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PREFACKE

On December 14-16, 1942, o conference was held in Ottawa
between representatives of all the provinein] Departments of Fduca-
tion and the Dominion Burcau of Statistics, with a view to increasing
the completeness and comparability of records concerning the provin-
c¢ial school systems. The basic proposals pul before the conference
for discussion were the result of more than two years preparatory
work financed by the Canadian Council for Educational Research
and the Domipion Burcau of Statistics.

Various alterations in the proposed plans were suggested by the
conference, and it was left to two continuing committcees, one on
financial statistics, onc on stalistics other than financial, to revise
the proposals in the light of the discussions. Each of the committees
was further directed to prepare a manual of instructions to accom-
pany a standard set of report forms, which could be used as the basis
for the collection of statistics in all provineces.

This manual presenls the results of the work of the Committee
on Financial Statistics, which had the following membership:

G. P. Miwuner (Chairman), Stamford Collegiate Institute,

Niagara Falle
. A. M. Campprnn, Stafistics Service, Ontario Department of

Education.

S. Gascon, Director, Quebee Bureau of Statisties.

J. E. Howes, Research Departinent, Bank of Canada.,

B. W. Jammeson, Superintendenic of Edueational Training,
Department of Pensions and Nalional Health.

J. 1. Lowrner, Finanee Statistics Beanch, Dominion Bureau of
Statistics.

F. E. Roseins, Education Branch, Dominion Bureau of
Statistics.

With the aid of & gyant from the Canadian Council for Educa-
tiona! Rescareh, Mr., Ilillmer conducled the deliberations of the
Committee from the time of the December conference until July,
1943, when he joined the stafi of the Donminion Bureau of Statisties
for the swmmer months,  In July he completed the first draft of this
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manual, and in August visited the Departments of Edueation in
Ontario and the Western Provinees to discuss it in detail. At the
same time Mr. Lowther discussed the draft with the Departments of
Education in the Maritime Provinees and Quebee and with the Quebec
Burcau of Statistics. Revisions pursuant upon these diseussions and
some further correspondence have resulted in bringing the manual
into its present form. _

It i earnestly hoped by those who have collaborated in its
preparation that the basis of financial reporting set out in thxs manual
may meet with early adoptmn by all prov mccs

S. A, (,UDMORE,

Dominion Statistician.

Dominion Bureau of Statistics,
DecenpEr 16, 1943,
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INTRODUCTION

This manual has been prepared (o assist school seeretary-
treasurers in making out flic forms which are illustrated.

It is realized that a large number of small school units maintain
simple records; it is the exeeption to find the books of account kept
on the double-entry principle. Therefore an effort has been made
to keep the explanations and examples as simple as is consistent with
good accounting practice.

It should be noted that school oflicials are expected to record
only those items which are within the scope of their operations; it
is not expeeted that reporting bodics will have information to record
in every scction of a given report.

The finaneial forms deseribed and illustrated in this manual
have been designed to cnable the school authoritics to secure a
complete picture of the financial aspeets of education in Canada. To
this end it is important that every school should report its information
with a uniformity of terminology and iuterpretation. To assist in
this practice, a glossary of the terms commonly used is included.

The recent “Report of the Survey Committee” of the Canada and
Newfoundland Edueation Assoclation is of considerable interest to
those officials entrusted with responsibilily for the operation of
schools. It i¢ pointed out that the extension of demoeracy in cduea-
tion—equality of cducationa! opportunity to all—is not possible in
Canada withoul a redistribution of the financinl burden. In the
summary of resolutions in the final ehapter of the report appear the
following:

“Measures ghould be taken to free school boards from capital
expenditures so that their annual revenues may be devoted to the
main items of teachers’ salaries, equipiment and mointenance.”

“School moneys should be sceured f{rom all sources where the
present-day wealth of the peaple is found snd not from levies on
real property.”

“Fecs, wherever levied, shou!d i shatisiiad from the clementary
and secondary sehools.”

“The practice of apportioning isgislative grants according to
need should be continued and extended.”

It is apparent that any such changes in finanelal practice would
need to be bhased upon accurate statiziieal data. This need has been
kept eonstuntly in mind in the construetion of the forms which are
presented i this manual,

Of late, greater emphasis is being placed upon eertain aspeets of
education which are called auxiliary services. The state is showing
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an incressed copeavn far ihe well-being of its citizeus which is
reflected in the growth of medical and health serviees in the schools,
Transportation of pupils makes available the advantages of the
larger school unit and access to secondary schools. The present forms
are designed to indicate these cducational trends, and to make
possible the comparison of c¢ducational programs, facilities and costs
between diffcrent school units.

The operation of schouls is one of the most important municipal
activities. It should, perhaps, be pointed out that the municipal
authorities throughout Canada have adopted staudardized reporting
forms and nomenclature, but they do not inelude information relating
to the operation of the schools. This has been left, rightly enough,
to the school authoritics themsclves. Therefore the collection of
information through thc medium of these school forms provides
complementary data of value io the schools and municipalities alike.

Nature of Statements

Form 1--A statenment of Revenue and Expenditure, or alterna-
tively, a statement of Receipts and Payments. An explana-
tion of the difference between these two statements may
be found on page 11.

- Fory 2—A statement of Assets and Liabilitics, attached to which
is'a supplementary form for the use of boards possessing
sinking funds and/or trust funds.

Form 3—A statement of school debenture debt (a) An analysis
of the naturc of the debenture debt, (b) An analysis of
future debt charges by years, (¢) The average rate of
interest on unmatured debenture debt. The three parts of
this statement arc of interest only to thosc school boards
which issuc their own debenlures. Where debentures for
school purposes are issued by the municipality, this informa-
tion is reported by the municipal clerk. :

Form 4—A statement of Taxes Levied by the School Board.
This information is not reported by the secretary-treasurer
if the taxes for school purposes arc levied by the munici-
pality.

Form 5—A statemcnt of Assessed Valuation and Taxes Levied
Thereon for Schinol Purposes.

Form 6—A statement of the Cost of Pupil Travsportation at
Public Expense. This forns is made aut only by boards that
provide or pay for the tiarsportation of pupils.

Note that, Forms 1, 2 and 5 ara required from all boards ;3,04
and 6 affect relatively few schools. Nate also that schools reporting,
gay, on Forms 3 and 4 may not be concerned with Formn 6.



Explanations of Statemeats

Each itemn on the forms is explained in gome detail, and where
there is a possibility of confusion simple iflustrations have been used.

To assist in referring to the items, they have been numbered.
However, it should not he inferred that the numbers used on one formu
bear a relationship to the same nuinbiers on other forms.

Provincial Practice

Slight variations in these forms may be introduced by the indi-
vidual provinces. For example, it may be considered desirable to
itemize tax arrears hy years. Such a practice, it will be noted, does
not alter the fundamental structure of the statements as presented
in this manual,

In certain provinces it may be the practice, or may become the
practice in future years, to keep up-to-the-minute information on
certain topies which are covered by the forms presented here. For
example, a province may keep detailed files on all schools which
issue their own debentures. In such a ease they would have the
data asked for in Form 3, and it wonld he unnecessary for them to
seck this information from the scheols

Appendiz A-- Glossury

In accounting practice certain terns have well defined meanings.
Frequently, however, the same terms are used by the Jayman with
dissimilar meanings; and terminology may differ in meaning between
different Jocalities and different occupations. In order to prevent
confusion, and to ensure comparability of data, a glossary has been
added to the manual.

In cases where more than one term is applied to the same thing,
the term having widest acceptance in accounting is used and defined;
the less generally accepted terms are included and are referred to the
definitions alrcady given. For example, “Debt Charges” is defined;
under “Debt Serviee” will be found a reference to “Debt Charges™.

Appendiz B-—DBooks of Account

The large school systems maintain double entry bookkeeping and
accounting records in eharge of specialized aceounting staffs. They
will have no dificulty in adapting their accounts to the demands of
the statements in this manual

For the assistance of the smaller school units, several simple
records are illustrated, While it is not suggested that all schools
should attempt to use the same books of account, for each has its
own conditions and problems, it is hoped that the sanples given will
assist seerclary-treasurcrs in designing records to fill their individual
needs.
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L. Cash Reeeipts and Cash Payments Book-In addition to
columns for reecording the total receipts and (ofual payments, this
book has a number of distribution columns which vield totals corre-
sponding to the main hcadings of the Reccipts and Payments State-
ment.

2. Property and Lquipment Catalogue —~This book is for the
purpose of recording all property and equipment at its original pur-
chase price. When the equipment is discarded, traded-in or sold, the
amount is recorded in another colwnn, <o that the difierences bebween
the two money columns will afford the ‘alue, at original cost price,
of all property and cquipment on hand. This is of great assistance
in preparing the Statement of Assets and Liabilitics.

3. Payroll Summary Sheel—To record the salary and wages of
employecs, the various deductions, and the net amount paid to each.

4. Individual Earnings Record—To give the complete record of
gross carnings, deductions and net pay for each employee, and to
include any additional personnel information that may be desired.

5. Insurance Record—To list all insurance palicies, their date
and amount, the terin or life, the type of insurance and the property
protected; also to disclose the premium cost by years,
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REVENUE AND EXPENDITURE OR RECEIPTS AND
PAYMENTS

Tt is extremcly haportant to distinguish between these two state-
ments; in practice ihey are frequently confused.

“Reccipts and Payments” gives the record of the eash which is
actually received and paid out during the fiscal period, with the
balances on hand at the beginning of the year and at the end. It is,
in effcct, a sumary of the transactions which are entered in a cash
hook. ,

I is apparent that such a statement does not disclose the true
revenue for the period.  Part of the cash received may be arrears
of taxes from other years, while some of the current year’s taxes may
not vet be collected. The same thing is true of other cash reecipts.
Amounts of money are recorded as receipts if they are borrowed, and
yet they are not revenue, for they have the effect of inereasing
indebtedness

Similarly, the payments side of the statement is merely a record
of ‘the cash disbursed. It may nol represeni the actual cost of
education for the curent period. Some of the payments may be for
liabilitics which were carried forward from the preceding financial
period, whilc other payments may be made in advance for costs of
the suceceding period.

If all moneys were colleeted, all accounts and other liabilities
paid off, and no borrowing was done in the financial period, then the
statement of reecipts and payments would disclose the actual revenue
and expenditure of the period, except for the balanee of cash on hand
at the beginning of the financial period.

