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This manual is the second publication in a series entitled,

Program-Oriented Information: A Management Svstema Complex for State,

Education Agencies. It has been prepared by Public Administration

Service, a nonprofit institution engaged to provide technical services

to this project, under the general guidance of the project director.

The project director also cooperated in the development of systems

concepts and reviewed the final contents of the manual.

Mr. Ronald Zechman has been the principal field representative

of Public Administration Service assigned to the project, receiving

assistance from other Public Administration Service staff members:

James B. Douglas, James Enright, Ike Nom, Michael A. Meriwether,

Kenneth F. Sheehan, and Stuart Steinberg. Mr. Theodore Sitkoff, PAS

Headquarters Representative, has reviewed the work.

A "General Project Summary" follows this introduction. This

summary provides the setting for this manual as it describes Part

Analysis andlaposals, the first publication of this series. In short,

this manual provides the mechanism to accomplish the objectives estab-

lished by the management information system.

Burton Dean Friedman
Project Director
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GENERAL PROJECT SUMMARY

This document is the second part of a report: Program-Oriented

Information: A Mans ement S stems Corn lex for StateltrationAgencia.

Part I b(4ars the subtitle, "Analysis and Proposals," and it contains an

outline of the need for a management systems complex within each state

education agency.
1"

The mutually interdependent components of a manage-

ment systems complex must provide for planning, programming, budgeting,

accounting, and reporting needs. Al]. .components must be operative in

order for any of them to be utilizable in full.

In "Analysis and Proposals," it is proposed that a systems

complex should provide for both.program-.and responsibility-oriented

aspects of these integrated management processes. "Program-oriented"

aspects of the systems are designed to describe and quantify agency

operations in terms of their substantive, purposive content. "Respon-

sibility-oriented" or "organization-oriented" aspects of systems are

designed to do so in terms of the administrators or the organizational

units responsible for the conduct of each "bit" of program.

A "bit" of.program4 in this context, is a project, program,

subprogram, task force, teamt activity, etc.--in short any substantive

segment of the work for which the agency deems it useful to segregate

costs. Each such segment .of program is recognized in the accounts as

a "cost center." The cost center is the building block--the lowest

common denominator, so to speak--of which an agency's total program or

total budget is constructed.

It is proposed that each cost center shall be descriptively

coded in various ways to facilitate classification and reporting.

volume,

1/
An abstract of "Analysis and Proposals" is presented in this

3.
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For example, a cost center can be described in terms of the grade level

to which it is oriented, the subject matter with which it deals, or the

clientele to which the work is directed. Each basis for description is

termed a "dimension." For each dliension, a limited set of "categories"

is provided. Every cost center is coded to indicate its categorization

within each dimension. All cost Centers therefore can be grouped and

regrouped, on the basis of their several Categorizations, to permit the

summary, analysis, and reporting of data related to them. If it is

necessary to indicate the extent to which:the agency's work to oriented

to the elementary grades, for example, the pertinent data can be

obtained by summarizing all cost centers which, with respect to the

dimension "level of instruction," have been Coded "elementary."'

T11: proposed dimensions are program funCtion (a USOE coding

pattern); function; level of instruction; clientele; 'purpose; subject

matter; longevity of account; and "program." It is proposed that the

first six of these parameters be utilized in common by all state educa-

tion agencies. The latter two are intended excludively for internal

use within one agency. Proposed codes are presented and discussed in

Appendix A of "Analisis and Proposals," and the codes are reprodUced

in this volume.

It is proposed that the total of expenses for each cost center

shall be accumulated separately in the agency's iecOrdb. 'Program-

oriented financial reports then will become readily available in a

variety of formats and in terms of a variety of "dimensions." All

such reports will be useful to each agency's own internal management.

Natty such reports will be useful in the exchanges of program-oriented

data between and among the many educational enterprises that either

generate or utilize such data. The six dimensiOni proposed for uniform

use by all state educational agencies provide six "common languages"

into which each agency may translate its own internally generated

information.

In the earlier volume, "Analysis and Proposals," attention is

addressed primarily to the information problem: the relationships

if



www.manaraa.com

3

between the reporting of program- oriented information on the one hand

and related management systems on the other; the need for common
, 0

languages in which to express such program-oriented information; and

the concept of cost centers that are translatable into such common

languages. In nontechnical terms, attention also is addressed to the

concept of "single fund accounting" and to the devl..im terwed a "funding

plan." The use of single fund accounting is proposed as a most useful,

convenient, and advantageous means to (1) make it possible for the

expenditure "side" of the agency's accounts to generate both p.:ogram-

and responsibility-oriented data and (2) make it possible,to establish

explicit and clear links between revenue and expenditure sides of the

budget.

In.this second volume, attention is directed more explicity to

"what to do" and "how to do it" aspects of accounting. This relatively

nontechnical introauction contains descriptive and explanatory material.

The body of the report comprises an accounting manual per se.

The manual is a technical document. It prescribes an accounting

system and a system of accounts. It is 'ntended specifically for use

by the Maryland State Department of Education, and it is unlikely that

the manual could be adopted in toto for use within another state educa-

tion agency. However, it is intended that the Maryland manual might

be regarded as a prototype that other agencies might adapt readily for

their own use.

The phrase "system of accounts" is intended to refer to the

structure of the "chart of accounts," i.e., to thb Zhoice of accounts

to be established and utilized. The phrase "accounting system" is

intended to refer to the clerical, mechanical, and other procedures

established to govern the design and flow of accounting documents and

accounting operations.

The Accounting Problem

The accounting system must record the diverse transactions, and

show the financial condickun of the enterprise. All financial data
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must be recorded in eantistent and intelligible fashion. All financial

data must be classified so that they can be OMmarized conVeniently in

meaningful reports, and so that management can use that id exercising
. ,

Various controld.. Ianagement of an enterprise,caritioideve/op valid
. . ;

:policies unless necessary data are recorded, C/isSified, brought together,

summarized, tepoit'ed, and analyzed. Data uuSt be available in consoli-

dated forms,.in isolated form, and in a variety of intermediate summaries.

These requirements suggest that key aspects of the entire
..:.

systems complex must be characterized by (1) completeness and (2) central-

ization. In order to be utilized most meaningfully, data must be complete

and must be seen as a single, integrated wFole. This is not to say that

all accounting-operations must be centralized; however, this does

require that the results of all accounting be available centrally in

compatible form; hence, this does require central control over prescrip-

tions governing the accounting system and the system of accounts.

Accounting must record the day-to-day fiscal transactions of

the enterprise. Accounting must provide for preaudit and accounting

controls over the execution of the budget. Accounting must furnish

facts essential to intelligent planning, not just financial planning,

but substantive planning of programs. Accounting must reflect the

financial position of the enterprise, i.e., must reveal the over-all

economic condition of the agency. Accounting also must reveal the

financial operations that represent the conduct of the agency's program

of operations, i.e., must state the cost of each segment of operations.

The portion of accounting that indicates the condition of an

enterprise is a low-voluthe task; it is accomplished by professional

accounting personnel who deal with greatly condensed summary information.

The portionof accounting that records and reflects operations

of the enterprise is a high-volume task; most of it may be performed

by clerical personnel who deal with routine transactions in standardized

and largelyjudgment-frert procedures. The bulk of this task is comprised

of accounting for execution of the expenditure "side" of the operating

budget: aliocatiOns and their judgment; commitments and their fulfill-

ment; and payments and their occasional refund. This is the area of
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accounting preaudit, budgetary controls, and disbursements related to

the large number of small and repetitive transactions; e.g., purchases,

salaries, wages, travel and expense vouchers, rental payments, payments

for utilities, postage and other communications, repair and other services,

and a host of other ordinary items of expenditure.

Each transaction is dealt with individually, to be sure, but a

very limited number of types of transactions can be identified. Once

satisfactory provision is made for each type. of transaction, the financial

aspects of most °orations can be dealt with quickly, and easily; one major

advantage of bureaucracy, of coursevis that once procedures are established,

.routine matters can be disposed of in an almost automatic fashion. The
..

problem is to identify.matters that are not routine and to have professional

talents available that can deal with the exceptional case as readily as

established procedures can deal with the ordinary.

Expenditure Account,

Every transaction that affects the expenditure side of a budget

is of legitimate interest to several persons within the enterprise:

(1) to accounting, purchasing, and other "service" units responsible for

one or more steps in the procedure for completing the transaction;

,(2).to personnel of the organizational unit on behalf of which the trans-

action is made; and (3) ultimately, in summaries, to the management of

the enterprise.

The service units (e.g., accounting, preaudit, purchasing) review

.or.performsome operation upon each transaction, no matter which organiza-

tional unit or which "bit of program" is affected by the transaction.

