
A 100 Cash on Hand and in the Bank 

Include all cash assets in this fund. 

A200 Capital Fund Investments 

A210 Government of Canada. - Direct and gua-
ranteed bonds. 

A220 Provincial governments. - Direct and gua-
ranteed bonds. 

A230 Municipal governments. - Include bonds or 
debentures of school boards, etc. 

A240 Other investments. 

A300 Land and Buildings at Cost. 
Land includes all school sites and additions 

to school sites, playgrounds, athletic fields, etc., 
plus the cost of acquiring title to such lands. Build-
ings include all cost incidental to the erection of 
buildings, including the installation of plumbing, 
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. 

A320 Schools. 

A 330 Dormitories, residences, etc. 

A 340 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. 

A410 Schools. 

A 420 Dormitories, residences, etc. 

A 430 Teacherages or teachers' residences. 

A440 Other buildings. 

A500 Buses, Trucks, etc. 
Include here, if permitted, the depreciated 

value of all vehicles owned by the board. 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. 

A520 Other transportation equipment. - Cars, 
trucks, etc. not used for transporting pupils. 

A 600 Due from Other Governments 

A610 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 tjnmatured 
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 
8300 of the Current (Operating) Fund Statement of 
Assets and Liabilities. 

B210 Debenture debt issued or assumed by the 
board. 

B220 Debenture debt issued by municipality on 
behalf of the board. 

B300 Long-term Capital Loans not yet Due for 
Repayment 

B310 Provincial governments, boards or commis-
sions. - This will apply only in provinces which 
make capital loan S to Sc hool hoards 

B320 Other unpaid loans. - Include any other 
long-term 1ii- c)r dpo'L urpe-s, vet tue 
for repayment 

B400 Temporary Loans Pending [eceipt of l)eben-
Lure 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 are the funds used to record the financial 

transactions of the ancillary and other special 
services, i.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. 

r 



(Name of School District or Division) 

CAPITAL (BUILDING) AND LOAN FUND 
Statement of Assets and Liabilities 

as of_______ 	-- 	19 

. 

A CAPITAL ASSETS 

00 Cash on Hand and in the Bank .................. 
\ 200 Capital Fund Investments 

A 210 Government of Canada ............................ 
220 Provincial governments .......................... 

\ 230 Municipat governments ............................ 
Other investments .................................... 
Total, capital fund investments ............. 

\ I)() l.and and Buildings at Cost 

\ 310 Land .......................................................... 
t 320 Schools ...................................................... 
\ 330 Dormitories, residences, etc . ................ 

A 140 	 or teachers' residences 

I I 66cr buildings ........................................ 
Total, land and buildings ...................... 

.1 iO) Furniture and Equipment 

A 410 Schools ...................................................... 
\ 420 Dormitories, residences, etc . ................ 

1 430 Teacherages ............................................ 
1 FlO Other buildings ........................................ 

Total, furniture and equipment .............. 

es, Trucks, etc. 

1510 Pupil transportation equipment .............. 
S2() Other transportation equipment .............. 

Total, buses, trucks, etc . ...................... 

ii 	from Other Governments 

610 Provincial government ............................ 
.1 620 Federal government ................................ 
1 610 Other school boards ................................ 

\iunicipalities .......................................... 

Total, due from other governments ........ 

I 	her Accounts Receivable ...................... 

H00 Due from Other Funds ................................ 

I 	itd  

Amount 

B. CAPITAL LIABILITIES 

B 100 Bank Overdraft ........................................ 
B 200 Debenture l)ebt Unniacured 

B 210 Debenture debt issued or assumed 
bythe board .......................................... 

B 220 Debenture debt issued by the muni- 
cipality on behalf of the board ........... 
Total, debenture debt unmotured ........ 

B 300 Long-Term Capital Loans 

B310 Provincial governments ...................... 
B 320 Other unpaid loans .. ............................  

Total, long-term capitol loans 

B 400 Temporary Loans Pending Receipt of 
Debenture Proceeds 

B410 Provincial government ........................ 
B 420 Bank and other temporary loans ........ 

Total, temporary loans ........................ 