It is apparent that the Revenue and Tixpenditure Statement is
the more desirable, sinee it refleets the frue revenue and costs of the
period under review. It should be secured wherever feasible,

STATEMENT OF REVENUEL AN EXPENDITURE

Revenue
1. Gross Provincial Grants

Include provincial grauts for cquipment, salaries, or any other
purposes for which grants are ordinurily paid.  Exclude grants or
supplements paid diveetly to the teachers by the provineial author-
itics. Exchule also advances from the Provinee on account of taxes
which have been handed over to Provineia! authorities for colleetion.
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Form 1A--REVENUE AND EXPENDITURE ACCOUNT

REVENUE
1.*Gross Provinciar Granis. ....... I~ ol —r el . I, Bt TR ¢ 2
2. Tax REVENUE—
21. Taxcs levied by munieipality.......... $  XXXXXXNX
22. Taxes levied by school authority. ... ...,  xxxxxxxx
23. Peraltics or interest on taxes......... .. XXXXXNXX i S
3. CouNTY GRANTS.......oivvivnnnnn... Pt s WOLE Pt
4. Oraer MuNiCIPAL GRANTS . ............. Ak S N
5. REVExUE rroM oTuer Sciocon Boarps..................
6. Turtiox Fres—
61. From resident Fupils ........ A SR i XXXXXXXX
62. From non-resident pupils............. . XXXXXXXX
63. From municipalities. .. .... Sy o Lot XXXXXXXN i
7. Orrer REVENTES (specify)—
71. XXXXXXXX
72. XXXXXXXX
73. — . XXXXXXXX
4. XXXXXNXX | sall,
& "Tonar DEVENGE: . . .. o . St | T e B SL T LW T -
9. SurprLus FroM Privious Yeans (if used)............... aB) T &N NN
10 DEFICIT, . 5o T e RGN L = w e e
M TOmAL i b o 1o o T AL T S B r (il i il
XXXXXXXX
*Provincran Gravzs were made up as follaws:-
Gross) GRaNm. 1. .. . ML LT L T N $  wxxxxxxs
Less—
Superannuation deduction. ... . $  xxxxxxxx
Federationfees. .. ... ....... e.. XXXXXXNX
Premium on treasurer’s boud. ... XXXXXXXX
- - XXXXXXNX
Net Grant Reccived by Boad . ..ol $ xxxnNNXX
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¥OKR THE FISCAL WEAR bx¥bo o —y 19"}

EXPENDITURE
1. ADMiNISTRATION--
(include secretary-treasurer’s salary and premium on bond;
elerical assistants’ salaries; attendance enforcement; sup-
plics; and other administration expehse). s ® NS S

2. INSERUCTION~ -
(include salarics of teachers, inspectors and supervisors;
clerical salaries; library Looks; instructional supplies;
and other instructional expense). oo e

LN M 1
3. Poant OrenraTION AND MAINTENANCE—
(inctude carctaking salaries and supplics; fuel, light, water,
telephone, ice; repairs and replacement to buildings,
furniture aud equipment; insurance, rent; other opera-
tion and maintenauce expense), .. ... e B o e i A
4. AUXILIARY SERVICES—
41. Medical and health services............  XXXXXXXX
42. I'ransportation of pupils......... ... .. XXKXXXXX
43. Other auxilisry services including eafe-
terias, cost of boarding pupils, ete.....  XXXXXXXX A_smd® =y 4
5. Turrioy Payaexis 1o Ornee BOARDS.....ooiiiiiiviies cmeee———
6. CariTan Exvespirures Provipep Our of REVENUE—
(include land and building: | furniture and equipment, not
replnecments; transporiation equipment) Lo e

7. Dept Cnances—-
71. {Debenture debi charges—
I Tnlerest £, . S 5 AT BN L XK NXNXXN
712. Principal instalments. ..o XNXXXXXX
713, Sinking fund requirements........  XKNXXXXX
72, Mortgages-—
721, Interest.. ... .cooveneioaanaes /7 XXKXXXXX
722. Principal instalments. .. ......... KXXXXNXX
73. Intercst on short term borrowings, ex-
change and other bank charges (also
inehude discount on taxes). ..... ... XXXXXXXX e

8. TOTAL EXPENDITURE .« cvvroenr o ooe e s LI o o i) S S,
9. Devrcrr ¥roM Previous Yeaw (if provided {ougmiSirevenug)ty 1 - e =a=—
10. SURPLUS . ..o v oieeeen e AL e R —nl e = Y. 1

I RORAL . et . M. SN 110 TR e =y 3 e . 8 AP SRS o v WAl

§  XXXXXXEX

In vms Scioon Deviaer vae Taxes ane Luvien BY:
: T Bontilue e ng ] The Municipality ...
Indicate withan

tDchentuve Borrowing is done by X
TheBoard.. ..., .. The Municipality ...
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In some provinees deduetions are made from the provineial
grants for supcrannuation on teacliers’ salarics aml other purposes,
and the school board receives the net amoundt. The true revenue is
the gross amount of the grant, and should be recorded. For example:

Net Grants (amount actually reectved) ... ... ... £ 8,950
Superannuation deducted from rimig... W% L 1,000
Premium on treasurcr's bond dedueied from arands 50
Grol. Grants . [0 4. =0 (SO oRf g, 1) £10,000

Show the $10,000 us revenue, and supplement (his mformation
by filling in the footnote at the hottom of the statement.,

2. Tax Revenue

21. Taxes levied by the municipality for the school board, The

municipality may make payments on interest and principal of school
~ debentures, The amounts applicable to the fiseal year should be
reported as tax revenuc under item 21, and as cxpenditure under
item 7, Debt Charges. In Manitoba the revenuc from the general
municipal levy should be shown separately from the revenue pro-
duced by the special Jevy.

22. Taxes levied by ihe school authority, whether collected by
the School Board or the Provinee.

23. Penalties or inierest on taxes.

Note that arrears of taxes arc not revenuc of the enrrent period.
Tax collcetions or receipts would not correspond {o revenue unless
there were no arrcars and al) the current, year’s levy were collected.
Note the following:

Tax' arrcars. ... . aer Lt e LE et $ 3,000
Current Tax Levy....ji00 L lr i whia, 77,000
Tax Collections in Period....... ... ... . 79,000

In this illustration, all the arrears were colleeted, plus $76 000 of
the current levy. There are arrears of the current period amounting to
$1,000. In Statement 1A the amount of revenue would he the levy,
$77,000; but in Statement 1B the amount of the reeeipts would he
shown at $79,000.

3. County Grants

This item applics only 10 schiool authoritios in New Brunswick
and Ontario. It should inelnde ali moneys reeeived from counties
as contributions or grants toward the support of loeal schools, and in
Ontario contributions for the cost of cdueating counly pupils.



4. Other Municipal Grants

Include all other grants and revenuss from inunicipal authorities,
e.g., Ontario township school grants and contributions from the Muni-
cipal School Fund in Nova Scotin. Fxclude items mentioned in 5 and
6 following.

5. Revenue from Other School Boeards

Include all revenues from other school boards made directly to
the reporting school hourd, or to the manicipal council on behalf of the
reporting board. Such payments are made usually for the cost of
tuition at secondary schools and technical institutes which provide
cducational facilities lacking in neighbouring school areas.  Such
revenues may also be for transporting pupils, ete.

6. Tuition Fecs

A tuition fee is an arbitrary charge made for instruction, not
necessarily reflecting the cost of pupil edneation.  Fees should be
classified according to whether paid by residents or non-residents of
the area taxed for the support of the school, If a municipality (not
the school board in another nwmicipality) pays fees for its students
to attend a neighbouring school, these revenues would be included
in item 63.

7. Other Revcnues

Include revenues from all other sourees, such as rents on schiool
properties, donations and endowments, interest on bank balances and
investments, profits on eafeterias and book stores, receipts from the
sale of products made or produced in the school, sueh as furniture
made in the shop, farm produce from agrieultural departments, etc.

Do not include in this group receipts of meney which are non-
revenue in naturc. Non-revenue receipts are those which either incur
an obligation which must be met at same future date or which change
the form of an asset from property fo cash und therefore deercase the
amount and the vatue of school property.  Money received from loans,
sale of bonds, sale of property, ete. constitute most of the non-
revenue receipts.

Do not inelude proceeds of activities in the school such as literary,
dramatic and musical socicties, sports aetivitics, cte., unless they are
paid direetly to the school board. Do inelude, however, all gifts and
donations made by these organizations to the funds or equipment of
the school.

8. Total Revenue

The total of all revenue of the cvrrenl year's operations. This
is the tatal of items 1-7 inclusive.
87352—4 AR %3
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9. Surplus frow Previous Yewrs

The surplus from previous years’ operations is nat revenue of the
current year.  Howcever it may be used, either wholly or in part,
in meeting the obligations of the eurrent year  The portion so
employed is indicated in item 9.

10. Dcficit

The amount by which the totals of itcins 8 und 9 of the expendi-
tures exceeds the lotals of jiteins 8 and 9 of {he revenucs.

Expenditure

Expenditure represents the elirges which are properly applicable
to the current ycar's operations. It does not iunclude payments for
accounts owing from previous years, or payments made in advance
for operations of a later period.

Expenditure shows the true cost of operating the school unit for
a particular period, while payments (Receipts and Payments state-
ment) show only the amount of cash which has been paid out during
that time.

1. Administration

The small schiool has very few expenses to inelude in this seetion—
the secretary-treasurer’s salary or honorarium, the premium on his
bond, stationery and postage, telephone expense, and other inci-
dentals.

The lurger units may have administrative officials sueh as busi-
ness managers, superintendents, accountants, purchasing agents.
These offieials are not concerned with instruction. Their salaries, and
the salarics and wages of their elerical and stenographic assistants
arc included. Do not include such clerical assistanis who work for
principals, inspectors, supervisors, teachers, or any other persons
whose dutics are instructional.

Include expenditure for travel and for materials and supplics
used for administration. Supplics arc ink, penetls, paper, accounting
books and forms and other material which are consumed upon use or
which do not ordinarily Inst mare than one year. Add costs for
freight and cartage.

Include costs of auditing the books, legal fees, and other expenses
of an administrative nature,

Since attendancc enforecment is compulsory in all provinees of
Canada, the costs of salarics, transportation and other expenses of
attendance officers (unless they are officials paid by the municipal
authorities) are considered to be administrative.
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2. Instruction

Report expenditures for netivities concerned direetly with teach-
ing, aiding of teaching, or improving the quality of teacling.

These are the activitics of supervisors, inspeetors, principals and
teachers, and the clerieal; stenographic and other help they require
in their dutics.  All such salaries are ineluded if 50 per eent or more
of their time is devoted Lo instruction.

Also include the salaries of guidanee officers, librarians, psyclol-
ogists, and the salaries of doetors and unrses if their work consists
of instruction in matters of health. Otherwise the last two groups
would be listed under “Medical and Iealth Serviees (Auxiliary
Agencies).”

All salarics and wages should be recorded gross—the amount
before deductions for superannuation, income tax, ete., have been
made. Where applicable, the cost-of-living bonus should be added;
if additional information is desired by the province concerning the
amount of such bonus, it may be added as a footnote to the form in
use in that province.

If the schioo! board makes a eontribution to the pension fund, or
provides benefits to supplement the regular pension fund, the amonnt
of such contributions is considered an addition to salary.

Care should be excreised to distinguish between supplies and
cquipment.  Supplies are items which do not normally have a life of
over ane year, or are cousumed in using  Equipment is of a more
permanent nature.  Test tubes used in a science laboratory are
instructional supplics; an electric motor used for teaching seience i3
instructional cquipment. .

Library books arc included i expense rather than equipment.
It is always possible to appraise the value of the library by taking
inventory; a catalogue kept up to date makes the task casier. (See
suggested form of property catalogue in Appendix A

Pext books supplied free to studenis are charged to expense, or
at least the portion used up during the year.

Report as teaching supplies all materials used in the classroom
for aiding or improving teaching.

Expenses incidental to school gardens and fairs are part of the
cost of agrienltural instrietion.

The costs of maintaining and operatinz reercational and athletic
facilities should be charged to instruetion

Other expense will include expenditures for seholarships, prizes,
diplomas, eomuencement excreises, asscrably speakers, exhibitions,
music and art festivals, plays, cadei corps, cte., and materials and
expense conneeted with seliool Nibraries.