Similarly, management units (e.g.., a budget office) may exercise surveil-

lance over all transactions or.over selected. classes of transactions. The

"information system" aspects of accounting, therefore must be build into

even the most routine procedures, i.e., accounting procedures must be.

designed to provide all needed information to the service and management

units.
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An expenditure transaction is of interest alsoto persona whose

operations are affected ortefieCted by the transaction, i.e., to persons
f;

who administer organizational'units of the enterprise or who direct "bits

of program" that are recognized'as cost centers. Such persons need not

(and probably ought not) perfori accounting operations. They do need,

however, to know of every transaction that affects the accounts that

represent their organizational units and activities. For theirbenefit,

"information system" pro4isions must be built into accounting procedures.

These points are readily illustrated:

Example One. Management decides to allocate added funds to an

ongoing project. The increase in allocation becomes an accounting transac-

tion at the same time that it becomes a welcome piece of news to the person

responsible for conduct of the project. If procedures, forms, accounting,

and reporting are genuinely integrated into the management systems complex,

the budget office can originate a document that (1) informs all parties

concerned and (2) causes the proper entries to be made to accounting records.

Also, still assuming an integrated management systems complex, the responsible

administrator, alerted to the fact of an increased allocation, will expect

to receive an accounting statement indicating that the increase has been

posted to his accounts he need not keep a set of books to know the day-to-day

status of his account; he need only review and file the statements prepared

for him by aa accounting unit.

Example Two. The head of a project prepares a requisition asking

that certain services, supplies, or equipment be purchased for project use

and specifying that the expense be charged to a project account. Competent

buyers make arrangements for the purchase and write a purchase order. The

accounting office reviews the order to make certain of its legality and

propriety, to determine that it is in fact a legitimate charge against the

project account indicated, and.to ascertain whether the indicated account

holds resources sufficient to meet the expense when payment becomes due.

If all is well, the order is posted to the account as an "encum-

brance," i.e., as a commitment that is expected to ripen into a liability

that will require a payment to be made; a portion of allocated resources
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suffiqient to meet payment is reserved for that future use. The order

is sepc.to.the vendor. An accounting statement is supplied to the

responsible administrator indicating that the order (copy of which accom-

PaniWthe Statement) has been recor4ed and showing the effect of that

order upon the'cuirent condition of the account to which the order is

charged.

Later, the vendor deliVers the merchandise to the project office

and submits an invoice to the accounting office. Personnel of the project

check the contents of the delivery; if all is well, they submit a receiving

report to the accounting office. On the strength of the original order

plus the invoice and the receiving report, the accounting office initiates

payment, records new entrieifto the accounts.(liquidating the encumbrance

and recording the payment), and issues new statements, The project admin.!

istratoriwithout doing any bookkeeping; remains fully informed of the status

of "hiaeaccounts.

One major ingredient in the accounting system, accordingly, is

comprised of the arrangements that enable an accounting Office to furnish

current.inforMatioa tweach. responsible administrator- quickly, concisely,

and accurately --regarding the condition.
of each account for which the

administrator is responsible and identifying explicity.the reason for every

transaction posted to,each.such account. ,In. this very basic sense, an
,

.accounting system isminformation system... By maintaining copies of

statements.and copies of documents in file, an administrator can know the

status of his allocation balances without engaging in memorandum accounting.

The combined record of all allocation accounts, similarly, is an

information source for management of the enterprise. By classifying,

grouping, consolidating, and otherwise manipulating accounting data, an

accounting unit can contribute detailed and summary information regarding

both the current operations and the condition of the enterprise.

The Accounting Office

In the Maryland State Department of Education, accounting xad

related tasks are centralized within the Division of Audits and Accounts.
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That accounting division is responsible for seeing that fiscal data are

recorded, that necessary controls are 'exerciseds'and that reports are

prepared regularly and promptly.

Accounting transactions are originated by actions taken throughout

the agency. Documents that represent the transactions are submitted to

the accounting division even when they are not initiated by that division.

The accounting division may initiate, review, audit, edit, and code each

document. It must then:

1. Group similar documents into "batches."

2. Maintain controls over thebatches.

. .

processing3. Route the documents to the data processing units which
actually-post most transactions to ledgers of accounts.

%. :

4. Ascertain that'the transactions have been posted to
the accounts and that all work is in balance.

5. Pile iiiidAistribute copies of transaction documents
and Machine-written statements.' .

6. Post summary entries to general ledger control accounts.

7. Develop accounting reports, statements, summaries, or
analyses.

The large-volume tasks of expenditure accounting are readily

adaptable to assembly line methods. Regular work schedules are established

and maintained so that postings may be made daily at the hour when machine

time is available to the accounting division; definite "cutoff" times are

set for the completion of scheduled operations. Each batch of work follows

prescribed routes as it is prepared for posting to the accounts, posted,

and filed and distributed.

Daily.entries (in eummary form) to the control accounts in the

general ledger are few in number. As prescribed in this manual, those

entries would be made manually within the accounting division rather than

mechanically or electronically as a computer task. Similarly, some

financial statements, reports, studies, and analyses will be developed
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manually by the ptofeasiOnal stafothe accounting division, although

the great bulk of regular, recurring, routine accounting statements and

reports will be producedby data processing equipment in accordance with

standardized programs and schedules.

For example, a statement of account operations is produced

automatically, as a part of each complete cycle of machine postings to

the "expenditure side" of the agency's budgetary accounts, for each account

to which one transaction or more is posted during the machine "run." As

planned for the Maryland State Department of Education, a "complete cycle"

will occur each week, and subcycles will be completed daily. Specifically,

a statement of account operations for a responsibility- oriented account

(i.e., representing an organizational unit) will be produced each day ,on

Which the account has acttvitf.' A similar statement for a program-oriented

account (i.e., representing a cost center) will be produced at the close of

each week during which the account has activity. Similarly, trial balances

of the responsibility- and program-oriented ledgers of budgetary accounts

will be prepared automatically at the close of each weekly or daily cycle

or subcycle.

On the other hand, many statements and reports will be developed.

manually by professional members of the accounting staffi-on the basis of

data drawn from the computer-supported, day -to -day rilutinized accounting

operations. These will include many of the reports.that must be developed

regarding the disposition of limited use moneys received from the national

government or'other grantots. These also may include analyses of the

Department's funding plans. As time goes by, howeveri.it should become

increasingly feasible to reduce many such tasks to formulat that can

be programmed computer6supported, automatic operations.

Svstem of Accounts

This manual incorporates the single fund concept of accounting,

the case for which is discussed at length in the "Analysis and Proposals"

section of this report, All moneys for current operations--regardless of

source or purpose- -are accounted for within one fund. Within a revenue
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ledger, a separate account is maintained to reflect the amounts received

(or expected to be received) from each major source. Within an allocation

and expenditure ledger, a separate account is maintained to reflect the

amounts allocated to each budgetary item, as well as the portions of such

amounts that are encumbered or expended. Within a general ledger, accounts

are maintained to control and to summarize these subsidiary ledgers, and

to indicate at all times both the financial condition and the totals of

financial operations of the Department,

The allocation and expenditure ledger is subdivided in several

ways: to differentiate authorizations made during the current year from

those made during prior years; to differentiate the allocations made

available to organizational units from the suballocations made available

for the support of cost centers; to differentiate the amounts allocated

(or expended) for each object of expendittire; for each budgeted item, to

maintain an explicit relationship between the amounts allocated, encumbered,

expended,"and available, thereby maintaining complete btidgetary controls

designed to prevent tivercOmmitments of resources,; and' to provide both

detailed and summary information regarding the several organizational

units, cast centers, and objeoti of expenditure, itiihinitiiidUally and in
. . .

Various combinations.

The system of'acdounts prescribed in'this6driital Le based upon

the modified accrual'method Of accounting, in whichrevenites are 'recorded

when estimated, but are not considered to be available for use until'an'd

unless they actually are received and deposited, and in which moneys are

deemed to be expended as aoon as a genuine liability is created. In

general, this is a conservative method of accounting.

Thus, sums appropriated to the Department by the state legislature

are deemed to be available for use when appropriated. Sums to be received

from other sources (herein termed "augmentations") are budgeted but are

not deemed to be available until they have been received. In nontechnical

language, a distinction is drawn between "nominal" budgetary accounts and

"real" accounts. The budget--as a plan of departmental operations -is
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recorded in nominal accounts; neither commitments nor expenditures can be

authorized,' however, until "real" resource's became available.. Control

accounts in the general ledger are uti1iiietWprevent commitments and

expenditures in excess of such rear resources; nominal accounts within the

allocation and expenditure ledger also serve this purpose.

Multifund account structures are created to maintain explicit and

clear relationships between (1) moneys that are available only for restricted

uses and (2) the commitments or expenditures that are charged to such moneys.

The single fund system accomplishes the same end but does so with accounts

within one fund rather than with many funds. In those cases in which

restricted moneys are involved, program-oriented cost center accounts within

the allocation and expenditure ledger are keyed to each such item of

restricted-use resources. Where several sources of moneys provide overlapping

support for a single cost center, the overlapping relationships are made

explicit in a funding plan. Each expenditure can be related explicity to

a particular source of financial support.