B 500 Capital Accounts Payable .................... I 

8600 Due to Other Funds ................................I 	-- 

8700 Other Capital Liabilities ...................... 

B 800 Investment in Capital Assets 	 — 

TOTAL 	. 	. 	 . 	 ________ 	 TOTAL ....................... 



Pr 

A. Cafeteria Fund Assets 

A 100 Cash on Hand and in the Bank 

A200 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 issets 
Include other assets of a current or liquid 

nature. ICapital assets should be included in the 
statement for the Capital (Building) and Loan 
Fund.1 

A600 Deficit 
If the sum of the liabilities exceeds the sum 

of the assets, enter the difference. 

B. Cafeteria Fund Liabilities 
B 100 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 toOther 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 

irto11111 -  t.(tjV 	i( 	for \\hi (h 1he IUIRI is 	nod, 

The reader is reminded that for each of thes 
special funds completely separate sets of account 
should be maintained, and a separate statement 
revenue and expenditure or receipts and payinent-
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 
A100 Cash on Hand or in the Bank 

A 200 Investments 
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. 

A230 Municipal governments. - Include bonds or 
debentures of school boari 

it 240 Other Investments. 

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

yet transferred. 

A400 Other Assets (Specify) 

B. Trust Fund Liabilities 
B 100 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 (Spec ih) 

. 

A4 



IN,rne of School District or Division) 

CAFETERIA FUND 
Statement of Assets and Liabilities 

as of_. _______-_- 

Amount 
	

Amount 

A. CAFETERIA FUND ASSETS 	 ._. __ B. CAFETERIA FUND LIABILITIES 
	

S 

A 100 Cash on Hand and in the Hank .................. 	B 100 Bank Overdraft ........................................ 

A 200 Accounts Receivable ................................... 	B 200 Accounts Payable .................................. 

A 300 Inventories ........... ............................... ........ ____________ 	B 300 Due to Other Funds .............................. 

A 400 Due from Other Funds ................................ 	B 400 Other Liabilities ..................................... 

A 500 Other Assets ................................................ 

A600 Deficit .......................................................... 	 H500 Surplus ...................................................... 

TOTAL.......................................................... 	 TOTAL ...................................................... 

TRUST FUND 
Statement of Assets and Liabilities 

a of 

Pr 

A. TRUST FUND ASSETS 

A 100 Cash on Hand or in the Hank .................... 

A 200 Investments 

A 210 Government of Canada ............................ 

A 220 Provincial governments .......................... 

A 230 Municipal governments ............................ 

A 240 Other investments .................................... 

Total, inveatmenti .................................. 

A 300 Due from Other Funds ................................ 

A 400 Other Trust Fund Assets ............................ 

TOTAL .......................................................... 

Amount 

B. TRUST FUND LIABILITIES 	 _______ 

B100 Trust Fund Balance ................................ 

0 Accounts Payable .................................. 

B 300 Due to Other Funds ................................ 

B 400 Other Liabilities ...................................... 

L ...................................................... 
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'F he bud get, Which is perhaps I h 	most 
IeL:rtant aspect of school board administration, is 

egal requirement in most provinces. It has been 
fined as "an estimate of the proposed expenditure 

Hr a given period and purpose, and the proposed 
cans of financing it". This definition implies that 

:re are three parts to the budget. For a school 
b 4ard, these parts are: 

The Education program or statement of educa-
lanai philosophy, policy and needs. A discussion 

on this would be out of place in an accounting 
lianual, 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 

An expenditure program which is essentially a 
translation of the educational program into 
monetary terms. It should specify in detail the 
expenditures which are needed to put into 
practice the educational plans of the board. 
The financing program which is the plan for 
obtaining the money needed to support the 
expenditure program. 

The budget, if conscientiously drawn up, is a 
v1uah1e tool in the hands of the administrator. Too 
,dten it is thought of as a rather tedious method of 

'termining what mill rate to levy or what amount 
requisition from the municipality for the approp- 

Hate year. Whilst this is one of the most important 
'actions of the budget, it is by no means the only 

c, A well prepared and executed budget should 

I Provide a means of controlling expenditures. 
Lead to an annual critical review of procedures, 
ilelp to develop good accounting practices. 
Lead to advance planning of educational and 
financial programs. 
Lead to better understanding between the admin-

tration and the teaching staff, because it is a 
up effort. 