3. Plant Operation and Maimtenancs

Under operation aud waintenance reporl:  Salaries and wages of
janitors, binlding  superintendeuts, engineers, firemen, watelimen,
painters, phiebers and cacpenters aned other employees of the Board

07 40—t}
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(including amounts deducted for income tax, pensions, uncmploy-
ment insurance); supplics such as Drooms, mops, sweeping  com-
pounds, soap, dusters, paper erps wnd towels, cleetrie light bulbs;
toilet and other supplics which :re not expeeted to lasl more than a
year; fucl, sueh as coal, gasoline, fuel vil o wood; ineluding freight,
drayage and labour invilved in seeuring it; waler, power, light and
ice; all supplics for painting and repairing the buildings; eontract
expenditares for repairs and maintengne,

If additional valucs, nol mercly fluctuations in price, and
increased cfficicncy result through replacements, these should be
charged to capital oullay in the amount of such excess or additional
value. For example, if a desk inventoried at §15 is repliaced by one
worth §35, $15 is charged to maintenance and $20 to capital outlay.
Again, the cost of grading and sceding a lawn for the first time is
charged (o capital outlay; the cost of resceding a portion of it that
has been destroyed is charged fo maintenance; while the cost of
fertilizing or mowing the lawn should be charged to operation.

Sinc¢ a separate item is carried under auxiliary ageneies for
transportation, operation and maintenance of such equipment should
be reported uvnder “Tronsportation of Pupils”. The tolal of this
iten 42 should agree with the {otal expense for transportation of
pupils shown on form 6.

While the premivm on fidelity bonds for administrative officials
is charged to adminisiration, other types of insurunec are reported
under plant operation and maintenance, cxeept thal lusurance on
transportation cquipment or for protection against _g'-l.uims arising
from pupil transportation shonld be classified under auxiliary agencies
~—transportation of pupils.

Since much insurance is writien for a threc-year terin, many
schools arrange their premiums so that approximalcly the same
amount is payable annually.  (See the suggested insurance register
in Appendix B.) Large schoal units may al!(u':tt.(- (e torsoct chaigy
to cach year's operations by micans of prepaid accounis,

4. Aunliary Agencics

Include expenditures for aetivities closcly related to school,
although not actually inctructional, whielh are carried on by the
scliool board as serviees fo the pupils

Medical and Nealth Services inelude salaries and other payroents
to doctors, nurses, dentists, hospifals, ele I\’lvd‘]vu‘l snl')pln-s, {irsi, aid
expenses arc incinded,  Inelude all costs of weighing, inspeeting and
treating, but do not inciude costs of health work which s direct

o - R p

instruction, or costs of administrition,
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Do not include costs of health and medical serviees supplied and
paid for by the municipality, the province, or any other ageney.

Transportation of Pupils: Tnclude all costs of operating trans-
port systems for pupils, These will include salaries of drivers and
meehanics, gas and oil, feed, renia! of gurage or stable, repairs and
replacements to equipment; contract fees for the hiring of transporta-
tion facilitics; payments made to publicly owned and operated
utilities; payments made to students or parents in licu of transporta-
tion. Fxclude expenditures for administration and capital outlay for
new cquipment.

When the school board provides free Junches, board and lodging,
dormitorics, hostels or other accommodation, or pays cash in licu of
such accommodation, specifly under item 43

Public librarics under the school Loard should be included in
itemn 43, but not expenditures for library scrvices to the schools
rendered by school and/or public libraries. The latter is classed
under instruetion.

Include expenditures for sueh other auxiliary agencies and co-
ordinate activities as public reereational facilitics, community centre
activitics, ete., under the sehool board and paid for out of school
funds.

In recording revenue-producing auxiliary services such  as
cafcterias, report only the net cost {o the school. That is, if sales
amount to $10,000 and cxpenses to $11,000, report the net cost as
$1,000 under “Other Auxiliary Agencies™  In the event of a profit
on opcrations, place the amount in Revenue, item 7, and show the
nature of the activity.

5. Tuition Payments to Other Boards

Inelude expenditures made by the board to other sehools, or to
municipalities on behalf of schools, for the instruction of pupils,
transportation of pupils, or other serviees.

Frequently such payments are made to afford speeialized training
such as commercial or teehnical education, when the facilitics do not
exist in the reporting sehool. In a few instanees a school board will
not operate a secondary school, but will arrange to send its sceondary
students fo neighbovring institutions and undertake to pay the costs
to the school which provides the instruetion

6. Capital Expenditura Provided owl of Receruc

Report as capitad expenditure all outlay for anything which
ereases the vadue of the school plant, such as new sites, grading,
feucing, conereting of school property; new buildings and extensions
and alterutions to old buildings; and additions to school equipment
which are not replacements of broken or worn-out property.  Report
all improvements which inercase the original value of the assets.
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Care should lie {uken not to confuse capital outlay witli main-
tenance and operation.

Replacements of equipnient are charged to maintenance; but anv
replacemients which inerease the original value of the equipment
should be charged ta capital outlay. For example, if a hinace 15
worn out and is replaced, the new furnuce is charged to replacements.
If small stoves are climinsted and replaced by a eentral heating plant,
the new plant is an addition to the value of the school property, and
is called capital expenditure.

A common practice is to acquire plant and cquipnent through
the ssuc of debentures. This is not capital expenditure provided
out of revenue, and should not be included in any amounts recorded
in 6.

7. Debt Charges

71. Debenture Debt Charges—Priucipal instalments, sinking
fund requirements and interest due during the fiseal year.

72. Principal and interest due during the fiseal year on mortgzage
debt.

73. Interest on bank and other short term loans, exchange and
other bank clarges and discount on taxes.
Do not include the repayment of principal of short term loans.

If the municipality levies taxes to pay the principal, sinking
fund requirements and interest on debentures, sueh amounts should
be shown under Revenue, item 21, and under Expenditure, item 71,

8. Total Expenditure

The total of itemns 1-7 inelusive. This total gives the truc cost
of administering and operating the school unit for the fiseal period.

9. Deficit from Previows Year

The amount of the deficit from previous years' operations pro-
vided for from the revenue of the current period.

10. Surplus

The amount by which the totals of items 8 and 9 of the revenue
excecds jtems 8 and 9 of the expenditure,

STATEMENT OF RECEI'TS AND PAYMENTS

This statement may be used by some sehools whieh keep their
records largely in the form of eash transactions. “Receipts and
Payinents"; as explained on page 11, actually summarizes the cash
book, but it fails (o record the true revenue mwd exprenditure for the
periad under revicw,
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Sehool seeretaries 1eporiing on o cash basis will observe that if,
in the fiscal year, all amovols owing fo the school board are paid (if
there have been no arrears), and all liabilities of the hoard are retired
when due, the statement will approximalte the revenue statement, and
comparisons based upon the stutements will be more valuable. This
assumption must be based, of course, on conditions where there have
been no borrowings, which would be reeorded us receipts but not as
revenue.

Although it has been pointed out that Form 1B gives a summary
of the cash transactions of the school board, the total cash receipts
and payments will be greater than recorded in the cash book
if the municipality pays debenture debt for school purposes.
In such a case, the municipality has {o inercase the tax levy
for school purposes, althongh this additional amount is not handed
over to the schoel seerctary-treasurer. Under such circumstances,
item 3, “Tax Receipls”, should be inercased by the amount raised
for debt charges, and the amount paid by the municipality on deben-
ture debt should he shown under “Debt Charges”.

Receipts

1. Balance of Cash on Hand and in the Bank

This figure agrees with the balaneing figure (payments, item 14)
on the statement of the preceding year. Tt will also agree with the
cash balance shown on the Statement of Asscts and Liabilities for the

preceding year.

9 Net Provincial Grants

Provineial granis are shown net—the actual amount of cash
receivedd from the provinee by the school board. In cases where
deductions have been made at the source, e.g., superannuation, feder-
ation fees, ete., the amounts, including the gross grant, are shown in
the footnote at the bottom of the form.

3. Tax Receipls

Taxes levied by the municipality for school purposes are indicated
in item 31 Inclnde any mmounts levied by the municipality for pay-
ment of prineipal, interest or sinking fund requircments on school
debentures.  Tn-Manitoba receipts from the general municipal levy
chould be shown separately from reecipts produced by the special
levy. '

Taxes collecied by the sehool authority, or by the Province on
hehalf of the sehool, are shown in 32.
Penalties aud interest on taxes are inclided in item 33.
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Forw 1B—STATEMENT OF RECEIPTS AND PAYMENTS

For the Fiscal Year Ended 10—
RecErrts ! PaymeNTs A
s -
1. Balance of cash on hand and in bank at beginning of 1. Bank overdraft at beginning of year......... ......_ =
- 2, *Net provineinl grants................. ... ... 2. Administration (include sccretary-trensurer’s salary
and [{;rcmium on bond; clerical assistants’ salaries;
supplics; and other administration expense), ... .. _.__
3. tTax Receiptes— 3. Instruction (include salaries of teachers, inspectors
31. From taxes levied by municipality. ..... XXXX and supervisors; clerical salaries; library books;
32. I'rom taxes levied by school authority.., xxxx instruetional supplics; and other instruetional
33. From penalties or interest on taxes. ,..,. XXX, =4 _w % CXBONSO).. ey 1o g ST Or - R PP g =
4. County grants....................................——_ 4, Plant operation and maintenance (include caretaking

salarics and supplies; fuel, light, water, telephone,
ice; repairs nn(F replacements to buildings, furni-
ture and ecquipment; insurance; rent; other
operation and maintenance expense). ... .. ... ... _

3. Other municipal grants.+. 50 & B g 7 3-8 &5 105, Auiliary servievs—
51. Medical and health services, .. .. .. ... .. XXXX
52. Transportationof pupils............... XXXX
53. Other auxiliary services including eafete-
rias, cost of boarding pupils, ete. .. ... el Faa 3
6. Receipts from other school boards ... .. ... ... S ot —===—" —6. Tuition payments to other boarda.........0...0...___ =B
7. Tuition fees— 7. Copital expenditures provided out of operating
71. From resident pupils..! . o0, L 11 & . XXXX receipts (include land and buildings; furniture
72. From non-resident pupils. . .. . Tk NXXX and cquipment, not replacements; transportation
73s From municipalities. . ;g 5w b Do . RN s equipentlE M- 1 Gl . . gt R . ]
8. Uther aperating recoipts (specify)— 8. Debt charges—
3. B PR = O e o XXX 81. {Dehenture debt charges—
82, ... ... k L S T S S11c Intercat. ™. ' &ETW L . — : Mfacy
BE. - el et L mgE ey Ve Sre, N KT 812. Principal instalments.. . ... . secdrand | XN
813. Sinking fund requirements. . ... Lo NXXX
82. Mortgages—
SR Inftersitee’ ol el e S b . .6.C
822. Payments on principal.............., XXNX
83. Interest on short term borrowings, ex-
change and other bank charges....... XXXX



REcCEIPTS

© 9. Total operating receipts.......o....... 1 .
“ 10 Bank and other short term borromngs \

¢, 11. Receipts from sale of debentures or mortgage borrow-
ln”S .........................................