The effort has been made to design a self-contained accounting system

capable of rendering to the State education agency whatever services may be

required of it: to record the budget; to record commitments and expendi-

tures; to generate reports; to reflect the result of operations and the

condition of the enterprise. If it were necessary or convenient, the system

described could be modified to include the preparation of checks and check

registers, reconciliation of bank accounts, and other tasks frequently

assigned to an agency's systems of financial management.

In Maryland's state government, several major aspects of financial

management are largely centralized. All agencies--including the Department

of Education--are served by central purchasing, disbursing, and related

units. The procedures incorporated in this manual are designed to accom-

modate to that situation.

Several modifications would be made if Maryland were to adopt a

less centralized system. Those modifications would be necessary if this

manual were to be used by the state education agency of a state- -e.g.,

Pennsylvania-in which major financial services are substantially
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decentralized. For example, if the ageney.:were to issue its own purchase

.

orders, without the intervention of a central state procurement office,
.

there would be little or no reason record requisitions in the accounts;

provisions of this manual regarding the accounting for requisitions could

be ignored. Similarly, if the agency were to make its own disbursements,

it would be necessary to write checks and cheek registers, rather than

registers of vouchers payable; this manual would have to be amended to

proviCie for these tasks, and a bank reconciliation procedure could be

substituted for the vouchers payable routines.

B. D. Fe
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0100 INTRODUCTION

0100-0130

This section describes the purpose, use, and control of the manual of

accounting and procedures.

0110 Use of the Manual

Supervisory personnel and other employees concerned with the budget,

accounting, and other fiscal operations of the Maryland State Department

of Education should use this manual for reference to procedures and rules

directly affecting their work and the work of the unit to which they are

assigned. The manual serves as a means of orienting and training new

employees in their duties and responsibilities and in the general functions

and objectives of financial administration.

0120 $cope of the Manual

This manual relates primarily to the Department's accounting for trans-

actions that are entered in revenue, budgetary, operating, and balance

sheet accounts, but does not immediately extend to the special aspects

of payroll, stores, or fixed asset accounting.

0130 Control of Manual

The Chief of Accounts and Audits in the Division of Administration and

Finance is responsible for the maintenance of the manual. Amendments to

any section of the manual are approved by him. He supervises distribution

of the manual and amendments thereto.

When revised pages of the manual are received frOm the Chief of Audits

and Accounts, the old pages are to be removed and new pages inserted.

Changes are numbered serially, and a record of changes is maintained by

the Chief of Audits and Accounts.
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0200 PURPOSE AND GENERAJak1AME01._'THE ACCOUNTING YSTEM

The system .of accounting for the Maryland State Department of Education

is designed as a prototype system of accounting for eventual. use .ky

other state educational agencies throughout the:United States.

The system is designed to.prdadelhelollowing:

, ,

1. Program-oriented linanciallnformation for internal
management.

2. Categorization of financial information for use in
connection with interagency...exchanges.

In order to establish a'uniform "basic.siAearof financial repoiting" for

state edUCatian.agencies, it is essentialhat such agenciesitiaintain

program-oriented iysiemis of budgeting, accounting., and financial reporting.

To facilitate emphasis on the program orientation,. the single fund concept

of accounting is employed. All sources of revenue and expendituret,

dealing with current operations, are combined into one set of self-

balancing accounts. 'Detailed revenUe and expenditure accounts 'sire subject

to multiple coding tO faCilitate "translation" Of financial data into'

standardized progted-Okiented forMati:

: ."7'..";

021S4141.1eRL---0-------.--21Conce..t.

The primary activities of the-May/aid State.Departient of education'

financed by appropriations from the State's general fund and V. federal

grants received from the U. S. Office of Education. These appropriations

and grants are accounted for in one combined set of self-balancing accounts.

These accounts are under control of a set of self-balancing general ledger

accounts maintained by the State Department of Education.

By combining general fund appropriations and revenues from other sources

into one set of self-balancing accounts, financial reports can be

generated from the system to provide management with useful and complete

information. It also eliminates the need for maintaining a separate set of

self-balancing accounts for each type of revenue by source.
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WO Cost Center:

Program-oriented financial information is derived pr'.marily from the

budgetary accounts established for each coat center. A cost.center,is

the smallest.Mmilding block" in the structure of the Department's

total program* . Cost centers have not been dnrigned to be uniform among

the state educational agencies; however, the clezrification and grouping

of cost centers on the basis of uniform "dimensions" and "categories"

does provide uniform financial information for departiental use and in

connection with interagency exchanges.

0230 Accouriting for Transactions

The media for posting pertinent information to the accounting records

are transaction documents. These documents fall essentially into five

general groups:, (1) requisition documents, (2) encumbrance documents,

(3) expenditure documents, (4) revenue and receipts documents, and

(5) internal transfer documents.

The responsibility for preparing these documents varies, but, in all

instances, the documents pass through the Division of Audits and: ccounts

in the State Department of Education for preaudit and posting to subsidiary

ledgers in accordance with the established methods described in this

manual. The accounting information derived from the transaction documents

is.produced and maintained by means of automatic data processing

equipment.
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0300 ORGANIZATION FOR FINANCIAL ADMINISTRATION

Primary responsibility for the Maryland State Department of Education

financial plan is shared among the Governor, Comptroller of the Treasury,

State Treasurer, Department of Bu4getAnd Procurement, Board of Public

Works,Board of Revenue Estimates, and the State Auditor, in addition to

the State Department of Education.

221092E1Eur
The Governor must submit a budget for the ensuing fiscal year to each

annual session of the General' Assembly. The responsibility for preparing

and administering the annual budget is assigned to the Department of

Budget and Procurement. . .

.21ezartiw.LitofBtsIdtandPOIDro-urement.
The Department-. of Budget and

Procurement is a staff agency to the Governor and is headed by a director

of budget and procurement who is the Governor's chief budget and financial

advidor. ,The department is divided into two bureaus, budgeting. and

procurement..

0311.1 The Budget Bureau. The Budget Bureau, headed by a

chief, is responsible for preparing and administering the

budget programs and financial requirements of the State.

0110.2 The Purchasing Bureau. The Purchasing Bureau, headed

.by a chief, purchases supplies, materials, and equipment

for use by state agencies.

93.2..0ke

The Treasury Department,
established by the COnstitutida;-is headed by

a comptroller of the treasury and a treasurer*

SUaLgimegsolier of the Trei.riiir.* The Cemptf011er of the Treasury, an

elected official, is respcinsible for the.following duties:

1. General superintendent of fiscal affairs.

2. Planning and management of revenues and support

of public credit.
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Z. Accounting for revenues and expenditures.

4. Preservation of accounts and prescribing
accounting forms.

54 Financial reporting.

6. Collection of taxes and other revenues.

0422 State Treasurer. The State Treasurer, appointed by the legislature,

is responsible for the following functions:

1. Receiving, depositing, disbursing, and
accounting for all state cash accounts.

2. Investing temporary surplus cash.

3. Custodian of securities.

4. Providing for interest payments on state-funded
debt and the redemption of bonds at maturity.

0330-pate Auditor

The State Auditor, appointed by the Governor, is responsible for the

audit of all state agencies and submits reports of audits to the

Governor and the Comptroller of the Treasury.

0340 Board of Public Works

The Board of Public WOrks.is composed of the Governor, Comptroller of the

Treasury and the State Treasurer. The responsibilities of the Board are

as follows:

1. Supervision of public works in which:the State
is a stockholder or creditor.

2. Regulation and supervision of certain state operations
andfiscal practices as empowered by law*

3. Approval of supplemental appropriations.

4. Supervision of state appropriatiOns for activities
not allocated to specific agencies.
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0350 Board of Revenue Estimates

The Board of Revenue Estimates consists of the Comptroller of the Treasury,

State Treasurer, and Director of Budget and Procurement. The Board is

responsible for submitting to the Governor a statement of anticipated

revenues for the ensuing fiscal year.

0360 State Department of Education

The State Department of Education is administered by a State Board of

Education. The seven members of the Board are appointed by the Governor

for a term of seven years. The State Board of Education is responsible

for approving the Department's budget request before it is submitted to

the Governor through the Department of Budget and Procurement. The

State Board of Education appoints a state superintendent to direct and

execute the policies and regulations adopted by the Board.

0361 Division of Administration and Finance. The Department's Division

of Administration and Finance is headed by an assistant superintendent.

This division is responsible for administering the state programs for

state aid, public school transportation, school plant planning, and

school lunch.

0361.1 Division of Audits and Accounts. The Division

of Audits and Accounts is headed by a chief of audits

and accounts. The responsibilities of the division

include the following:

1. Preparing and administering the budget

for the Department.