The ultimate responsibility for the budget rests 
he Board but usually the task of drawing it up 

'ill be assigned to the secretary-treasurer, as he 
:es most of the necessary information at hand and 

il be called on to put the budget into effect. To 
:her all the details he requires, he will have to 

'dist the co-operation of other members of the 
iff, more particularly the school superintendent 

Hr principals. It is important that all those acting 
an administrative capacity should be called on 
prepare budget estimates for their areas of 

it ponsibility, Not only are they in a better position 
an anyone else to know their own needs but, if 

they are not consulted they are likely to feel, quite 
utifiabLy, that important decisions regarding their 
biiartments or schools are being thrust upon them 
without consultation. 

The secretary-treasurer will not, of course, be 
at I' I ccc (pt all the 	stirnLIt '5 as th ,, v stand;  

adjustineits will have to la made but, tar the best 
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 he 
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. 
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. 
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 serv-

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 
xpenss for heat, light and fuel do. not vary 

greatly from 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 
hoard's ip::ru.a ti HOt the \penditures 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 the actual 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 basis it 
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 board to 
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 of actual 
with estimated revenues and expenditures shows 
the state of the board's finances. Any variations 
from the budget can be investigated and appropriatc 
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 

. 

	

SITPPLEMENT.%RY 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 

all the real property, that is sites and buildings 
wried by the board. Cases have been known of 

hoards, 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 by fire. 

Other Fixed Assets 
The purpose of the Fixed Assets Record is to 

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 

lii P.  

Se parate pages S huu id 	he in ai utain ed 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 
policies 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 which the 
atmual 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-treasurer should familiarize 
himself with the provincial regulations governing 
debenture issues. 

Form N shows an example of a Debenture 
Registef in which a separate page or card should be 
maintained for each issue. This is a copy of a form 
which has been in use in one of the provinces for 
several years and has proved quite satisfactory. 
Secretary .treasurers may wish to make minor changes 
to adapt it to their part ioiilar noels. 

0 
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Form K 

FIXED ASSETS REGISTER - Real Property 

Date 
Purchased Description Purchase 

Price 
Appraised 

Value 
Disposal ________________________  

Nature of Title Amount Method Date__- 

9-6-48 Site of Western $7,000 $6,000 
High  

Form L 

FIXED ASSETS REGISTER - Other Fixed Assets 
	

Classification: Audio-Visual 

Date 
Purchased Description Supplier Serial no. 

if applicable 
Cost 
Price 

7-12-53 Movie Projector Bell & Howell 726503 489.50 

Form L (Cont'd) 

FIXED ASSETS REGISTER - Other Fixed Assets 

Disposal 
School 

Amount 	 Method 	 Date 

Central High 	 - 	Trans'd to Western High 	 9-9-60 

Remaks 

Form M 

INSURANCE REGISTER 

Date of Name of Company 
and/or Agent Policy  Property etc., insured Type Amount of 

  Policy $1000  
Rate per 

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

Form M (Cont'd) 

INSURANCE REGISTER 

Expiry 
Date 

Amount of Premium Payable Date 
Paid 

Cheque 
No. Remarks 

1960 1961 1962 

31-12-62 1,200 1,200 1,200 25/12 1593  



. 	 . 

DEBENTURE REGISTER (Front Page) 	 Form N. 

Purposeof Issue .......................................................................................................... 

Termin Years .............................................................................................................. 

Amount of Issue .......................................................................................................... 

InterestDue Dates ...................................................................................................... 

WherePayable .............................................................................................................. 

ToWhom Sold .............................................................................................................. 

Price Paid in Relation to Par .................................................................................... 

Ratepayers '  Meeting or Plebiscite ............................................................................ 

Dateof Issue ................................................................................................................ 

Dateof Maturity .......................................................................................................... 

Coupon Interest Rate .................................................................................................. 

Currencyof Payment .................................................................................................. 

Denomination of Debentures ...................................................................................... 

