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In presenting this hook of instructions I wish te give due credit for
valuable suggestions and criticisms to,~—

The committee of auperintendents composed of superintendents
Weet of Rochester, Burdge of Wells, Blair gf Schenectady, Shear of
Poughkeepsie and Engelhart of Donkirk,

To Dr. Geo. D. Strayer pf Teachers College, Columbda University,
and Mr. Ralph Bowman of the Rochesier Bureau of Muonicipal Regearch,
To Dr. P. P. Claxton, United States Commissipner of Education.

. To the committee appointed by the National Assoeiatinn of School
Accounting Officers, consfsting of August Hillar of Pittsburgh, Pa., L. C.
Powers of Philadelphia, Pa., W. J. Flyon of Erfe, Fa., and Hiram C.
Case of Albany, N. Y,

Teo Wilham A. Averill, Inspector in Elementary Edutation and Wal-
lage E. Bartholomew, Inspector of Commercizsl Schools, both of the
New York State Education Department,

HIRAM C. CASE
Chief, Sladisdics Dhizirion
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UNIFORM CLASSIFICATION OF SCHOOL
EXPENDITURES

The books to be kept in this system are a voucher register, a cash
book and a ledger. The voucher register will contain a record of every
bill to be paid and will show the ledger account to which it belongs, It
will, therefore, serve a8 the controlling aceount for the ledger.

The cash book will contain u record of all receipts and payments. The
form of the cazh bool should be headed as foltowa:

D, CARH BOOK
Drate mehwh.om Teelved Potpise Attt
CASH BOOK Cx.
| Dedact- ?
Check || od for Vanch-
Duta To whom {ssuad nom- ‘lm"ﬁ"t Digpognt| retire- | Total a
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In the first money column, headed “Amount Paid,” should be entered the
actual cash payment. The column headed ** Discount * i3 to be used in cases
where firms give a discount for paying bills within a certain number of
days, The actual amount paid plus the discount should equal the amount of
the hill, which amount should be entered in the fourth money column headed
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“ Total”" "The third maney cofumn is headed  Dedueted for Retire-
memnt Fund” When entering payments for teachers' salaries the actual amount
paid should be entered in the column headed " Amount Paid" the
amount to be deducted for the retitement fund in the column headed
“ Deducted for Retirermnent Fund ™ and the total of the two in the eolumn
headed * Total,” If this work is correctly done, the difference between
the receipts on the debit side of the cash book and the entries in the
colusnn headed * Amount Paid,” on the credit side of the cash book,
will always equal the cash balance on hand. In reporting expenditures,
however, the amount entered in the column headed * Total™ should
always be reported. After making a report the cagh book should be bal-
anced with the total column by entering the total of the discount column
and the column hezded * Deducted for Retirement Fund ¥ on the receipt
gide of the cash book as receipts.

The ledger will show the distribution of all expenditures. Ledger
accounts will be kept with each of the following general classes into
which expenditures have been Jivded, namely: GENERAL CONTROL
{Regulative and Executive Service) ; INSTRUCTIONAL SERVICE {Super-
vision and Teaching): OPCRATION O SCHOOL PLANT; MAIN-
TENANCE OF FLANT (Upkecp); FIXED CHARGES; DERT SER-
VICE; CAPITAT. OUTLAY (Acgnisition and Conttroction); ATIXILI-
ARY AGENCIES AND SUNDRY ACTIVITIES. Separate ledger ac-
connts should be kept with each activity to which these divisions apply.
For example, under * Instructional Bervice,” ledger accoonts shonld be
kept with: Elementary Instruction, Secondary Inatruction, Vocational
Instruction, Evening School Instruction, Open-Air School Instruction,
Training School Instruction, Truant Scheol Instruction, ete. So, under
“ QOperation of School Plant " or " Maintenance of School Flant,” ledger
accounts may be kept with each school building,

In the large cities which have office buildings separate and independent
from azny school building, 3 s¢parate ledper account should be kept for the
office building ttnder the head of each * Maintenance af Schoo! Plant ' and
“Operation of School Plant,” and the total of the entries made in these
two ledger pecoumts will answer item cix on the annual report.

Cities which use epecial Blanks for reguizitions and orders will find it
greatly to their advantapge to provide, on #hese forms, spaces for indicating
the location (office, department or building} and the function of each pay-
ment. This will ald in distributing the expenditures on the voucher jacket
when the invoices reach the clerk.

The method of procedure in keeping these books should be as fol-
lows: When a bill is received by the clerk it should be checked to verify
its accuracy., It should then be attached to ene of the voucher jaclkets.
On the voucher jacket it will be noted that each separate subdivision
under the several ledger accounts fs numbered. The number before the
hyphen relates 1o the ledger form, the number after the hyphen relates
to the column on that form. If the bill contains items that properly
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come under different ledger accounts the items should be marked on
the bill by placing before each the number showing the ledger form and
the column in the ledger form to which it ia to be posted.