12l Other non-operating receipts (specify)—

CINEYER I SO E s S SR L i XXXX
BT HTh e e 1o g LR - D XXX
P S e R g T W o AR XXX
13. Total receipts.=.. .. .. I BESTIN - (T11. ——
14. Bank overdraft at end of year.. ... ... ... nne
155 Total o L mwre P b SRR -
XXXX

sProvincian Graxss were made up as follows:

Grosa GranRselh el oy af ey ek . 10

Less—

Superannuation deduction. ...l
Fedcration fecsss ! Je .. . W SUER s i, - oo
Premium on treasurer'sboard. .. ... oo

Net Grant Received by Board. .. ... ......iiieionn

“Yx Tiis Scnoon Distrier e Taxes are Leviep Br—
The Boarde—

3$Debeature Borrowing is donc by:
The Board,

The Municipality

The Municipality———

9. Total operatin

paymen
10. Repayrment of

ank and other short term borrowi ings.

......................

11. Capital expenditures out of procceds from debenture
or mortgnge borrowings (specify m\ture)—

8 LS ECRRORNE | L g L K A XXXX
1) | R = — W XNXX
1188 . MR ok s lldgee AFA. o 5 Tk bl |
12 Other non-operating payments (specily
................................... XXXX
122 .................... XXXX
123, W S S RO R e Ncux WE Ny
13. Total payments..........cooveiocinnns o - ool B ——
14. Balance cash on hand and in bank at end of year.
15 Total’ .Lom. mon - il b el T el s = 3 "ol
xxx 53
........................................... $ xxxx
................................... $ xxxx
................ N T T XXX
................................... XXXX
i XXXX
........................................... $ xxxx

1 Indicate with an X

Include in Tax Receipts and Debt Charges amounts levied by the Municipality for the payment of debentue and mortgage debt
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4. County Grants

This tem applies onuly to school authorities in New Brunswick
and Ontario. It should include all moneys received fromn counties
as contributions or grants toward the support of local schools, and in
Ontario contributions for the cost of educaling county pupils.

5. Other Munricipal Grants

Include all other grants und receipts from wunicipal authorities,
e.g., Ontario township school grants, and contributions from the
Municipal School Fund in Nova Scotia. IBxelude those items
mentioned in 6 and 7 following,

6. Receipts from Other School Boards

Include all reecipts from other school boards made dircetly {o
the reporting school authority, or to the municipal council on behalf
of the reporting school authority. Such receipts are usually made
for the cost of tuition at sccondary schools and technical institutes
and the cost of pupil transportation.

7. Twition Fees

Fees from residents of the area taxed for the support of the
school arc included in item 71.

Fees from non-residents are ineluded in 72.

1f the costs of tuition feer are assumed by o monicipaiity, they
are shown in item 73.

8. Other Operating Receipls

Include miseellancous receipts whiell arise out of current opera-
tions, the everyday aflairs of the school as a going concern, such as
reuts, profit on cafcteria and other services, proceeds from the sale of
products of printing and teehnical departments, ete.  Speeify the
nature of the receipts.

9. Total Operating Receipls
The total of itemns 1-8 inclusive,

10. Bank and Other Short-Term Borrmring

Inchude loans from banks, and other cash burrowing of a tewn-
porary nalure, whether or not secured by note.

11. Recoipts from Sale of Dchcutures or Mortgage Borrowinags

Include all reccipts from the sale of debentures, wheiber serjal
or sinking fund; receipts from the mortgaging of real estale; or any
other type of long-term borrowing.  Such borrowing is usually for
the acquisition of new plant and equipnent.
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12. Other Non-Operating Receipls

Include reccipts from the sale of school assets, such as land,
buildings, equipment or sinking fund investments; advaneces made
by the inunicipality (not taxes levied by the municipality for school
purposes) ; premium on the sale of debentures; and all other mizeel-
Jancous receipts of a non-operating nature.

13. Total Receipls
The total of itens 1-12 inclusive.

14. Bank Owerdraft

This discloses by what anwunt the balance on hand at the begin-
ning of the period and the receipts of the period fail to meet the pay-
ments made. This amount should agree with the overdraft shown
in the Statermnent of - Asscts and Liabilitics, unless there are other
short term loans included in that figure,

Paymenis

1. Bank Querdraft at Beginning of Year

This amount agrees with the figure recorded on the Receipts and
Payments Statement of the preceding year, item 14 on the reccipts
side (the balance figure when there is an overdraft at the end of the
year). It should also agree with the total shown in Section 1,
Liabilitics, Revenue Fund Section of the statement of Assets and
Liabilitics at the end of the previous fiscal period if there were no
ghort-term loans. ‘

2. Adminisiration Ezxpense -
Salaries, fees, honararia of sceretary-treasurers, trustees, auditors,
lawyers, attendanee officers, and other administrative officials.
Include also premium on sceretary-treasurer’s bond, postage,
stationery. telephone and other expense of administering the school.

3. Instruction

Salaries of teachers, ineluding any amounts deducted for incone
tax, group insurance, cte. If superannuation on teachers’ salaries is
deducted from provineial grants at the souree, stute the salaries less
superannuation and complete the details of grants in the footnote of
the statement.

Include teaching supplics sueh as books, seribblers, chalk, cte.

Prizes, diplomas, exhibitions, school fairs and gardens and all
other expenses neidental to instruction are included.

4. Plant Operation and Maintenance

Include the wages of janitors and carclakers, inclhuding any
amounts dedueted for income tax, unemploynient insurance, cle.

8735253
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Include the cost of all repairs to plant and equipment, whether
done by the janitor or under contraet; costs of maintaining and
operating the school plant, sucli as brooms, mops, cleaning supplies,
paint, totlet supplies, fuel, light, water, ice, eleetricily, fire insur-
ance, cte.

5. Auxilivey Ageneies

Auxiliary agencies are services to the pupils other Lthan actual
instruction, or services to the community as when the school operates
a community playground or a community library.

Under 51 include the cost of all medical and health services, sueh
as payments to doctors and nurses, and medical and first-aid supplies.

Under 52 list ull costs of operating vehieles owned by the school,
costs of hiring vehicles or using publicly operated ones such as bus
or street car lines, and money paid to pupils or parents to enable
them to provide their own transportation to the school. These costs
are for pupil transportation only.

Include under “Other Auxiliary Agencies” the cost of providing
frec lunches, the nct cost to the school of operating a eafeteria, the
eosl. of providing board or lodging for pupils attending schools at a
distance, or money paid in licu of such accommadation, ete.

6. Puyymenls to Other Boards

Tuition, transportation or other payments made to other sehoo)
authorities,

7. Capilal Erpendilures

The cost of land, buildings or equipment paid for out of operating
receipts.  If the payment is to replace worn-out or discarded assets,
it should be included witit plant operation and maintenance.

8. Debt Charges

81. Debenture Debt Charges—7Prineipal instalments, sinking
fund requivements and interest due during the fiseal year. A

82. Principal niud inferest due durimg the fiseal year on mortgage
debt.

83. Iuterest on bank and other short term loans, exchange and
othir bank chargez and discount an taxes. Do not inelude the repay-
ment of principal of short teron loans,

9. Tolal Opcrating Payments
Tolal of itaus 1-8.

10. Repayment of Dank and Other Short-Term Borrowing

Include repayment of all temporary loans, whellier from {he
bauk or other sources,
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11. Capital Experditore Out of Proceeds from Debenluie or
Mortgage RBorrceings
Include land znd building-. furniture, fixtures, transportation and
other cquipment paid icr from the proceeds of long-tern borrowing.
Clearly indicate the natve of the payment. See page 20 for explana-

“tion of capital expenditure.

12. Other Non-Operating Payments

Include items sueli as the disccimt on the sale of debentures,
payments of sinking fund debentures throngh sale of investments,
and any other miscelluncous non-operating payments. Clearly
indicate their nature.

13. Total Payments
The tolal of items 1-12 nclusive

14. Balance of Cash on Hand and in Benk at End of Year

This figure will correspond to that shown on the statcment of
Receipts and Payments for the following period under *Receipts”,
item 1.

¥t will also be the figure shown in the Statement of Assets and
Liabilitics, Revenue Fund Section, item 1, at the end of the eurrent
period of operation.

Py P N
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STATEMENT OF ASSETS AND LIABILITIES

The statement of Assets and Liabilities is divided inta three
sections. Part 1 and 2 are shown on pages 30-31, and are filled in by
all reporting School Boards. Part 3, shown on page 35, is completed
only by those Boards possessing sinking funds or trust funds.

1. Capital and Loun Fund Section

This includes all assets of a fixed or capilal naturc—that is,
those possessing a long life; and &all long-term liabilities sueh as
debentures and mortgages not due. The excess of the assets in this
section over the liabilities is the investment in eapital assets.

2. Revenue Fund Seclion

Assets of a current nature, arising fromn the revenue-producing
activitics of the school; the liabilities are also current-—-those normally
pavable in the financial period immediately following the date of the
statement. The excess of the assots over the labilities in this scetion
is called the surplus; if the Balnlities ave greater in amount ihan the
assets (here is a deficit.

3. Sinking and Trust IFund Section

(See page 35.) This scetion 1s used only by the sebools which
have sinking or trust funds. Sinking funds are set up for the purpose
of accumulating moneys over & period of years in order to have then
available for the redemption of long-term indebledness ol the date
of maturity. The money so accumulated is usually invesled in high-
grade sceurities, and it is important {o rcinvest the intercst promptly
when received.

In order to exclude duplicate assets and labilities, payiaents
owing to sinking funds should be indieated speeifieally in the revenue
fund scetion; and in the sinking fund scetion amounts owing from
the revenue fund should be specified,

CAPITAL AND LOAN FUND SECTION
Assets

1. Land and Buildings at Cost

There are three bases on which the value of school property may
be estimnated: (1) original cost; (2) replacement value; (3) present
valuc.

The originul eost is {he most aceuraie value, 1s the most casily
_ascertained, and represents what a given piece of propeity cost the
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community. The original cost, however, does not take depreciatior.
into secount, but in many easex this factor is offset by appreciation
or increased value, partieularly v (he case of real estate. To securce
accurately the values of appreciation and depreeiation is virtually
impossible, and is not contemplited in sehool accounting.

Therefore the method used in reporting is the original cost plus
the cost of all improvements and additions.  This does not ineludc
the cost of repairs and replacements which maintain the plant and:
cquipiment in its original condition,

If reeords of original cost have been lost, a reasonable estimated
valuation should be cstablished. Land includes all school sites and
additions to school sites; Jmprovements to sites, playgrounds,
athletic fields, cte.; and all costs of acquiring title to sueh lands.

Buildings includes all costs incidental to the erection of the
building, the eonstruction and installation of plumbing, heating,
lighting, ventilating, built-in lockers, cte., and all expenditures for
architects’ and legal fees chargeable to new building costs.

All new facilitics, such as additional claszrooms, gyinnasiums,
and completion of unfinislied portions of the building are included, as
well as improvements whieh inerease the life or efficiency of the
huilding.

2. Furniture and Equipment at Cos!

Furniture includes the purchase pries of new items sueh as desks,
{ables, cuphoards, chairs, filing eabinets, racks, stands, ete. It docs
uot include the eost of replacing worn-out or obsolete equipnient at
the sane cost (see note re replacements on page 18).