Annual SF Requirement .............................................................................................. 

Cost basis to Board (Yield) ...................................................................................... 

Approvedby Department ............................................................................................ 

Date Debenture  
Number Denomination In Whose Name 

Registered Address Registrar Checked 
 by C' 



DEBENTURE RECORD (Revccsc iige) 	 Form N (uont'd) 

Principal maturing Interest coupons maturing 

Year 

Debenture Face Due Date 
numbers value date debenture Month 

redeemed a 

Cpn. No. 

lb 	0 
lb 	lb 

r) 

lb 

lb 	- 

Cr 

- 
lb E. a 
-11 
lb 	O 

I 	 0 	 0 
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ChAPTER 10 

tILOCATION OF COSTS 

. 

IP 

. 

Traditionally, th(' 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 types of education. 

Problems of pro-rating are riot, however, limited 
to boards which undertake a variety of activities. 
In Chapters 3 and 4 attention was drawn to the 
)r )blem of allocating the salary of an employee 

'IIo.se duties do not fall entirely within one field. 
1I:jS situation could exist in almost any school 

trict, as could some of the other examples dealt 
h 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. 

Where a board operates both academic and 
vocational courses in the same school building. 
Where a board operates a day school and 
night school or summer school in the same 
building. 
Where a board 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 
accounting system is to improve the efficiency 
the administration, the need for pro-rating 

comes obvious. The educational administrator 
cis to know how much it is costing the board to 

orate a vocational pupil, how much the pupil 
transportation system costs, what fees to charge 

for a summer school if it is to he seif-sufticie nt . 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 
costs are charged to summer school because 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. 

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. 

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 a 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. 

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 he 
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 1L x 125 full-time pupils, or approximately 
20 pupils, Therefore, 	of the costs to be pro-rated 
should be allocated to the summer school. 



Pupil-mileage. - This method will be applied 
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. 

Quantity consumed. - By this method ex-
penditure is allocated according to actual consump-
tion. It can be applied only to materials and supplies 
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 on the 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, fluor 
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. 

. 

S 



Suggested Methods of Pro-rating 

Expi.nditurt Accounts 
Time 	Floor 

area 

Method of pro-rating 

Number 
of 	Pupil! 	Quantity 

pupils 	mileage 	consumed 

. 

Administration: 
Salaries...................................................................................... 
MateriaLs and supplies ............................................................ 
Other._ ....................................................................................... 

Instruction: 
Salaries... ................................................................................... 
Materials and supplies ............................................................ 
Other................................................................................... ....... 

Other Educational Services: 
At tend ance: 

Salaries-- .................................................................. ............. 
Other....................... ............................................................... 

Health Services: 
Salaries.................................................................................. 
Other..................................................................................... 

Plant operation and Maintenance: 
Salaries............................................................................. ........ 
Utilityservices ........................................................................ 
Materials and supplies ............................................................ 
Other.......................................................................................... 

Pupil transportation: 
Board-owned buses ._ ............................................................... 

Contractual services.......................................................... 
Alternative services ............................................................ 

Ancillaryservices ... ..................................................................... 

Debtcharges' ................................................................................ 

Capital expenditures from current funds 2  ... .............................. 

1  Consideration must be given to the amount raised by 
and provincial funds will provide a higher proportion 
demic programs. 

2  The method of pro-rating will depend, to a large exten 
- Preferred method. 

A: - Alternative method. 

A 	 P 
P 

P 	 A 
A 	 P 
P 

P 
P 

P 
P 

P 
P 
A P 
A 	P 

A 	P 
A 	P 
P 

P 

P 	A 

P 	A 

ebenture sales for each program area. For example, federal 
if capital requirements for vocational programs than for aca-

t, on the nature of the expenditures. 
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itric 	irc:H1 	cixice 
thAi he school under their control should he 
(J[.raled 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 or to draw ettention 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-
lards for the calculation of per pupil costs and in 

chapter an attempt is made to suggest such 

determining per pupil cost four factors must 
.idered. 

H 	pupil unit of measure (e.g. average daily 
ttendance, average daily enrolment, enrolment 
5 of a specified date). 
'he expenditure accounts to be included (e.g. 
.dministration, instruction, etc.). 
he period of time. 