2. idaintaining the accounting records for

the Department.

3. Distributing funds to local school systems.

4. Providing audit and fiscal advice to local

school systems.
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0400 THE BUDGET PLAN

This section describes the budget cycle of the State Department of Education

and the internal budgeting controls used to administer the budget.

Prior to the beginning of the fiscal year, the Superintendent of the

State Department of Education is required to submit estimates of money

required to finance the education program to officials of the State

for their review and approval.

0410 State Budget Review and Approval

The Department submits estimates of the budget plan to the State Director

of Budget and Procurement, indicating:

1; The amounts available from:

a. The state general fund appropriations.

b. The grants from the U. S. Office of Education.

c. All other sources including foundation grants
and contributions.

2. The money required to operate the various organizational
units of the Department during the fiscal year. No.'

resources are available for commitment or expenditure...,..

until 'they have been reviewed and approved by the State"
Director of Budget and Procurement. :

0420 Allocation of Resources ,by the State Director of Budget and Procurement

The allocation process involves the apportioning of each appropriation,

including the specific appropriation and estimated augmentations

(revenues anticipated from the U. S., Office of Education and other

agencies), according to organization and object of expenditure.

Allccations are developed at the beginning of the fiscal year on the basis

of expenditures anticipated to be made during the fiscal year.
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The number of allocations within cull,appropriation is determined by: (1) the

scope and variety of identifiable organizational units and (2) the desira-

bility of exercising formal budgetary control over these component units.

At the beginning of the.fiscal year,. the Superintendent of the State Depart-

ment of Education submits estimates to the State Director of Budget and

Procurement for the fiscal year according to the organization classification

and objects of expenditure shown in Charts 3 and 4. These estimates, when

approved, become the allocations and establish the expenditure pattern for

the fiscal year.

0421 Suballocations by the State Department of Education. Since the Depart-

ment requires budget control in a greater degree than that furnished by

the allocation accounts required to control the state budget plan, the

Department's Chief of Audits and Accounts maintains "suballocations" by

cost centers.

Allocation estimates submitted for approval by the State Director of Budget

and Procurement may not be amended except in the regular manner described

in Section 0450. The "suballocations," however, have the status of depart-

ment records Grid thus are not subject to central budget control.

0422 Relation of Allocations and "Suballocations" to Federal-State Matching,

Plan. In developing allocations and "suballocations" requests, the Super-

intendent of the State Department of Education must take cognizance of the

federal-state matching pattern (if any) for each organization and cost

center.
.

0430 Classification and Coding of Bud etary Accounts

Within the accounts of Maryland state government, the code number fot the

general fund is 01. The code number for the State Department of Education

is 04. The code numbers for the several objects of expenditure are shown

in Chart 4.

0431 Appropriation Accounts. State appropriations to the Department of Educa-

tion are identified by the seven-digit number as follows:

Fund Department Appropriation Year

01 04 XX X
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The appropriation number identifies-. in numerical sequence the appropriations

made to the State Department of.Education. The year code derives from

the last digit of the fiscal year; e.g., 7 is used for appropriations

enacted by the legislature for, the 1966-67 fiscal year.

2#32 Allocation Accounts. The.complete seven-digit appropriation number

plus four additional digits are used as the account code to identify the

allocations as follows:

Fund Department Ampropriation Year Organization Object of Expenditure

01 04 XX X XX

The two-digit organization code identifies the organizational unit to

which the allocation is made. The final two digits identify the objects,

of expenditure.

0433 "Suballocation" Accounts. The "suballocation" accounts are identified

by a three -digit cost center. code as follows:.

'Object of
Fund Department, Appropriation Year Organization Expenditure Cost Center

01 04 ..XX A .XX . XX XXX

0434 Use of Account Codes. The State Department of Education utilizes these

numbers on all transaction documents and on all "business" correspondence

routed through the central financial agencies of the State.

"Internal" documents of the State Department of Education may be prepared

without the fund and department codes. Each document to be posted to

the allocation and expenditure ledger is identified by the proper alloca-

tion and suballocation account code. Space is provided on all transaction

documents for entry of the proper type of code.

0440 Submission and A..roval of Allocation Requests

Immediately after the Governor's approval .of the appropriaUon acts, the

Department prepares & schedule of allocations for each appropriation.

The schedules are submitted to the State Director of Budget and Procure-

ment for review and approval. Approved schedules are returned to the



www.manaraa.com

0440-0461

Department's Division of Audits and Ateount4'' The amounts approved are posted

to the Department's appropriation ledger. and to its allocation and expendi-

ture ledger.

0441 Submission of "Suballocation" Requests. On the'basis of approved allo-

cations: the Department prepare's schedules of suballocations. Suballocations

are an internal matter of the DepartMene:ind do not require further approval.

However, the total of each group of suballocations must equal the controlling

allocation previously approved. After review for this arithmetic relation-

ship, the Division of Audits and Accounts posts the schedules of suballoca-

tions to the allocation and expenditure ledger. The amounts posted to the

suballocation accounts thus constitute the detail for the amounts posted

to the corresponding allocation accounts of the allocation and expenditure

ledger.

0450 Amendments of Allocations

In order to increase the balance of an allocation account, an allocation

amendment must be prepared and submitted to the State Director of Budget

and Procurement for approval.

0451 Amendments of "Suballocations." When an allocation is amended, the

related "suballocation" accounts must be amended also. Space is provided

on the allocationamendment for the "suballocation" codes.
-,

0460 Appropriation Aumentations

Estimates of available resources, in terms of appropriations and allocations,

are determined on the basis of the specific state appropriation plus the

amount of estimated authorizations. The Department must account for these

total estimated authorizations and, at the same time, must exercise control

to keep commitments and expenditures of such authorizations within the limits

of a specific appropriation plus actual credits. Special procedures are

required for these tasks.

0461 Allocations. When the schedules of allocations are prepared: the

amount of the specific appropriation as well as the amount of the estimated

augmentations are shown. Allocations are approved in the total amount,

i.e., the specific appropriation plus the estimated credits.
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When the schedules of allocations have been approved, the individual

allocations are recorded in the appropriation ledger and in the allocation

and expenditure ledger. In addition, an allocation subcontrol account is

established for the allocations within each appropriation which is

augmented.

0470 Developing and Administering Funding, Formulae

The Division of Administration and Finance, acting for the Superi=endent

of the State Department of Education, is responsible for developing and

administering each state-federal-other funding plan. In support of

each "suballocation" request, the division must prepare a funding

formula which discloses the sources (e.g., state appropriations, federal

grant-in-aid, foundation grants) that finance each "suballocation." The

funding formulae must be made available to the Chief of Audits and

Accounts for use in preparing federal and state reports.

0471 Amending Funding Formulae. The Division of Administration and

Finance, acting for the superintendent, may change the funding formulae

at any time during the fiscal year. A restatement of the funding

formula or a statement of the new funding formula must accompany each

"suballocation" amendment.

0472 Full Utilization of Federal Grants. The primary purpose in permitting

the Division of Administration and Finance to develop and amend the funding

formulae is to insure the most advantageous utilization of all grants.

Any unexpended or unencumbered federal grant must be encumbered as part

of the reserve for prior year encumbrances at the end of the fiscal

year. The balance thns reserved either must be returned to the federal

government or transferred to the new fiscal year and accounted as part

of the new federal grants-in-aid.
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Chart 3

ORGANIZATION CODES
MARYLAND STATE DEPARTMENT OF EDUCATION

01 State Board of Education

02 State Superintendent of Education

03 Division of Administration and Finance

04 Division of Library Services

05 Division of Vocational Education

06 Division of Instruction

07 Division of Federal-State Relations

08 Division of Vocational Rehabilitation

09 Division of Certification and Accreditation

10 Division of Research and Development



www.manaraa.com

Chart 4

CLASSIFICATION OF EXPENDITURES BY OBJECTS

Salaries and Wages

01 Salaries and wages

Operating Expenditures

02 Technical and special fees
03 Communications
04 Travel
05 Food
06 Fuel
07 Motor vehicle operations and maintenance
08 Contractual services
09 Supplies and materials

Equipment

10 Equipment--replacement
11 Equipment--additional

Grants. Subsidies, and Contributions

12 Grants, subsidies, and contributions

Fixed Charges

13 Fixed charges

Land and Fixtures

14 Land and fixtures
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06

0500 NATURE AND RELATIONSHIP OF GENERAL LEDGER ACCOUNTS

0500-0522

This section describes the nature and relationships of the general

ledger accounts which control the financial transactions of the State

Department of Education.(Appendix I contains a detailed description of

each of the accounts, the nature of their balances, and the relationship

between the general ledger and subsidiary ledger accounts).

0510 Numberini General Ledger Accounts

The general ledger accounts are required to reflect (1) financial

condition and (2) status of operations. They are arranged according to

type of accounts, i.e., asset and valuation, liability, surplus reserve,

operating, and budgetary. Each account is assigned a two-digit =Aber.