The ageregate of items bearing the same numbers should then he
entered on the voucher jacket {n itz appropriate place. The sum of the
totals of all the ledger accounts thus represented should equal the total
of the bill. For example, on a bill there are three iters that are classified
as janitor’s suppliea. The number of janitor’s supplics on the jacket ia 4-5;
the number 4-5 should, therefors, be placed before each of these items
on the bill and the sum of the three items thus marked should be entered
on the jacket after the line numbered 4-5 If therc were also on this hill
three items of materiala to be used in repriring the building these would
be numbered 52 and the sum of the three items thus numbered would
be placed on the woucher Jacket on the line marked 5-2 If the work is
correctly done the total entries on the voueher jacket will cqual the total
of the bill. Next enfer in the voucher register in the first money column
the total of the biH and thew in the subscquent columns the total shown
on the voucher jacket under eiach ledger form. If several ledger ac-
counts are to be kept with any one class of expenditures the sum as
entered on the wvoucher jacket shetld again be subdivided to meet this
classification, as, for example: Under " Instruction” the seweral sub-
divisionz should again be divided to conform to the number of ledper
accounts kept under thizs head as, =lementary instruction, secondary in-
struction, vocational instruction, sic.

A special blank form 10 is provided for disteibuting expenditures
among several ledger acconnts when scparzte ledger accounts are kept
with different activities, When paid, entty should be made in the cash
book aa called for by the several headings. The items poated to each
of the ledger accounts as they have been distributed on the woucher
jacket and the woucher should be marked paid in the voucher register.
The voucher should then be filed in its numerical order with paid bills.

In cities where the original bill is required to be kept in the comp-
troller's office, 2il bills should be rendered in deplicate, =0 that a copy
may be filed in the superintendent's office also.

The following form for reporting expenditores at the close of the school
year 1916-17 has been definitely agreed upon by the United States Commis-
sioner of Education at Washiagton, the Comumnissioner of Eduocation for
New York State, the committee appointed by the New York State Asso-
ciation of School Superintcndents to consider the question of uniform ac-
counting, the committee appointed by the National Association of School
Accounting Officers to investigate the matter and by the chairman of the
National Education Association committee on standards and tests for measur-
ing the efficiency of schools and schosl systems. Dr. P. P. Claxton, United
States Commissioner of Education, said: “This form of report has been
approved by the United States Commissioner of Education. The financial
gehedules of the United States Bureau of Education may be filled in either
by copying these schedules directly or by making easy combinations as
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explained in the schedules of the United States Bureau of Edgcation.” The
reports to both Washington and Albany will be exactly identical and in the
following form:

PAYMENTS
EXPENSES (Cost of Conducting School System)

EEPEEES OF GENERAL CONTROL {Overhead LEMMIER TOTAL AALARIEY OTHER
Chinewa) COETME QUIECTS.

3
3
4 Ofioes in ehargs of bufldiags and mplma
LIEI .......... Forsi E ::g
B mmw e
i a.n& maintenaase of ooy
.......................... Forme 3 & 4
?Mumnmuﬁhﬂmcuntml...... E]

Fducalional A dminisration .
§ Qifice of Superintendent of Scheols {Code)| 27 8

o Pofoecement of compalsory educatino
tritmnery lawnt aid eandon edntheratiom | 310 5-r2
10 (ther axpenses of sducational contrgl., . .p 2-04

T-UT.IL FEFENGES OF CENERAL CONTROL. .

EXPENIES OF THSTRUCTION LEDGER TOTAL | BLEMEMN- SEQOOHD-| HORMATL [ VOCA- | SPECLAL

PAY SCHQUALG LA TARY ARY 4 TIOMAL

Supareision
i3 ﬁn&d&u of supervisors of gf.n.d.aa and sk

-1

u Ot:hnr a:'puucl of supcrwsm Fl
prncipals 3
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Ii Dther azpenses of wupervsion. . 3B
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EXFENSES OF TNSTEATCTION LRDGER TOTAL | RLEMAN SECOND- | HORMAL| VOCA- | SFECIAL
NIGHT SCHONLS COLTHN TART ARY TIOHAL
Fuparvision
ax Sdu::ldmvimufsﬂﬂulnﬂlnb- 4
g3 f)&ﬁ{llﬂﬁ#ﬂ of supervisors, . A 3=
23 s-hm-n;rprm-p-u 3-3
24 Salariea principals’ clecka and office)
ulm.mud ...... ;pnli’ ........... 34 -
#¢ Other expenses of prined | offiee_ ... 3-8
Orther exponsed of FIDACTETR. coaueiao] 3-8
Teacking
30 Othsr grppibes used In instrection. .
39 Cither expenses of mstroekion. ..., ... .. ]
Total Expenss of Inatruction for Night '
Sehwiblle,, i A A |
TOTAL EXPOREES OF INSTRUCTION. ...\, o)
EXFEFSES OF QFERATION OF SCHOOL FLAWT LEDCER TINTAL SATARIRG OTHEX,
L R 1) DRJECTS
34
3
XDATEES
(Cods) ... ...... Sy Ve 45 47
A-IT
‘TOTAL EXFENSES OF OFERATION OF GCHOOL |
EXFENSES OF MAINTEMANCE OF SCHOOL FLANT, LEDOER TOTAL L SALARIES OTARR
COLARN : ONJECTS
l
E1 it of buildings and nplkeep of grounds|
1] t equimmment J
E'Cndu] ............. Paa e i s’:::, E:a
29 Other expensss of maintenancs of sahoal

ToTAL EXPENSE OF MAINTENANCE OF
SCEGAL PLANT 1
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