H 'he program areas (e.g. elementary, secondary, 
ucmdemic, special education, vocational, etc.). 

1. Pupil unit of measure. - The three possi-
t)!liies to be considered are enrolment as of a 
-cified date, average daily attendance,and average 
lily enrolment. Of these, enrolment as of a spe- 

cc date is so unsatisfactory that it can be dis-
crossed almost immediately. Enrolment at the 
heginning of the school year would probably be too 
high, as enrolments usually fall during the school 
year. 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 schoolyear. 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 commonly 
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 
rimber of days that school was actually in session. 
This measure is not much used in Canada at pres- 

bot Is being used to an increasing extent in 
c! U.S.A. where it Is known as Average Daily 
.\lmhorship. Some boards may wish to calculate 

1)0th on ADA and ADE basis. 

ft computing per pupil costs for a part-time 
rruui 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 2 = 20 10 
I ulI-I in 	cui)ilS.  

I xiwnditury accounts. 	 cr 	. - 
counts to he 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 
Instru ction 
Other educational costs 
Plant operation and maintenance 
Pupil transportation 
Debt charges 
Capital expenditures from current funds 

He max' 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 hoards 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 board 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 he 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 
or subsidized text books. For purposes of corn pan -
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 by other hoards. This may indicate 

hr 	cnn! 	)J1ljcur:)re 
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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 for supplies. 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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The tollowitig definirions have been 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 
ereditor. Generally limited to amounts owing for 
purchases of goods and services. 

Account Recelvable.—Amounts claimed against 
a debtor, usually money claims arising from the 
sale 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 received, 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 tax levied 
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 Enrolment (ADE). - In a 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. (Also called 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 the changes during the ,eriod 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 govern-
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. 

• 	 Average Daily Attendance (ADA). - In a given 

	

school year the ADA for a school is the total number 	 Capital Expenditure. - Disbursements that 

	

of days attendance by all pupils, divided by the 	result in the acquisition of or addition to fixed 

	

number of days that school was actually in session, 	assets. 
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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. 

Conttngent 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). 

Debenwre 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 fi'. 
due to wear and tear, age and obsolescen 

Disbursement, - A payment in (a-h 
cheque for goods or services, or as a gift. 

Double Entry Bookkeepmg. — 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 schl var. In all c,tht , r [)r)vir1'U- It 
is the calendar year. 

Fixed Asset. 	\ 	t 	.Itl' 	Iuri-rn 
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 wIh 
increases its durability, productivity or efficienc.\. 

Income. - Money received or receivable. 

. 
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Investments. - Securities (bonds, etc) required 
or held to yield revenue either temporarily or per-
manently, e.g. government 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. - I, In a single entry system, an 
account book in which the dataof 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 
final entry containing all the accounts of the 

ard (General Ledger); a book or file containing 
the accounts of a particular type or nature (e.g. 
ounts payable ledger). 

Levy. W. - 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 keeping 
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 or 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 goc)ds or services or as a gift. 

2. A disbursement (q.v.) 

Payroll. - The book, sheet, or other document 
h are listed the names of employees and the 

u iS payable to them as salaries or wages at a 
a given time (sometimes referred to as a"paylist"). 

Plant. - All of the board's tangible fixed 
property including land, buildings, equipment, etc. 
(See also Fixed Assets.) 

Possible Aggregate Attendance. - See Average 
Daily Enrolment. 

Post, M. - 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 Journal. - 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. - I. Cash received during a financial 
period (see revenue). 

2. A signed acknowledgement of 
the receipt of money or goods. 

Rerund. (n). - An amount returned, or a credit 
allowed for the return of goods sold or an overcharge 
fur goods or services, or the unexpended portion of 
an advance. 

M. - 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 
established to set aside 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 governmental 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 Debenttu'es. - 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. 

Short-term Loan. - A loan which, in the ordi-
nary course of business, will he 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.) 

Trast 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. 



11)FX 

C 	I)elinitions of words or phrases marked with an asterisk (') appear in the Glossary of Accounting Terms. 