Equipment  ineludes  typewriters, duplicating  and adding
machines, cleetric fans; physical, chemical, biological and other
Iaboratory equipmieni; machinery, tools, and other similar cquipiment,
whether for technical cdueation or for usc in the school building;
playground and gymnasium apparatus; buses and other transporta-
tionn equipment,

Do not include supplies, which have been defined previously as
those goods which are normally used within a year or are consumed
when used.

3. Other Asscls

Speeily any fixed assets not included in 1 and 2 above, such as
ash and investments accunulated for future building. Do not
inelude sinking and trust funds; they are recorded in Section 2,
“Sinking and Trast Pund Seclion”, page 35.

Liabilitics
1. Debenture Debl Not Due
Distinguishi elearly between debentures, either serial or sinking
fund, which are jssued by the punicipality and by the school
anthority,  Only  debenture debt vomatured should be ineluded;




Tonm 2.—STATEMENT OF ASSETS AND LIABILITIES
AS AT 10

I—CAPITAL AND LOAN FUND SECTION

ASSETS

. LiaBILITIES
$ s
1. Land and building at cost. ... .. S e 2l 2 1. Debenturc debtl (noh duc): s MR PISTTA S S =
11. Dehentures issued by municipality. ... ..
2. Furniture and cquipment at cost. . ... . ... ..ot 12. Debentures issued by school authority. ..
3. Othor aseets (speeify)— 20 Montgapes, B 8 Te . oo B0 S PRty gl
3:) ....................................... 15853 Othcr lishilities (specify)—
B2 T L A R T LY e e B =5 ) i F T S R gt S v o YO SRR
3'2 .............................................
4. Investment in capital assets. . ...... ...
(excess of nssets over linbilities). s
o) Total, . B 5L o B! RS mis Tl B8 FNOSC - TL BT 5 Tobal e i e R B . A el e L S
II. REVENUE FUND SECTION
AsszTs LIABILITIES
2 3
1..Cashonhand andin bonk. .. .. .. c.. oLl . ... i, Short term loans and overdrafts—
11 Principal S 8T8 JwCog. 1 L STE Se L B
2. Aceount and rente recejvable... oo | el L 12e-dntorest T oW Vil el S =S
3. Duc from other schooi hoards e 2. Arrears of teachers’ salaries. .. ..o 0Ll b
£, Due from munieipalities ... 0...o0 oo =t = 4G Accounts payable ek LR - A W
5 Due from provingl. e« dut B F. 0 ol Y 5 e 4. Debentures and coupons due and unpaid—

A= Principalase’ e N L n SW s skt

6. Toxes levied by school board due and unpaid (including i Tritarosth e e LT R

penaltics ondmterest) . B g wd g5 SR o ) el IS,
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debentures which are due and payable should be recorded in the
revenue fund section.

2. Morlgages
The few schools which horrow on mortgages should distinguish
them from debentures by placing them in this section,

~

3. Other Liahilities
Any long-term indebicdness not ineluded in 1 and 2 ahove.
Specify its nature.

4. Investment in Capital Asecis
The excess of capital asseis over eapital liabilitics.

REVENUE FUND SECTION
Assets
1. Cash on Hand and in Banl:

Balances in bank accounts and any cash on hand, inchuding the
anounts of any petty cash funds. Do not include balanees of cash
of athletic and literary societics, ete., unless sueh accounts are handled
through the Looks of the school board, or are transferred to the scliool
board, in which casc they would appear also under receipts or
revenucs in Form 1A or 1B,

The total of cash agrees with item 14 on the payments side of
Farm 1B for the period under review, if the school reports on a cash
basis.

2. Aeccounts and Renls Receivable

Include all rentals for school property .md cquipment which are
duc and unpaid; also any accounts reecivable, other than those
enumerated in the following classifications,

3. Due from School DBoards or from Municipalities on behalf of
School Boards
Include all moneys due fromn other school boards for tuitien,
transportation, or other services; also moncy paid te the municipal
aunthorities on behalf of a school board Tor such services whieh has
not yet been transferred to the reporting board,

4. Due from Municipalitics

All grants, tuition charges, and other paywents due from the
municipalitics (do not inelude amounts owing from the municipality
on behalf of other sehool hoards)  all taxes levied by the municipality
for school purposes and not yet transferred to the sehool hoard.

§. Due from the Provinee
The gross amount of provincial grants and other moneys due
from the provinee hutl unpaid.
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6. Taxes Levied by Sclool Board ]

The balance of taxces levied direetly by the Sehool Board, in both
the eurrent and previouns years, which are unpaid at the end of the
current fiscal year.

7. Other Assels

All other assets of a current nature. Where a school board sets
up acerued assets and deferred charges, they should be ineluded here.
Also include amounts due from other funds. The exact nature of
these assets should be indicated and eare should be taken to sce that
no asset is included here which should properly be shown under any
of the ilems above.

8. Deficit

The amount by which {he liabilities (items 1-8) exceed the assets
(items 1-7).

Liahilities

1. Shorl-Term Louns and Ouverdraft

Include all short-term loans, whether or not sccured by note,
and bank overdraft. Interest and principal should be shown separ-
ately. If there is only an overdraft it will agree with item 14 on the
receipts side of Form 1B (of the current pcnod) for schools rcporting
on # cash basis.

2. Arrears of Teachers’ Salarics

Include all arrears of teachers’ =alaries, whether or not secured
by promissory note.
3. Accounts Payable

All accounts owing to con(mdon, tradesnien, cte. for goods,
serviees, rents, ele.

4. Debentures and Coupons Due and Unpaid

The interesl coupons und prim‘,ipul imstalments on debentures
issued by the Scliool Board which have fallen due but have not been
paid up to the close of the curvent fiscal year. Amounts of principal
and interest should be shown separately wnder items 41 and 42
respectively.

5. Due to Other School Boards
Amounts owing to other schoel hourds, or o municipalities on
belidf of sehool boards, for costs of tuition, transportation, cte.

6. Due to Municipalities

Advanees and other moneys owing to the municipalities; do not
include amounts due on behalf of otha school bonrds (item §).
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7. Duc to Province .

Any advances from the province repayment of which i= due, or
other moneys due provineial bodies.

8. Other Liabilities

Include amounts owing to sinking and trust funds as yet unpaid;
all other eurrent liabilitics not included above. Speeify their nature.

9. Surplus

The amounts by which the assets (items 1-7) exceed the ha-
bilities (items 1-8).

SINKING AND TRUST FUND SECTION

Asscts

1. Sinking Funds

Include in 11 all cash, bonds, debentures and other investiments.

In 12 include accrucd and past due interest, and other ussets
such as amounts owing to the sinking fuad from revenue hul as yel
unpaid. Specify the nature of items listed under 12, The deficit,
item 13, represents the amount by which the assels fail to balance the
Reserve for Retirement of Sinking Fund Debentures ond other lia-
bilities of the Fund.

Liabilitics

Item 11, Reserve for Retirement of Sinking Fund Debenlures is
the amount of resources that shiould be on hand in the Hinking Ifund
at the close of the fiseal periad; that is frequently referred (o as the
actuarial requirement of the Sinking Fund.

Under item 12 list any labilities of the sinking fuud, such as
temporary borrowings for the payment of sinking fund debentures
pending the sale of securities held as investment in the sinking fund.
Specify the nature of all labilitics under item 12

The surplus, item 13, is the amonnt by whieli the cash, invest-
ments and other asscts of the fund exceed the Reserve for Retirement
of Sinking Fund Debentures and other liabilities.

2. Trust Funds

Trust funds, although not eommon in school operation, nre some-
times created by gift of endowment., In Albertn the eash balanees
of the schools entering a Division are retained in trust for a period
of three years.

The details of trust funds are entered under 2 of the Sinking and
Trost Fund Secetion.
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III—SINKING AND TRUST FUND SECTION

AS AT 19
(NorE.—Scction 171 of the Statement of Aseets and Liabilities will be uged only by school boards that have sinking or trust funds.)
AssETS LiaBILiTiES
1. Sinking Fund— y 1. Sinking fund— n
11. Cash and investmente. .. | 11. Rescrve for retirement of sinking fund debentures. )
12 Othc. (specify)— 12. Othor (specifly)—
oy - RN A Y s RO
123. 123. g, it LR P e R mEy _r
1'5 Ificit, e eV T L e ) e g8 13.Surplus; P27 50 e Sy RS o e
. Total Pt o et el e 1N A 14, Total, . | @Y W ayn T § A==21 b
2. Trust junc—- 2. Trust Fund—
21. Cash and jnpvestments. .. ... 215 Trust balances S . LU ARER LS LT e A .1
22. Otunr (speeify)— ’ 22. Othcr (specifly)—
221, % ;.. . Rl e o L S L = Wy s YU 220 N R L i T
200 (o M5 . . ol AR T A 222 ................................
993, e - N i ek =l B 223, . P D C RN T B
R T NI A S JEET Y = = o e " L el el | 6 S 934 otal f Vel TR ARt o - oot R e
Totall . NN - L. o ) P A ) oot o * - o 3. Total

...........................................
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Asscts
21. The total of cash, bonds, debentures and other investments.

22. Amounts duc from revenue and other funds, acerued interest
on investments, and all other assets of the Trust Fund. Specify
their nature,

23. The total of itans 21 and 22.

Liabilitics

21. The total of the trust balaneces, which represent the liability
of the fund in respeet to the trusts created.

22. Amounts owing by the fund at the end of the fiscal period.
Specify their naturc.

23. The total of items 21 and 22.

ANALYSIS OF CASH AND INVESTMENTS IN SINKING AND
TRUST FUNDS

This analysis is siimply 4 list of the eash and investments which
make up the sinking and trust funds. For greater classification,
separate columns are provided for sinking fund and trust fund assets.

Cash

Casli on hand bears no interest; eash in the bank yields a very
low interest rate. Sound mansgement of sinking and trust funds
calls for the rapid reinvestment of all cash receipts to the funds,

Investments

21. Issued or guaranteed by the Dominion of Canada.

22, Issued or guaranteed by the Provinees of Cumads, Spagify
the province by name,

23. Issued or guaranteed by municipalitizz.

24. Issucd or guaranteed by the reporting sciiool sudhority, If
the school board has issued debentures ab an interest rate higher than
the prevailing rate on sceuritics it anight buy for its sinking funds,
it may be profitable to buy in its own debentures. The provineial
glatutes should be ehecked {o see if this practice is permissible,

25. Issued or guaranteed by other school corporations.

'26. All other investments of the funds,
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StrrLEMENT To Foin 2—=ANALYSIS OF CASH AND INVESTMENTS IN
SINKING AN} TRUST FUNDS

(Note—This form will be used only by school boards that have sinking or trust

funds.)
e ¢ ; Sinkiug Trust
e Fund Funds
(1) 2 ®3)
$ $
IERC Sy - WAL R N R L TR e
2. Investments (issued or guaranteed by)—
ol Dominion Government, = . S Rl u
225 I;gouncml Governments (specifly provinee)-—
1 id ol TR s R
222 E~
o Mtk . ER Aols L &
24. Own sc]mol CORPOGATION, . . . . aluas 'L Y S e -
25 40tlier school'corparations. . .. 0.0 8 38 &S e TRTUE
2OOVNGES 5. . .. 1. g R R e
G Thatal - S R e R R Lt $ 2
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STATEMENTS CONCERNING DEBENTURE DEBT
AND DEBENTURE CHARGES

This statement will be submitied only by thosc school boards
which issuc their own debentures.