0520 Description of General Ledger Accounts

The general nature of the general ledger accounts and the special

characteristics of each account are described below. Also, see Chart 5

which follows Section 0500.

0521 Asset and Valuation Accounts. Account 01 Fund Balance reflects

the Department's equity in the state treasury. Specific appropriations

authorized by the legislature, revenues received, restricted receipts,

and refund of expenditures are charged to this account. Vouchers paid

and appropriation lapses are credited to this account.

Account 11 Petty Cash Advances is a control account, the balance of which

repregentsthe cash advanced by the treasurer for payment of immediate

claims.

0522 Liability Accounts. Account 21 Vouchers Payable represents the

balance of vouchers submitted for payment for which checks have not

yet been issued.

,ST.P.1101111PIMMISMINIIIMIIMPIIIIIMMI1101.11WPOP
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Account 23 Advances from State 'Treasury reylegts the amount of petty cash

advanced to the Department for payment of small claims.

0523 Surplus Accounts. Account 31 Reserve for Prior Year Encumbrances is

established to cover the eventual liabilities represented by encumbrances

outstanding at the close of the prior fi$cal year. Account 33 Res, erve

for Restricted Receipts, is a control account for trust and agency moneys;

receipts of these moneys are credited and disbursements are charged directly

to this reserve.

0524 Operatialscounts. The standard operating accounts are Account 42

Revenue Received and Account 50 Expenditures. Account 42 is a control

account which is credited with amounts of cash received except for

restricted receipts. Account 50 is charged with all approved expenditures

which are chargeable against current appropriations.

0525 Budgetary Accounts. Account 41 Estimated Appropriation Augmentations

reflects the unrealized amount of the designated revenues appropriated.

"Augmentations" are revenues received from sources other than state

appropriations. Account 44 Appropriations represents the amount of moneys

available for allocations. This includes specific legislative appropria-

tions plus augmenting revenues received.

Account 45 Allocations is the control account for budgeted fundS that

are "on hand" and available to the Department for expenditure (i.e.,

appropriations plus augmentations received).

Account 46 Requisitions records the amount of purchise requisitions

submitted for which purchase orders have not yet been issued. Account 47

lieseri is a contra account to Account 46.

Account 48'Encumbrances reflects the amount of commitments made and is

credited with their liquidation or cancellation. Account 49 Reserve

for Encumbrances is a contra account to Account 48.

fl

fl
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0530-0530

0530 Control and Subsidiary Account1

All of the general ledger budgetary and operating accounts, except

Account 61 Budgetary Clearance and the budgetary reserve accounts for

requisitions and encumbrances, are.,supported by dubsidiary ledger

accounts. For these general ledger accounts, subsidiary accounts are

established as follows:

41 E......atecaapistimgmentationsone
for each source which augments a current

appropriation.

42 Revenue Received--One for each source of revenue.

44 AppropriationsOne for each appropriation.

45 Allocations--One for each allocation.

46 Requisitions One for each allocation account.

48 Encumbrances--One for each allocation account.

50 ExpendituresOne for each allocation account.
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Chart 5

CLASSIFICATION OF GENERAL LEDGER ACCOUNTS

Account
Number Account Name

Assets and Valuation Accounts

01 Fund Balance
11 Petty Cash Advances

Liabilities

21 Vouchers Payable

23 Advances from State Treasury

Surplus Reserves

31 Reserve for Prior Year Encumbrances

33 Reserve for Restricted Receipts

.....L....naderatitudetaaccounts

41 Estimated Appropriation Augmentations

42 Revenue Received

44 Appropriations

45 Allocations

46 Requisitions

47 Reserve for Requisition

48 Encumbrances

49 Reserve for Encumbrances

50 Expenditures

Clearing Accounts

61 Budgetary Clearance
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0600 ACCOUNTING RECORDS AND REPORTS

0600-0611

This section describes the records maintained by the Division of Audits

and Accounts for the purpose of recording financial transactions. It

also describes reports prepared from data appearing within these records.

The general nature and purposes of each record and report are explained,

but only incidental reference is made to the accounting documents

which serve as posting media. These are described in detail in subsequent

sections.

0610 Ledgers and Journals

The following ledgers and journals are maintained:

A. General Ledger

B. Subsidiary Ledgers

1. Revenue received ledger

2. Appropriation ledger

3. Allocation and expenditure ledger

C. Other Subsidiary Records

1. Document files

D. Journals

1. Batch control sheet

2. Journal voucher

0611 General Ledger. The general ledger is the basic accounting record

of the Department. In summary form, it contains all transactions, and

it controls the various subsidiary records. Summary figures found in the

general ledger must balance with the detai!ed data recorded in sub-

sidiary ledgers.
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0612 Subsidiary Ledgers. Three groups of subsidiary ledgers are required

for recording transactions relating toile Department. They are:

1. Revenue received ledger

2. Appropriation ledger

3. Allocation and expenditure ledger

0612.1 Revenue Received Ledger. The revenue received
ledger consists of a file of machine-produced statements
coded by fund and revenue type. This ledger supports
the summary entries recorded in general ledger Account
42 Revenue Received.

When revenues are received, they are posted as credits
to the respective revenue received accounts.

0612.2 Auropriation Ledger. Each specific expenditure
authorization in the form of an appropriation is
recorded in the appropriation ledger. The subsidiary
accounts of the ledger are controlled by general ledger
Account 44 Appropriations.

Postings to the appropriation ledger are made by means
of a computer operation; physically, the ledger consists
of a file of machine-produced statements coded by fund
and appropriation;

At the beginning of the fiscal year, credits to the
appropriation ledger are posted from a journal voucher
containing (1) the specific amounts authorized by the
Ceneral Assembly and (2) the estimated augmentations
approved. Allocations are posted as debits to the

appropriation ledger in order to develop the unallocated
balance of each appropriation.

0612.3 Allocation and Expenditure Ledger. Three
allocation and expenditure ledgers are maintained for

(1) current appropiiations, (2) restActed receipts,
and (3) prior year encumbrances. Postings to these
ledgers, also, are made by a computer process.

0612.4 Current Year Allocation and Expenditure Ledger.
Approved allocations are posted as credits to the
allocation and expenditure ledger. This credit balance
represents the amount available for expenditure. Each
object of expenditure to which an allocation is made
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constitutes a separate subcontrol in the current year

allocation and expenditure ledger. A separate account

for each object of expenditure within each cost center

and organization is maintained. The accounts maintained

for the objects of expenditure reflect the detail commit-

ment and expenditure transactions recorded against the

ledger. Once an allocation is approved and debited to

the appropriation ledger, the amount so approved is

credited to the allocation and expenditure ledger.

Only this balance is available for commitment and

expenditure. To achieve the necessary control, the

allocation and expenditure ledger contains not only

a record of allocations made, but, also, a record of the

requisitions, encumbrances, and expenditures that have

been charged against the allocations.

0612.5 Restricted Receipts Lederer. Each type or source

of restricted receipts constitutes a separate subcontrol

in the restricted receipts ledger. Accounts within the

subcontrol consist of objects of expenditure, cost

centers, and organizational units.

0612.6 Prior Year Encumbrance Ledger. At the close of

a fiscal year, several accounts in the current year

allocation and expenditure ledger will contain out-

standing encumbrances. For each such account, a separate

account i3 established in the next fiscal year's prior

year encumbrance ledger.

0613 Other Subsidiary Records. Various document files are supporting

records maintained by the Division of Audits and Accounts. Transaction

documents are filed numerically by type of'document; i.e., purchase

requisitions, purchase orders, miscellaneous, orders, etc. See subsequent

sections of this manual for a list of transaction documents. Also, see

Chart 7.

0614 Journals. There are two t:. A intermediate accounting records

which serve as posting media to the general ledger.accounts. These are

(1) batch control sheet and (2) journal voucher.

0614.1 Batch Control Sheet. A batch control sheet is

prepared daily to effect internal control of accounting

documents. Documents approved for posting to the various

ledgers are grouped according to their effect; i.e.,

encumbrances, expenditures, etc. Totals of each



www.manaraa.com

0614-0615

document group are entered in the appropriate column of

the batch control sheet. Total debits and credits on the

batch control sheet are posted to the general ledger.

0614.2 Journal Vouchers. Transactions not refleeted'On
the batch control sheet are summarized on journal-
vouchers and then posted to the general ledger.

0615 Accounting Reports. This section describes the general nature and

purpose of the daily, iuonthly, quarterly, and annual reports prepared

from data appearing within the accounting records: Ses'Appendix IV

concerning the formats for the reports described in this section.