Academic Program ........................................................... 
Accounts Payables 
Accounts Receivable* 
Accrual Basis of Acc ountings 
Administration................................................................. 
Aims.................................................................................. 
Ancillary Services ........................................................... 
Application of Funds 	..................................................... 
Assets . ........................................................................... . 
Athletic Fields 	.............................................................. 
Attendance Services ........................................................ 
Audio-visual Supplies ...................................................... 
Audit, Annual .................................................................. 
Auditor............................................................................. 
Average Daily Attendance' ............................................ 
Average Daily Enrolment' .............................................. 
BalanceSheet' 	................................................................ 
BankDeposit Book .......................................................... 
BankOverdraft' ................................................................ 
Bank Reconciliation ........................................................ 
BankStatement' 	.............................................................. 
BoardMeetings 	................................................................ 
Boarding Allowances ...................................................... 
Bookstores....................................................................... 
British Columbia .............................................................. 
Fudget' .............................................................................. 
Huildings.......................................................................... 
Bursaries.......................................................................... 
Duscleaners.................................................................... 
liuses................................................................................ 
Lusiness Administrator .................................................. 
Cafeterias.......................................................................... 
Canada, Government of (see Federal Government) 
Capital (Building) and Loan Fund ................................ 
Capital Expenditures' (Payments) from current funds 
Cars.................................................................................... 
Cash' ................................................................................ 
Cash Basis' of Accounting' .......................................... 
CashBook ........................................................................ 
Cashon Hand .................................................................... 
Caution Fees .................................................................... 
ChequeBook .................................................................... 
Cheques............................................................................ 
Cleaners............................................................................ 
Commencement Exercises .............................................. 
Contractual Services' ...................................................... 
Conveyance (see Transportation) .................................. 
Correspondence Courses ................................................ 
Costs', Allocation of ...................................................... 
Costs', per Pupil 	............................................................ 
Credit' 	.............................................................................. 
Current (Operating) Fund ................................................ 
Debenture Register .......................................................... 
Debenture' 	........................................................................ 
Debit' 	................................................................................ 
DebtCharges' .................................................................. 
Debts.................................................................................. 
I)eductions ........................................................................ 
I)fiCit' .............................................................................. 
I)entist .............................................................................. 
Depreciation', on School Buses .................................... 

63, 68 
51, 52, 54 
49, 52, 54 
9, 21, 58 
23, 34, 52, 67 
7. 
9, 22, 25, 33, 36, 52, 67 
41, 42 
Chap. 7 
51 
24, 34 
24, 34 
20 
20 
67 
67 
49 
11, 13 
33, 36, 45, 49, 52, 58 
9 
11, 31 

34 
25, 35 

9, 22, 25, 33, 36, 52 
58, 67 
Chap. 8 
24, 26, 35, 36, 41, 42, 45, 49, 51 
24, 34 
24, 35 
24, 25, 35, 41, 42, 46, 51, 52 
23, 34 
9, 22, 25, 33, 36, 52, 54 

9,32, Chap. 5, Chap. 6, 51-53 
21, 22, 25, 32, 67 
52 
49 
9, Chap. 4, 58 
11-14, 20,31 
33, 41. 49, 51, 54, 58 
9, 33 
11, 13 
20 
24, 35 
24, 34 
35, 57 

24, 35 
Chap. 10 
Chap. 11 
13 
7, 9, 12, 13-16, Chap. 3, Chap. 4, 
59-62 
22, 25, 33, 35, 41, 45, 46, 51, 52, 
13 
21, 22, 25, 32, 36, 67 
49 
23, 33 
22, 26, 49, 54, 58 
24, 35 
24, 25, 35, 51, 52 

49-50 

57, 67 



INDEX - Continu 

Discount on Debentures' ................................................42, 46 
Doctor................................................................................ 24, 	.I 
Dominion 	Bureau 	of Statistics ........................................ 7 
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Double 	Entry' 	Bookkeeping' 	.......................................... 13-20 
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HealthServices 	................................................................ 35 
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National Defence. Department of 
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Non-resident Pupils ........................................................ 
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OfficeMachines 	.............................................................. 
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