ANALYSIS OF DEBENTURYE DEBT

1. Serial Dcbentures

The amount of serial dehbentures whielh have been sold and which
have not yet matured.

2. Sinking Fund Decbentures

The amount of sinking fund debentures sold and not yet matured.
In reporting this figure, do not deduct the sinking fund which has
been accumulated for the retirement of the dohentnre%

3. Total Unmalured Debt

The total of items 1 and 2 above. Any debentures which have
matured but which have not yet been paid should be excluded from
these amounts; they arc included in the liabikities of the Revenue
Fund, not the Capital and Loan Fund.

4, Rescrve for Retirement of Sinking I'und Debenlures

The actuarial requirements of sinking funds in respect of smkmv
fund debentures listed in item 2 above. If there is a surplus or deficit
in the sinking fund, report the value of the sinking fund assets less
any liabilitics.

5. Net Unmatured Debi

The total unmatured debt on account of all debentures sold, less
the value of the sinkine fund aeenmulated to retive sinking fund
debentures.  This is item 3 minus ifem 4.

6,7 and 8

These items are for memorandmn purposes only.  Unsold deben-
tures arc not a lability of the school hoard, but it is mnportant to
know the amount which may be sold without further authorization.
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Fory 3 (1)--ANALYSIS OF DEBENTURE DEBT

AS AT 194-—
(Nore.—¥orm 3 will be usced only by school boards that issue their own debentures.)
$ $

1. Serial debentures . . =PI I« e T N mil,”

2. Sinking fund debentuses £ i S AR " el

3. Total unmatured debt (rxe \u(hn;,, unzoll diabi ulurm) B TS T i ARy s,
4. Rescrve for retivement of sinking fuand debentures. .. .. o Lo oL,

5. Net unmatured debt (excluding unsold debentures). ... ..o ...

BN Unsold serinl dab@tures. .. .5 ... . 00 il = SICTI BEWTE . ol i B i
i AUnsold sinking: Bid debentures. . 505 ok U S S ., e Bl
8. Total unsold debentures. .. ... ... .... 0., P s Btk P L S UFE T .

Fory 3 (b)———A\ ALYSIS OF FUTURE DEBENTURE DEBT CHARGES BY

YEARS
Sinking Total
Interest fund interest | Principal
(serial | Principnl | require- | principal [maturities -
and serial ments and of
Years sinking chen- | (sinking ! sinking | sinking
fund tures) fund fund fund
deben- deben- | require- | deben-
tures) tures) ments tures
(1) @) 3) 4) (%) (6)
19, | i . L e T
19..
18 0 ool g T, s R,
1 (g et BT —
T B e BURURGELT v —
19.... to matunty

Fonrum 3 (c)—AVERAGI RATE OF INTEREST PAYABLE ON UNMATURED
DI‘BI'\TURI' DERT

—_——

Rate of Amount of Annual interest
interest (%) debt unmatued extended
(1) 3)
Ty . e i R A TR T p -
T g I e i ) | e R T | N il
W e Pty aina ], Pt T e T e o
U NS T I o R - 2 AR RN = T
i e e e = 4 e 0%
[ R Ty I R e SR L e AT
HSial. o W e R Sl PR,
Average rate of mtm st vy ;hlo on unmatured debenture debt, ... .. L. %
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ANALYSIS OF FUTURE DEBENTURYE DERT CHARGES BY YEARS

This form is an analysis of future debt charges for debentures,
both for interest and principal reauirements, arranged to disclose the
amounts needed for ecach of the succceding five years, and the total
amount heyond five years to maturity.

Column 1--The years upon which the analysis is based.

Colummn 2—The interest requirements for both sinking fund and
serial dchentures.

Column 3---The prineipal requirements for retirement of serial
debentures in the years speeified.

Column 4—Amounts required for payment into the sinking funds
in the years specified.

Columin 5—Total requirements for all interest payments, prin-
cipal payments on serial debentures, and require-
ments for sinking funds (total of columns 2, 3
and 4).

Column 6—The amount of principal of sinking fund debeniures
falling due in cach year. These will be met from
the sinking funds ot up for the purpose.

It will be noted that the total of columns 3 and 6 represent the
total of the unmatured debenture debt which is shown in the Capital
and Loan Fund Scction of Form 2, item 12 on the liabilities side.
(Sce page 30.)

AVERAGE RATE OF INTEREST PAYABLE ON UNMATURED
DEBENTURE DEBT

This form cliszifies all vnnatured debenfure debr on the basis
of the rate of interest payable,

Column 1 lists the various interest rales; column 2 the lotal
amount of unmatured debenture debl, serial or sinking fund; and
column 3 the anmual nterest payable al cach rate per cent
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STATEMENT OF TAXLES LEVIER: BY THE SCIHHOOL BOARD

In school arcas where {axes ave levied by the municipality and
paid aver to the school board, compleie tax information is available
from the municipal authoritics.  The purpose of Form 4 is to sceure
the same information from schools which lery thelr own tares, and
only such school authorities should nse it

Column 1--The detail of the jnformation required.

Column 2—The amounts included Jn the current year's levy.
Jolmmn 3—'Tax arrcars from prior years.

Colunmin 4--Total taxes (tolal of eolumns 2 and 3).

Item 1—The balance of taxes due and unpaid at the beginning
of the fiseal yeay, including mterest and penaltics
if any. ‘This amount will appear in column 3; it
will agree wilh item 6 in Form 2, Revenue Fund
Seetion, asscts, in the statement of assets and lia-
bilities of the preceding finsueial period.

Fous 4—=STATEMENT OF TANES (EVIED BY SCHOOL BOARD

Por The Mseal Year Maded L LT85 Sg e W JORE S
Current | Prior
Detail year's [ years’ | Total
levy arrcars
) ) (3) (C))
| = s $ $
1. Balance due and unpaid at beginning of fisest year
(including penalties o) interest) . . ST LS. Sy SN S
»
o8 Curifpt yaun's lovy . Rie om e - -
3. Peualtics or interest added . .. ooy s | RN T T
4. Total (itvms 1 1o 3 ... ! : . S l . Sela 1R LN YT
5. Faxes colleeted. LK) it | ! i l — e s
G, Peusltics or interest collecfod jz % = -
7. Adpinents re: cancellations oc reductions, etv. .. -l {2 e =S
5 EoYalE (s 5 te 7). “a 8 e el . e e L W
9, Balaiee due and inmpaid ot end of fiseal year ..., e, e
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Item 2—Taxes levied for the year under review. This smount
will be placed in columm 2; it will agree with
item 22, Revenuc Form IA,

Item 3---Penaltics and interest on current taxes and arrears of
taxes.

Item 4—Total of items 1, 2 and 3.

Item 5—The amount of taxes collected, cither current or arrears
or both, in the period under review. This will agree
with item 32, rcecipts, on Form 1B.

Item 6—The amount of penalties or interest colleeted on current
taxes and arrcars. This will agree with item 33,
receipts, on Form 1B.

Item 7—Any reductions in the amounts of taxes to be collected.

Item 8--Total of items 5, 6 and 7.—the total amount by which
the taxes owing have been reduced during the period
under review,

Item @--Balauee due and unpaid at the end of the year is the
total of all taxes reccivable during the year, current
or arrcars, plus interest and penalties (ifcn 4)
from which is subtracted the total of all colicctions
and reductions (item 8).

The total balance (item 9, column 4) is the
amounl “Taxes levied by school board due and
unpaid (including penalties and inierest)” which
appears as item 6 of the Revenue Fund Scetion of
the statement of assets and liabilities preparcd at
the elose of the period under review.
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STATEMENT OF ASSESSED VALUATION AND TAXES
LEVIED THEREON

The burden of taxation for school purposes is a subjecet of general

interest; any redistribution of that hurden may be facilitated by -

accurate knowledge. Tor this reason, all school hoards are requested
to fill out this form, whether or not they levy school taxes.

Column 1 gives the classifieation of the tax sources; column 2
the assessed valuation upon which the taxes are based; and column 3
glhows the amount of the taxes levied on each type of property.

Item 1—Real property includes land and buildings, and im-
provements to land and buildings.

Item 2—Personal property includes sueh property as stock in
trade, movable machinery and tools, live stock,
furniture and fixtures, personal and household
effects. It does not ineclude ineome,

Item 3—This applics Lo assessments and taxes levied thercon, for
business purposes only, whieh are in addition to
real property taxes.

Item 4--Specify all other taxes, eg., poll tax, dog tax, ete.

Form 5. —STATEMENT OF ASSESSED VALUATION AND TAXES LEVIED
THEREON FOR SCHOOL PURPOSLES

For The Fiseal Year Ended—- - =104 —-
e S Assessed Taxcs
Classification valuation levied
(1) 2 3)
§ &

1..Real propenty . . 3. .. 385 e B ELE N TRk il o= S lpte Tof W
2% Persaital propenty. . 8 L ne ANTR SRS Lo 2 o

STPIRUSIMGRS. . Comeme s 2 4, o0 M S 5T o g e s L
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COST OF PUPIL 'FRANSPORTATION AT PUBLIC EXPENSE

Column 1—Methed of Trancportation.

1. Vehicles which are actually owned and operated by the schoal
authovity. Motor Vebicles inelude buses, cars, station wagons, cte.,
the information for which is shown in item 11. The information for
horse-drawn vehicles is shown separately in itemn 12,

2. “Public Utilitics” refers to the services of publicly-owned and
operated systems, such as bus lines, street ears, ete., where the costs
or charges for pupil {rausportation are assumed by the school board.

3. “Contracts” refers o agreements entered into with private
individuals or companics other than public utilities for the hiring of
transport equipment and service at an agreed price paid by the year,
term, month, or some other definile period.

4, “Payments of muney in licu of transportation” are sometimes
made dircetly to the students ov their parents or guardians to enable
them {o pay the neeessary costs of transportation invelved in school
attendance.

Column 2--Record here the {oiad number of miles travelled daily by
the vehicles employed in bringing the students to
school aud returning them to their destinations. Do
not record any additional distances travelled by the
vehicles to bring them from and return them to their
bases of operation.

Column 3—1f there are 50 pupils in the arca for whom transportation
is provided, it is quite hkely that on many days a
smaller number, say 47 or 48, will be in sttendance.
However it is desirable to show the maximwn nunber
for whom fransportation facilitics are made wvailable;
inelude in column 3 the greatest number transported
on any one day of the school year.

Column 4--The total opersting expense ineludes all amoeunnts patd in
lieu of traasporiaiion, for contracts with transporia-
tion agencies, public or privately-owned, and for the
costs of operaling and maintaining vehieles, anbuds,
garages, siables, and other equipment used for the
transportution of pupils, Include the eost of replicing
depreciated e puipment.