0615.1 Daily Report of Allocations and Expenditures.
The daily report of allocation and expenditure transactions
is prepared by the computer. bis'report Athos opening
balances of allocations, requisitions, encumbrances,
expenditures, and available balances by cost center,
organization, and appropriation. The transactions for

the day are listed, and the closing balances of the

accounts are reported. This report is prepared in
triplicate: the original is sent to the assistant

superintendent for administration and finance, the.
duplicate"iS retained in the Division of Audits and
Accounts; and the triplicate of each segment of the
report is forwarded to the appropriate division head.

0615.2 Mbuthlylrial Balance. At the end of the month,

the Division of Audits and Accounts prepares a monthly
trial balante of the general ledger. The heading shows

the name of the fund--i.e., General Fund--and the date of .

the trial balance. The columns indicate the account

number and name, debit balance, and credit balance. The

trial balance,is. prepared in duplicate; the original is
sent to the Comptroller of the Treasury and the duplicate

is retained in a post binder by the Bureau of Audits

and Accounts.

0615.3 lionthl Re ort of Allocations and Expenditures.
At the end of the month, a computer-produced monthly
report of allocations and expenditures is produced in
Si:: copies; the original is sent to the State's Depart-

ment of Budget and Procurement; the duplicate is submitted
to the State Board of Education; the third copy is submitted
to the superintendent of education; the fourth copy to
the deputy superintendent; the fifth copy to the Division
of Audits and Accounts; and the sixth copy to the
appropriate various organizational units within the

Department.
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0615.6 Monthly, This report shows

allocations, requisitions, encumbrances, expenditures, and

available balance for the various accounts maintained for

each cost center. The report is prepared for distri-

bution to departmental administrative personnel.

0615.5 MonthlyReport of Revenue Received. This report

is prepared showing the total revenue received for each

type of revenue account. This report is distributed to

departmental administrative personnel.

_____xAwstof:_Apzroui.atiorO615.6Monthllts. The report of

appropriations is prepared showing the total appropriation,

allocations, and available balance for each expenditure

authorization.

0615.7 Quarterly Reports of Federal Grants. At the end
of September, Decetber, March, and June, the Bureau of
Audits and Accounts prepares reports of expenditures for
presentation to the U. S. Office of Education re each

federal grant.

0615.8 State Agencyjrogram-Function Report. This

report is prepared annually for the U. S. Office of

Education. The report shows the total amount

expended for each program-function code.
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Chart 6

GENERAL LEDGER AND SUBSIDIARY LEDGERS

General Ledger
Account
Number

21

Name of Account

Vouchers Payable

31 Reserve for Prior Year
Encumbrances

33 Reserve for Restricted
Receipts

41 Estimated Appropriation
Augmentations
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44
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48

50

Revenue Received

Appropriations

Allocations

Requisitions

Encumbrances

Expenditures
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Al
I

location
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Appropriation
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Allocation
and Expendi-
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.Allocation
and Expendi-

ture Ledger i
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0700-0710

0700 TRANSACTION DOCUMENTSt

This section describes the effect of the accounting transactions

upon the system.

210122eic_ADocuments

Transaction documents are the source of all entries to the subsidiary

records as well as entries on the batch control sheet and the general

ledger. Transaction documents used by the State Department of Education

are.

1. Requisition Document.

a. Purchase Requisition

2, Encumbrance Documents

a. Stores Encumbrance

b. Purchase Order

c. Actual Emergency Purchase Order

d. Miscellaneous Encumbrance

Expenditure Documents

a. Vbucher Transmittal

b. Payroll Voucher

c. Refund of Expenditures

4. Revenue and Receipts Documents

a. Revenue Deposit

b. Debit Memorandum
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0710 -0730

5. Internal Transfer Documents

a. Schedule of Allocations

b. Allocation Amendment

c. Schedule of Revenue Augmenting Appropriations

d. Adjustment Voucher

0720 Requisition Document

The purchase requisitions are prepared by. the procurement section of the

Department from agency purchase requests to order materials, supplies,

or equipment for shipment to the Department or field office. Purchase

requisitions show the allocation and exp4nditure ledger account to be

charged. Requisition documents posted to the allocation and expenditure

ledger increase the outstanding requisitions and decrease the available

balance of the accounts affected. Requisition documents are summarized

daily and result in a posting from the batch control sheet to the general

ledger as a debit to 46 Requisitions and a credit to 47 Reserve for

Requisitions.

0730 Encumbrance Documents

Encumbrance documents record commitments to expend specified amounts from

allocations for services, materials, supplies, or.equipment. There are

two types of encumbrance documents: (1) those which liquidate requisitions

and (2) those which do not.

Encumbrance documents are posted to the allocation and expenditure detail

accounts. The postings increase the outstanding encumbrances and decrease

the outstanding requisitions. These postings may also increase or decrease

the available balance of the account if the encumbrance differs from the

requisition which it liquidates.

Encumbrance documents are summarized and result in a posting from the

batch control sheet to the general ledger as a debit to 48 Encwbrances
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and a credit to 49 Reserve for Encumbrances for the amount encumbered, and

a debit to 47 Reserve for Requisitions and a credit to 46 Requisitions for
.%

the "amount of reqUisitiOns

ML0J2scenditure Documents

Expenditure documents represent departmental payrolls and payments of

bills received from vendors, contractors, other state agencies, etc.

There are three major classes of expenditures: (1) those that result in

direct expenditures; (2) those that liquidate requisitions; and (3) those

that liquidate encumbrances. Expenditure postings to the allocation and

expenditure ledger increase the amount of expenditures (and decrease the

available balance of the account affected if the expenditure does not

liquidate another document). The postings increase the expenditures and

decrease the requisitions or encumbrances (as the case may be) if the

expenditure document does liquidate a requisition or encumbrance; these

postings may also increase or decrease the available balance of the account

if the expenditure amount varies from the amount (exceeds or is less than

the document) which it liquidates.

Expenditure documents are summarized daily and result in a posting from

the batch control sheet to the general ledger as: (1) a debit to

50 Expenditures and a credit to 21 Vouchers Payable for the amount of

expenditures; (2) a debit to 47 Reserve for Requisitions and a credit to

46 Requisitions in the amount of requisitions liquidated; and (3) a debit

to 49 Reserve for Encumbrances and a credit to 48 Encumbrances in the

amount of encumbrances liquidated.

0750 Revenue and Receipts Documents

Revenue and receipts documents evidence amounts received and transmitted

to the Treasurer for credit to the general fund. These documento are

posted as credits to the appropriate subsidiary accounts in the revenue

received ledger. Revenue and receipts documents are summarized daily and

result in a posting from the batch control sheet to the general ledger as
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(1) a debit to 01 Fund Balance and a credit to 42 Revenue Received, for

revenue augmenting appropriations, and (2) a debit to 01 Fund Balance and

a credit to 33 Reserve for Restricted Receipts, for agency trust funds

received.

0760 Internal Transfer Documents

Internal transfer documents are authorizations to transfer amounts from

one account to another. These documents are used to effect transfers and

adjustments between accounts of the same subsidiary ledger or between the

appropriation ledger and the allocation and expenditure ledger.

11

11

ll

11
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0800-0820

0800 ACCOUNTING FOR APPROPRIATIONS AND ALLOCATIONS

This section contains the transactions necessary to account for appro-

priations and allocations. Appropriations and allocations constitute

the authority to expend department funds.

0810 Accounting for Appropriations

Based on the appropriation acts passed by the General Assembly for the

State Department of Education, a journal voucher is prepared in order to

credit the necessary accounts in the appropriation ledger.

The journal voucher affects the general ledger by crediting Account 44

Appropriations and debiting Account 01 Fund Balance.

0820 Accounting for Allocations

The State Department of Education prepares a schedule of allocations for

each appropriation. For those appropriations which are authorized to be

augmented, the amount of the estimated augmentation is entered and added

to the specific appropriation to arrive at the total amount available

for allocations.

The schedule of allocations affects the general ledger by crediting
.

Account 45 Allocations and debiting Account 44 Appyopriations in the

amount of specific appropriations, and by crediting 'Account 41 Estimated

Appropriation Augmentations and debiting Account 61 Budgetary Clearance

in the amount of the estimated augmentations. These postings are made

after the schedules of allocations have been approved by the State's

Departmen. of Budget and Procurement.

When schedules of allocations are prepared for appropriationi authorized

to be augmented, the amount of the specific appropriation and the amount

of the estimated augmentation are both shown; Allocations'are planned

on the basis of the total of the specific appropriations plus the

estimated credits. In the general ledger accounts, however, only

the amount of allocations chargeable to specific appropriations is
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credited to Account 45 Allocations. The amount of estimated augmentations

is established as follows:

Dr. 61 Budgetary Clearance-

,

Cr. 41 Estimated Appropriation Augmentations
To record allocations and suballocations based
on estimated allocations.

Dr. 44 Appropriations

Cr. 45 Allocations
To record allocations and suballocations
chargeable to specific appropriations.

Schedules of suballocations by cost centers are also processed and

posted to the allocation and expenditure ledger. The detail allocation

accounts by cost centers are credited with the amount of the total

allocations. An Unrealized (or minus) allocation account is established

for each subcontrol and is debited--i.e., mindS (-) in the allocation

column--by the unrealized' amount of the estimated augmentation. This

serves to reduce the amount of the total allocation; within the subcontrol.

available for commitment and expenditure.

0821 Allocation Amendments. Transfers between allocations are accounted

for by means of allocation amendments. Transfers between objects of

expenditure and organizational units require prior approval of the

Director of Budget and Procurement. Transfers between cost centers within

the same orgainzatLon unit do not require approval of the Director of

Budget and Procurement: The amendment does not affect the general

ledger accounts.

0830 Postino to the Allocation and Ex enditure Ledger

Approved copies of the schedule of allocation, schedule of suballocations,

and allocation amendments are received by the Division of Audits and

Accounts.

0831 Preauditing. The approved copies are chetkea foi arithmetic

accuracy, completeness, and particularly to be certain that the proper
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signatures are affixed. Allocation amendments not requiring the approval

of the Director of Budget and Procurement are checked for completeness,

arithmetic accuracy, proper account numbers, and authorized signatures.

0832 Batching. Schedules of allocations, schedules of suballocations,

and allocation amendments ere sorted by type of transaction. Separate

totals are developed for each type of transaction.

0840 Accounting; entations

Based upon the revenue deposit concerning augmenting revenue, the

Division of Audits and Accounts records the following entry to the

general Ledger and revenue received subsidiary ledger:

Dr. 01 Fund Balance

Cr. 42 Revenue Received

Also, a schedule of revenue augmenting appropriations is prepared and

posted to the general ledger, the appropriation ledger, and the alloca-

tion and expenditure ledger. The entries are:

Dr. 41 Estimated Appropriation Augmentations

Cr. 44 Appropriations

Dr. 44 Appropriations

Cr. 45 Allocations

The schedule of revenue augmenting appropriations is posted as a

credit--i.e.,plus (f) allocation to the unrealized allocation account.
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0900..0912

0220ACCOUN EUCUMBRANCES, AND EXPENDITURES

This section describes the procedures required to process requisition,

encumbrance,and expenditure documents through the system.

0910 Preauditinr

Requisition, encumbrance, and expenditure documents are processed

promptly so procurement is expedited and accounts show current balances.

0911 Requisition Documents. Requisition documents are processed as

follows:

1. Doeumentsdre pin-stapled with the accounting copy'
on top.

2. Dotuments are reviewed for compliance with legal and
administrative requirements and for propriety of
expenditure.

3. Account codes and amounts charged to each account
are checked.

4. The accounting copies of the requisition documents are
initialed to show that they were preaudited.

After this examination, all documents approved are sent to the control

clerk who prepares the batch control sheet and merges the requisition

documents with the other types of documents.

0912 Encumbrance Documents. Encumbrance documents are processed as

follows:

1. Documents are pin-stapled with the accounting
copy on top.

2. Documents are reviewed for compliance with legal
and administrative requirements and for propriety
of expenditure except where, as on purchase orders,
such review was made at the time the requisition
document was edited.

3. Account coding and amount charged to each account
are checked.
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0912-0913

El

4. The numbers of the requisition documents being
liquidated. are checked.

5. Wherever it is necessary, as on purchase orders,
the amount being liquidated with respect to the
requisition document is computed and entered on the
accountin2 copy of the encumbrance document.

6. The number of the liquidating document, amount of
the liquidation and the date under which the
encumbrance document is to be posted to the

. _allocation and expenditure ledger are entered in .

the record of liquidations on the accounting
copy of the purchase requisition.

7. The new outstanding balances of the documents
liquidated are computed.

8. The accounting copy of the encumbrance documents are
initialed to show that they were edited.

El

After this examination, all encumbrance documents, approved are sent

11to the control clerk.

0913 Expenditures. Invoices are received in three copies by the Division

of Audits and Accounts. Invoices are checked against the pending file 11

of encumbrance documents if they require liquidation of encumbrances.

If an invoice is for a type of expense on which receiving reports are
11

made but no receiving report is in the file of pending encumbrance

documents, the invoice is filed next to the encumbrance document to which

it relates. The person who should have received the services, materials,

supplies, or equipment is notified that a receiving repott must be

submitted immediately if the items have been received. Invoices for

telephone, utilities,liostage, and freight must have the approval of

agency personnel concerned. Approval is indicated by signature on the

second copy of the invoice.

After proper evidence of receipt of goods or services is received, the

invoices are processed for payment as follows:

1. Invoices are pin-stapled (sequence: second copy,
original copy, third copy) with the accounting copies
of the encumbrance documents attached to the second
copies of invoices.

11
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0913-0920

2. The second copies of invoices, which serve as the
accounting copies, are stamped with a voucher
processing grid. This provides lines for
initialing to be certain financial editing processes
are completed:

3. Direct payment invoices are posted to a vendor
direct payments record to determine that they
have not been paid previously.

4. Cash discounts are computed.

5. Required processing and accounting information is
entered in the voucher processing grids.

6. The amount of the liquidation and .ae date under
which the document is to be posted to the allocation
and expenditure ledger are entered in the record of
liquidation on the accounting copy of the documents
liquidated.

7. The new outstanding balances of the documents
liquidated are computed and recorded in the record
of liquidation.

8. Accounting copies of the invoices are stamped with
the number of the voucher in which they are to be
included.

The documents are forwarded to the control clerk for the following

processes:

1. Compute separate totals for the amount of requisitions
liquidated, the amount of encumbrances liquidated,
and the amount of expenditures.

2. Uerge expenditure documents with other documents.

0920 Postinraocumeas

The documents in the batch are keypunched and key-verified and the cards

are forwarded to the data processing center. Source cards are processed

by the center to generate a transaction run which is verified with the
, -

batch control totals. After the transaction run is verified, the tape

is processed by the center to update the ledgers and produce the

reports of the various ledgers affected.
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0920-0930

If the posting of any document creates a negative available balance at

the organization level, the document cannot be processed. The posting

which caused the negative balance is reversed, and the document is

removed from the batch.

0930 Release and Distribution of Documents

After the posting of the batch hag been proven, vouchexis are prepared

from invoices processed. The original and third copies are sent to

the State comptroller. The second copies are retained by the Division

of Audits and Accounts.

Other documents are distributed as follows:

I. Requisition and encumbrance documents on which
complete or final liquidations were made are
filed in closed files numerically by document
number within each type of document.

2. Partially liquidated requisition and encumbrance
documents are returned to the pending files.

eo:
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1000-1020

1000 ACCOUNTING FOR OTHER TRANSACTIONS

This section considers those transactions not discussed in ?receding

sections of this manual., The following subjects are reviewed in the sub-

sections correspondingly numbered:

1010 Accounting for Vouchers Payable

1020 Accounting for Payrolls

1030 Accounting for Restricted Receipts

1040 Accounting for Prior Year Encumbrances

1010 Accounting_ for Vouchers Payable

The credit balance of general ledger Account 21 Vouchers Payable reflects

the total of vouchers in the offices of the state comptroller and

treasurer. The credit mounts entered on the batch control sheet

represent the amount of vouchers forwarded that day to the state

comptroller.

The batch control sheet summarizes all vouchers posted as expenditures,

prior year payments, and payment of restricted receipts.

When the Division of Audits and Accounts receives a notice (disbursement

notice) that the treasurer has paid a voucher, the procedure is as

follows: .
AI .

1., The accounting copy of the voucher is noted with
the number and date of the disbursement notice.

2. The amount of vouchers paid is entered on the batch
control sheet.

102.0 Accounting for Payrolls

Payroll charges for the State Department of Education are recorded in

the allocation and expenditure ledger from the payroll vouchers. Payroll

vouchers are summarized by cost centers, organizations, and appropriations.
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1020-1032 El

In order to obtain the program-oriented cost information for the Depart-

ment,

El

it is essential that personnel -record their time by cost centers.

Payroll time cards are distributed to all employees at the beginning of

the pay period. Supervisory personnel are responsible for reviewing

payroll time cards before., they are forwarded to the Division of Audits
Ei

and Accounts for payroll processing.

Payroll vouchers are batched with other expenditure transactions that El

affect the allocation and expenditure ledger.

El

1030 Accounting for Restricted Receipts

Restricted receipts are trust and agency moneys which are accounted

for within the general fund. These include federal grants for which the

State Department of Education acts as an agent in transmitting the

grants tolocal systems.

1]
Restricted receipts are controlled by general ledger Account 33 attejlt

for Retitriagielliets. A subsidiary ledger is maintained by organiza-

tion, cost center, and objects of expenditure for each type of restricted

receipt:.

1031 Accounting for Receipts. Restricted receipts are recorded as follows: El

Dr. 01 Fund Balance

El
'Cr. 33 Reserve for Restricted Receipti.