The tolal expense agrees with the figure shown
in Statements 1A and 1B under Auxiliary Ageneies.
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¥orm G.—COST O PUPIL TRANSPORTATION AT PUBLIC EXPRNSE

For The Fiscal Yédr Endeda o — 22 F 104+
Maxivium |
Nuinber nuinber Book Nutuber
of miles of pupils ‘Fotal value of | of vehicles
Method of transportstion | per duy  ltransported! operativg | equipinent | opernted as
(total on uny { expense as at at above
daily run) | oneday | above date date
¢} ) 3) { ) (5) (6)
.4 Br i
1. Vehicles owned and !
operated by school
authority—
11. Motor vehieles. . .
12. Horse drawn.. . ..
2. Public utility........ ... XXXXXXXX XXXXXXXX
3. Contract—
3). Buses, taxis and
private cars......... XXXIXIXX
32. Horse drnwn...... TXXXXXXX
4. Payment ol money in ) ¢
lieu of transportation.. I SXXAXXXX AXKNTANL
flotal. ... (2 .. TXXINKSXX

Colunin 5—-See discussion on pages 28 wnd 29 for method of cvaluat-
ing fixed asscts. These arve recorded at cost. Daluet
the value of equipment discarded or traded in on new
cquipment; add the cost of new equipment. Replace-
ments of equipment al the same valuation are clinrge-
able Lo expense. !

For example, a bus cosling $3,000 is purchasald to
replace one which originally eost $2,000. The trade-in
price for the old bus iz $500. Write off S$1,500 to
expense (this = replacement) and capitalize the addi-
tional 81,000. The assel is now carricd on the books
at £3.000. ‘The actual monnt of cash paid out, it
will be noticed, was $2 500

Column 6—This cohunn gives the {ofal number of each type of
vehicle operated by the sehoal, and owned by the
school; also the nwnber operated under eonfracl, The
main total is of no significance, and is omitted.

(SR papTn. oW gl g
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APPENDIN A—GLOSSARY

The following definitions, which iy bie of interest to offieials responsible
for administering and reporting schoo! affairs, have been taken largely from the
“Municipa! Accounting Tenninology” published by the Dominion Bureau of
Statistics in 1912, as a result of a series of Dominion-Provincial Conferences on
Municipal Statisties.

GLOSSARY

Accounts Payohle.—Amounts due and owing on open account whether to
other governmental bodies or to individuals, firms or corporations but not
ineluding vmounts duc to cother funds of the municipality.

Accounts Reccivable—Amounts due and owing, on open aecount, whether
by other governmenta! hadics, individuals, firms or corporations, but not inelod-
ing amounts due from other funds of the municipality.

Acerual Basis—When revenues are accounted for when earned or due, even
though not collected, and expenditures are uceounted for as soon as tiabihtics
are incurred, whether paid or nol, the system of accounting is said to be on the
accrual basis.

Accrued Assels.—Revenues carned but nol yot due, such ag . . . . accrued
interest on investments.

Accrued Expenses—-Expenses that have been inewrred wp to a given date,
but have not been paid and, in some eases, ure nol payable until a future date.

Accried Liabilitics~—-Amounts representing expenditures applicable to =
period up to and including a given dale, but not yel payable, eg., accrued
interest on bonds or noles payable.

See also acerued expenses,

Acerued Revenue.--Revenne that has been earned up to or is due at a
given date, but has not been collected.

Amortizalinon—(1) Gradual reduction, redemylion, or liquidation of the
balance of an account according to & speeificd sehedule of times and amounts.

(2) Provision for the extinguishment of a debt by means of a sinking fund.

Annuity Debentures.—Sce Serial Debentures,

Asscesed Vabudion. —A valuxtion sct wpon real estale or other property as
a basis for levying tuxes,

Assessment —In genoral, the officia] act in determining the valies as npplied
to property, husiness, income, rte.

Assete=The entire property of all kinds of a school authority mehnling
both exrrent assots wnd fixed nssets,
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Note—Conventionally, debit balances rubject to final disposition, such us
deferred cliarges and prepaid expenses, are classified as assets ab elosivg
periods, even though the stafed values may not represent the realizable
values.

Auditor’s Certificales——A stalement signed by the auditor stating that he
has examined the accounling records and purporting to express his opinion,
bascd on such examination, regarding the financial condition of the municipality
or any of its enterprises, the resulls fromn operations, and any facts that the
auditor in his profcssional capacily bas investigated.

Bond—An instrument issued by a government or corporation as evidence
of a debt or obligation, contingent or otherwisc. Such instrument issued by a
municipality in Canada is generally called a debenture, which term i preferable
to bond.

Bond—Sccretary-Treasuier's—A fidelity insurance bond protecting the
school board against loss arising from the defaleation of the seerelury-treasurer.

Bonded Debt—Sece Debenture.

Bonded Indebtcdness—See Debenture.

Book Value—Value, as shown by books, rewarilless of whether such value
18 understated or overstated.

Note~—~In the case of assefs thai mie heing depresialed, book value refers to
costs or stated vilue less tie reserve for depreciation.
Capital Asscts—Sece Fixed Assets,
Capital Ezpenditures— Expenditures that resull in the aequisition of or
additions to fixed asscts.
Capital Qutlay—See Capital Expenditures.
Capital Surplus—This term should not be used in municipal accounting.
Cash—Money, including currency and other forms of exchange, on hand,

‘on deposit in a bank or other depository,

Note—All cash must be accounted for as a part of the fund to which it helongs.
Any restrictions or linifations as {o its availability should be indicated.

Cash Bazis—When revenues are accounted for when received in cash, and
expenditures are accomuted for when puaid, the system of wccounting is said to
be on the cash basia.

Cash Discount~—An allowance made on an sceount if pald within a stated
period. Note—The term is not to he confused with “Trade Discount”.

Current Assels.~ Those sssets owned by & local government thal are avail-
able to mect the cost of operations or {o pay current liabilities of the govern-
ment. The term includes all shifting and changeable assels, such as cash, taxes
receivable, notes receivable, temporary Invesimeonts, and sapplies or stores kept
for subscquent uvse.

Current Liabilities—Viabilities that are payable immediately or in the near
future out of current resources, as distinguished from long-term liabilities to
be mel cut of fulnre resources,
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Current Tazes—Taxes of the fiseal year for which they wre levied.

Debenfure —A wrilten promise to pay a specified sum of money called the
par value, at a fixed time in the fulure, called the date of maturity, and carry-
ing interest at a fixed rate, payable at certain stipulated periods, generally semi-
annually.

Debenture Discount—The amount by which the par value of a debenture
is in excess of the price realized when it is sold.

Debenture Premium~—The amount by “which the price realized for s
debenture is when it is sold is in excess of the par value.

Debentures Authorized and Unissucd —Debentures which a Municipality can

_issue without further procecedings other than to direcl their sale.

Debt Charges—The amount of money necessary avnually to pay the
interest on the outstanding debt, and the principal of maturing bonded debt
not payable from a sinking fund and to provide a fund for the redemption of
bonds payable from a sinking fund.

Debt Service—See Debt Charges. .

Deficit—The excess of the liabilities and reserves of a fund over ils assets;
or the excess of the obligations, rescrves, and unencumbered appropriations of
a fund over its resources,

Depreciation.—Loss in value of fixed assels, other than wasling assets, due
to wear and tear and obsolescence.

Double Entry-—A system of bookkecping based on the fundamental theory
that every business transaclion has a two-fold aspect and, therefore, = complete
record is obtained by entering equal amounts to the debit of one or more
accounts and to the credit of another account or accounts.

Endoument Fund—A fund whose principal must Le mainteined inviolate,
but whose income alone may be expeunded,

Entry—The record of a finuneial transaetion in its appropriate book of
account. The act of rccording a trapsaction upon the financial records.

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

Ezpenditures—Amounts paid or incurred for =sil purposes, including
expcuses, provision for retirement of debl, and eapital oullays. Synonym:
Qutlay.

Note—If the accounts are kept on the “cash basis” the {erm covers ouly actual
dishursements. If the accounts are kept on the “accrual basis” the term
also includes charges incurred but not paid.

Expcnscs~—Expenditures for operation, mmmlenance, inlercst, and other
current purposes from which no permanent or subsequenily convertible value
i3 derived.

Fiscal Period—Any period sl the cnd af which a municipality eloses its
books in order to determine ils financial eondition and the results of its
operations,
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Note~—It is ususlly n yeur, ilthough nel necessarily a calendar year.

Fized Assets—Ascote of o permanent character having continuing value,
such as land, buildings, machinery, furniture, and other equipmeat.

Note—The ferm “fixed assets” denoles probability or intent to continue use
or possession, It does not indicate the jimaclility of an asset, which is
the distinctive characteristic of “fixturc”. The term “capital assets” is
sometimes used in the same sense, buf “fixed ssscts” is preferred.

Fized Charges—Thase cxpenditures of Uic current period which are more
or less ipevitable and continuous. This term is also frequently used in the
narrower sense to designate debt chaiges rgziring (e be met by by-law such
as debenture interest and principal.

Piztures—Attachments to buildings thet sozes ba removed without damage
to the latter.

Note—Those fixtures with a useful life presimed (o be as long as that of the
building itsell are considered a part of such building; all others are
classed as equipmnent.

Floating Debt.—Qbligations (exeept bonds) payable on demand or at an
early date. The latter are usually in the form of nccounts payable, bank loans,
potes and obligations of such nature.  See also Current Liabilitics.

Pund —A sum of money or other resources (gross or met) set aside for
the purpose of ecarrying on specific activitices or allaining certain objectives in
accordance with special regulations, vestrictions, or limitations. A fund is a
distinct financial or fiscal entity.

Funded Debt—Same se Debenbure Debt, whiclr is the preferred term,

Funded Deficit— A deficit. climinated through the sale of bonds issued for
that purpose.

Granis-in-Aid ---Donations or contributions, usually by a superior govern-
mental unit, for specified purposes, such as the support of some institution in
which the public is interested or which iy devoted to the public welfave, or as
provincial government aid for edueation . .. . or other purposes.

Imprest Fund—A sum of moncy to be used for minor disbursements, the
amount of the fund being fixed.

Note-~The fund is reimbursed by other funid: of the enterprise for payments
made from il, the vonchers then being suriendered. At all times, the
cash on hand, plus vouchera not reimbursed, should equal the fixed
amount of the fund.

Instalment Debentures--See Serisl Debentnies,
Inventoiry—A detailed list showing quantities, descriptions, and values of
property. Tt may alo inchude units of mensnre and unit priees.

Note—The term is often confined to consumable supplies but may also cover
fixed asscts.

Investments-—Secundics, ineludmg (hose issued by the governmental umit,
or other propexty, in whiah nwacy s invested «ither temporavily or permanently,
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Investments in Defaull —TBonds, notes, mori{gages, or other negotiable or
non-negotiable instruments on which there exists a defanlt in the payment of
principal or interest. Investments way be in default as to principal or inlerest,
or both, :

Levy—(Verb). To i taxes or special assessments.

{Noun). The total of {axes or special assessmenls imposed by a
governmen! unil.

Liahilitics—Debis or other Jegal obligations arising out of transactions in
the past, which must be liquidated or renewed or refunded upon some future
date.

Note—The term should be vonfined to items payable but not necessarily due.

Maintenance —Expeudiliies made to keep physical properties in condition
for use or occupancy.

Net Dcbenture Debt--The gross debenture debt less the sinking funds

available for the payment of that debi.

Net Income~The excess of gross income over all expenses deduetible
therefrom.

Non-Revenue Receipts~-Collections, other than revenie, such as receipts
from the sale of nssele, from loans, recoverable expenditures, or speeial assess-
ment collections,

Notes Poyable—In gencra), an unconditional written promise signed by the
maker, to pay a certain sum in money, at a fixed or determinable future time,
either to the bearer or to the order of a person designated therein,

Outlay—Synonym: Expenditmes.  Sec also Capital Outlay.

Overdraft.-~The amount by which cheques, drafts, or other demands for
payment on the treasury or on a bank exceed the mnount of the credit against
which they are drawn. .

Pension Fund —A fund oul of which pensions are to be paid to those
entitled thereto cither by agreement or arrangement,

. Pelty Cagh~-A sum of money, either in the form of currency or a special
bank deposit, sct aside far the purposc of making change or immediate payvments
of comparatively small wmounts for which it is subsequently retinbursed from
the cash of a fund, on submission of supporting vouchers, Sce also Imprest
Fund,

Prepaid Erpenscs.—FExpenses that bave been enfered in the aceounts for
benefits not yet reccived, such us prepaid rent, prepaid interest, and premiums
on unexpired insurance, Sec al:o Deferred Charges.

Preminm on Sceretary-Treasurer’s Bond —See Bond—Secrelary-Treasurer’s,

Prepayment of Tares--The syslem of depositing with a municipality suws
of money to be applicd to (he taxes of the depositor when suel taxes are lovied,

Receipts.—~What is actunlly received. It indicates cash (from nll solurees)
unless otherwise deseribyed,

Refunding  Debontures —Debentures issued to retire debentures already
outstanding or in default.

Repairs~Usually n part of maintenanee.
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Replacements~Expenditires made b replace a part or all of a fixed asset.
If the expenditure does not inercase the original value of the assel, it i3 2
part of maintenance. If il increases the original value of the asset, it is a
capital outlay to the exten! of the inercuse.

Reserve—An amount set aside generally out of the surplus of a fund to
provide for estimated future expenditures or lasses, far working capital, or for
other specified purposes,

Reserve for Retirement of Sinling Fund Debentures-—A reserve repro-
senting the amount of cash and other resourcez which should have been
accumulated at a certuin date in order eventually {o redecm bonds outstanding.
See also Sinking Fund.

Revenue~—Additions to cash or other cutrent assets that do not iucrease
any lisbility or rescrve, nor represent the recovery of an expendilure.

Note—If the accounts are kept on a “cash basis”, the term is syronymous with
‘Revenue Receipts”. If the accounts are kept on an accrual basis, the
term includes revenue, whether neerued or collectal, See also Accrual
Basis snd Cash Basis.

Securities—Bonds, debentures, notes, morlgages, or other forms of negoti-
able instruments. See nlso Inveslments,

Serial Debentures-—Debentures that are redeemable Ly instalments over
the life of the issue. When the amortizalion iz sueh that equal, or approximately
equal, instalments of combined interest and priveipal are paid each year, the
debentures so retired are known as serial annnity dehentures.

Sinking Fund Debentures—Iebentures issued for the repayment of which
a sinking fund s provided. : |

Sinking Fund —A fund established by poriodical instalments or otherwise
which, slong with the inerement thercon is to provide for the retirement of the

principal of sinking fund debentures and of other debentures specified to be
retired from sinking funds. .

Sinking Fund lteqmrcnn.‘nls.—'l'hc amount needed to be placed periodically
or otherwise in the sinking fund so that the sccumulation thereof together with
the earnings thereon will be suflicient te redeem sinking fund debentures as
they mature.

Note~—The amount required to be sel aside should be established on a pre-
determined acluarial basis.
Stores—Goods an hand subjeel to reguisition,
Stoppages for Pension Fund.—See Superaunuation Deductions.

Superannuction Deduetions—Amount deducted from teachers’ salavies by
school boards for contribution to a pension fund.

Surplus—The cxcess of aszels over liabilities and rezerves.

Taz Arrears—Al taxes due aud outstunding, excluding unpatd taxes of the
current yoar. Sce also Current Taxes,
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Tax Liens—Claims which govermmental units have upon properties until
taxes levied against them have been paid.

Taz Roll--The list showing the amount of taxes Jevied against each {ax-
payer or properiy.

Note—The tax rol' and asscesment roll sre somclimes combined,

Tazes —Coinpulsory charges levied by a governmenlal unit sgainst the
income of wealth of persons, natural or corporale, for the common henefit of
all the residents of the governmental unit.

Temporary Loans—Borrowings, under proper authority, for geperal pur-
poses, until taxes are collected, and for capilul underlakings until debentures
are sold,

Trede Discount—Allowances, usually varying in percentage with volume of
transactions, made to those engaged in rertain businesses and allowable
irrespective of the time when the aeeount i1 paid. The term 33 nol to be con-
fused with cash discount.

Trust Fund—A fund consisting of resourees received and held by the
municipalily as trustee tu be cxpended or invested in accordance with the
conditions of the trust. g

Unrealized Rcvenue—~Sec Acerued Revenue.

Voucher—A doeument cvidencing a certain  transaction, certificd and
approved, especially a written form attesting the propriety of the payment of
money; also an invoice properly certified and approved.

Voucher Cheque—A voucher cheque combines the distinguishing moarks
of a voucher and a cheque; it shows the propriety of a payment and is an
order for the payment thercof.

APPENDIX B—SUGGESTIED BOOKS OF ACCOUNT

Onc obstacle which somctimes lies in the way of achieving standardized
reporting of school finunces js the difficully of securing the required information
from the books of account.

Yor that rcason several simple records are illustrated in Appendix A, It
should be pointed out that this was nol part of the study proper, that it is quite
supcrfluous for the larger school suthoritics with well developed accounting
systeins, and that it is added, not as any recommended system, but merely as
a guide to the sceretary-tresarer whe may find ecriain feafures of these recards
helpful in his wark.

Those included nre:—
Cash Reeeipts and Cash Payiente Book
Payrol! Summary
Einployee’s Fornings Record
Cutalogue of Properly
Tusurance Register
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CASH RECE ITeTIS

1( ; Pistribution
Dat Explenst! F | Conr 3
i ) - Peceived Yot Tex Camty ng:?e' Rece‘i’:;rr"" Tuitton | Other
e Prg\:l,:fl‘l Recelipts Grents Crcm‘”hl _ichn;L‘:;mrds Fees | Racoints
) Clndmmaar eres ool Jz7.50 JZ7 %o
-l Tt Fapr /oo.00 ey
o ?[ fM /‘.3.4‘_..14.&/ ’2/0.,‘, | 2O, 00 ] v
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A simple fomn of Cash Book suitable for the small school which does not keep a set of books on the double entry principle. “Cash
Received” and “Cash: Paid” columns contain all cash reccipts and payments; the other money columns are for purposes of distribution.

The main sources of receipts are shown in separate columns; the totals will yield the amounts to be shown in the receipts side of the
St.a.tcmeﬁt 1 B. All others are shown in “Other Receipts” and it is necessary to analyze this column for purposes of reporting on State-
ment 1 B.

€9




CASH PAYNENTS

Distribution
Date Expianation 1Y R inis | Iratroction | Adeevetica®t] s il Thdess Copitel Other
Poid trollon Malntrannss Services | Charges Expendifures | Payments
ot Fhset 2 hoos poat 24,00 Zefee |
¥ . & 4,/,‘,,"?, Alrrtor stecir 2e000! Roo.co |
n 3/ | Ttaches falanins T500d L5000 |
e

Treat cash payments the same as cash receipts. Payments in the column headed “Other Paymentr” will be analyzed for reporting pur-
poses on Statewent 1B,

In balancing the cash book at the end of the month or year—it js advisable to balance at the end of each month—put the balance on
kand at the bottom of the items in the “Cash Paid” column, and in the “Other Payments” column. When both sides of the cash book are
added, the total of “Cash Received” and “Cash P’aid” will balance. Place the totals opposite each ether. double rule to indicate the end
of a period, and Lring down the balance on the receipts side in the two columns—“Cash Reccived” and “Other Receipts”™,

The book may be checked by adding all the distribution columns on each side, ani! sceing that they agree with “Cash Received” and
“Cash Paid® eolurans respectively,
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PAYROLL SUMMARY Date W‘)’?-——

1
‘ A : Monthly L : Qeduc?lons l
Name of Trployee | Salery Supar- L Income CGroup ther { Totel Net
snruation Tex Tnsurence | Deductlone Sslary
W—“g 20000 T oo /2,00 oo B2.0co0 |tT7L00
[ 4 ¥ o
i o
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This 15 ¢ convenient form to record the salary and wages peid o the employess of the school board. The dedustions columns may
be mndn‘. ‘.10 covézr the Juductiong in foree in & particular school. Additionzl columna car be added for cost-of-:iving bonus nnd ciier
details if desired.

Some school boards icllow the practice of preparing & payroll summary dn duplicate; one copy is sent to the bank with a cheque ‘or
the tota! of the “Net Salary” column. The bank credits the net salary of each teacher and other employee in his bank account. This method
saves the writing of individual cheques. The duplicate is kept on filn with the other records of the school board.

The particulars of each pay period are entered on employees’ individual earnings records such as shown on the following page.



EMPLOYZE'S E22NINGS RECORD

' o Reductliens Net : fozenzes
| &nramwetion | Income Tox i Group insurence Other R il & Sslery Renzon No. Doys
| _Zeo /2.ed Joo L7Ee0 AL e st 2
1 7 !
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Téatue " ! Date of Appointment W/]Jﬁ oy Cer*ificates
e, Ducandents .7 | Controct Setery PPl o sk PHE el Boment Rl Pl -3
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Tha individual earnings and deductions of eact emploree must be reported to the Income Tax officials annually; much time and
sonfusion is avoided if a special record iz keot for each employee and entered at each pay period.

The form illustrated vere iz designed 0 itemize the same information shown on the payroll summery sbeet (see precedirg page).
The same csrd - <heet can be used to record absences; this is of importance to school records gemerally, but particularly so for those
boards which iave adopted a plan of cumulative sick leave.

At the bottom of the iorm is recorded information necessary for the computation of the correct income tax deduction—marital statue,
dependents, cte. It can also be used to record feaching certificates, degrees. years of experience, ete.
g A Landy mothod is the visible card system. For schoois with sreall numbers of employees, book units can be procured with as low
as sixioen oards. The name, addrers. phone number and cother items o° information can be shown on the visible strip a¢ the bottom of the
card. ‘
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CATALOGLT OF PROPERTY AT COST

1
i
Daie cont
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minated, and w happe ‘ned to them.
The value of
Separate

In maintaizing & catuiogue of property and equipment, the chlef damger
o, traded it or enll, To nssigt in this procedure, the right-lland o tion of this form shows the book value (cost price) of 1!

‘¢ falling to record the elimination

The eatalozue should be checked at definite periods by taking a physical inventory.

e ——

A
aquipment vl ? L, I8
iems

> inventory can be arrived at by adding the two money columns, and subtrecting the second colum: from the firal
should be kept for different clusses of property and equipment.
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INSURANCE REGISTER

| . |
Tale " Ny=h er é r Amount Amount of Premium Peyshle
f | Term | of 1 Nageor ! iy G Property Insyred of T i
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Many schoois keap inadequate records of their imsurance policics, although the large units maintain insurance registers which give con-
siderably more infoinztion than the one suggested here.

This form is arranged to show the date of the policy, how long it runs, the number, the name of the company, the type of insurance
parried, and the property against which the policy is carried. The face value of the policy is also indicated.

The last three columns are arranged to indicate the amount of the premium payvable in the current and the next two years; this
i3 done so h:hat 2 board may be assisted in planping an insurance progrem in which the annual policies are for approximately the same
amount each year.
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