The receipts are posted as an increase in the allocation column *of the
El

restricted receipts ledger accounts affected.

1032 Codlag Restricted Recei t TstmE. All transactions affecting

Elthe restricted receipts allocation and expenditure ledger are coded

as follows:

Fund nuartment Appropriation Year Organization ()bleat. Cost Center

01 04 9X X XX XX XXX

11
Restricted receipt accounts are coded from 90 through 99 in the appro-

priatieu column of the account code grid.

11

11
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1040-1044

1040AccountineY for Prior Year Encumbrances

The credit balance in general ledger Account 31 Reserve for Prior Year

Encumbrances is initially established at the close of each fiscal

year. This reserve is required to cover the liabilities represented

by outstanding encumbrances chargeable to the appropriation for the

fiscal year then ending.

1041 Establishing the Reserve. After closing all operating and budgetary'

accounts into the general ledger Account 61 Budgetary Clearance at the

close of the fiscal year, the bureau of audits and accounts prepares

a journal voucher to establish Account 31 Reserve for Prior Year

linegmbrances. The entry is as follows:

Dr. 61 Budgetary Clearance

Cr. 31 Reserve for Prior Year Encumbrances

1042 Accounting for Payments. Payments of prior year encumbrances are

handled in much the same manner as the payment of other encumbrances.

The entry to record the payment of an invoice is as follows:

Dr. 31 Reserve for Prior Year Encumbrances

Cr. 21 Vouchers Payable

1043 Accountingforjapsei. When it is determined that all balances

remaining in Account 31 Reserve for Prier Year Encumbrances are to be

lapsed to the general fund, the following entry is recorded:

Dr. 31 Reserve for Prior Year Encumbrances

Cr. 01 Fund Balance

1044 Coding Prior Year Encumbrance Transactions. All transactions

affecting the prior year allocation and expenditure ledger are ceded with

the complete 14-digit account code. The year in which the fiscal year

ended is recorded in the appropriation account code grid of the transaction

documents.
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1045-1045

1045 Prior Year Encumbrance Allocation and Exelnditure Subsidiary Ledger.

The reserve is initially posted as an increase in the allocations

column and as an increase in the encumbrance column. Payments are posted

as an increase in the expenditure column; liquidations as a decrease in

the encumbrance column; and the excess of the liquidations over payments

as an increase in the available balance column. Lepses are posted as

a decrease in the allocation column and a decrease in the available

balance column.
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1100-1112

1100 POSTING TO THE GENERAL AND SUBSIDIARY LEDGERS

Transaction documents described in Section 0700 of his manual are

the source entries to the ledgers maintained in the Division of Audits

and Accounts. The documents are posted in detail to the subsidiary

ledgers and in summary form to the general ledger. The accounting and

reporting processes are designed to produce accounting reports with the

minimum of additional effort and, to the extent possible, as a by-

product of the accounting system.

1110 Controls to Assure Accuracy

Accuracy in posting is assured by determining preestablished posting-

run totals and by verification that documents are posted to indicated

accounts.

1111 Posting Dates. Reconciliation problems arise if posting dates are

not strictly observed. All documents are preaudited on one day and

posted under that date on the next working day. In preparing for

transaction runs, the control clerk arranges all documents for a single

posting date.

1112 Batch Control Sheet. To effect internal control of accounting

documents and to prove posting to the computer-produced subsidiary

ledgers, a batch control sheet is prepared. The control clerk sorts by

document groups all documents approved by the preaudit clerk for posting

to the subsidiary ledgers. The control clerk runs an adding machine

tape on the documents in each group and enters the totals in the appro-

priate columns of the batch control sheet.

After the documents have been processed by the computer center, a

transaction run is produced and forwarded to the control clerk for

verification. After the transaction run is verified by the control

clerk, the transactions are processed by the computer center and the

subsidiary ledgers are updated.
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1113-1113

1113 Proof of Posting. After all items have been processed through the

computer, the daily reports. are prepared and forwarded to the control

clerk. After the control clerk has verified all transactions listed on

the daily reports with the batch control sheet, the batch control sheet

is posted to the general ledger.

fl

0

11

":
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1200 CLOSING PROCEDURES

1200-1230

At the close of the fiscal year, all operating and budgetary accounts

are closed out to Account 61 Budgetary Clearance and certain reserve

accounts are established. This section describes the procedures required

to close the records and accounts of the Department of Education.

1210 Types of Appropriations

The following types of appropriations are involved in the closing

procedures:

1. leplableAp.p_upsiLitions. Appropriations authorized
for a specific period, usually a fiscal year. The

unencumbered portions of the appropriations lapse

at the end of the fiscal year. The encumbered

portions of these appropriations are carried
forward into the new fiscal year as a prior year

encumbrance.

2. Restricted Receipt Accounts. These are trust
and agency moneys which are not lapsed at the end

of the fiscal year. The balances are carried forward

as a liability of:the general fund.

1220 Establishing Encumbrances

All items which are properly chargeable to "lapsable" appropriations

must be disbursed from orencumbered against the appropriations by

June 30. All unencumbered balances lapse on that date.

Thus, before June 30, it is necessary to establish encumbrances properly

chargeable to current appropriations.

1230 Accounting for Closing the Fiscal tear

The Division of Audits and Accounts prepares a journal voucher to close

credit balance accounts in the amount of their respective balances:
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1230-1230

Dr. 41 Estimated Appropriations Augmentations

Dr. 42 Revenue Received..

Dr. 44 Appropriations

Dr. 45 Allocations

Dr. 47 Reserve for Requisitions

Dr. 49 Reserve for Encumbrances

Cr. 61 Budgetary Clearance

Next, a journal voucher is prepared to close debit balance accounts in

the amount of their respective balances:

Dr. 61 Budgetary Clearance

Cr. 46 Requisitions

Cr. 48 Encumbrances

Cr. 50 Expenditures

After the closing entries have been prepare4.4 journal voucher is

prepared to establish necessary reserves:

Dr. 61 Budgetary Clearance

Cr. 31 Reserve for Prior Year.Encumkrances

For. outstanding encumbrances against "lapsable" appropriations.

Next, a journal voucher is prepared in the amount of the lapsable

appropriations not encumbered. This represents the balance 3.n Account

61 Budgetary Clearance, after all operating and budgetary accounts

have been closed into the account and the prior year reserve account

has been established. The entry to record the liPses to appropriations

is:

Dr. 61 Budgetary Clearance

Cr. 01 Fund Balance
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1230-1230

When the operating and budgetary accounts have been closed, the reserves

established and the lapses recorded, a trial balance is prepared

entitled "Trial Balance After Closing." This trial balance shows the

following accounts, where applicable:

Debits

01 Fund Balance 21 Vouchers Payable

11 Petty Cash Advances 23 Advances from State Treasury

31 Reserve for Prior Year Encumbrances

33 Reserve for Restricted Receipts

Trial Balance After Closing01.1
Credits
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Appendix I

DESCRIPTION OF GENERAL LEDGER ACCOUNTS.
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DESCRIPTION OF DIMENSIONS AND CATEGORIES

Proposed Dimensions, Categories, and Codes

Several dimensions should be used in uniform fashion by all

state education agencies. Proposed dimensions, .categories, and code

numbers are presented below. The dimensions for which uniform use is

recommended are the following:

1.. The USOE code of "program functions."

2. Function: major functions and minor or subfunctions.

3. Clientele.

4. Purpose.

5. Subject matter.

6. Instructional level.

Any number of additional dimensions may be employed by each

state education agency, and such additional dimensions may be

supplemented, supplanted, or modified from time to time, as deemed

convenient by each agency. The use of three types of additional

dimensions is discussed below; the three are the following;

7. Longevity of cost center.

8. Funding Plan.

9. "Program" dimensions.

Function. The Maryland State Department of Education undertakes

to achieve its varied goals by means of efforts invested in a few basic

types of work. These have often been referred to as "function," and

that usage is relied upon here. (In Handbook IV--on staff accounting- -

of the USOE series, "service area" is used in lieu of "function,"

and "area of responsibility" in place of'bubfunction.") It is a function
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of the Department of Education to study education in its state, for

example. It is a function of the education department to provide

technical assistance to other educational units within the State. It

is a function of the Department to dispense material and financial

support to other educational units.

The number of functions is a matter of definition, of course.

One study distinguishes between three classes of functions: regulatory,

operational, and leadership functions.
1/

In that format, the "leadership"

functions include planning, research, advising or consulting, coordinating,

and public relations; the "operational" functions include the provision

of services to individuals, the conduct of schools or classes, and the

management of cultural and educational institutions or programs of

service; and the "regulatory" functions are accreditation, certification,

and licensing.

The chief state school officers devised a somewhat different

set of "functions," which has been incorporated into USOE forms related

initially to Title V of the E.S.E.A. In the CSSO format, the functions

(somewhat abbreviated here) are: general administration of the agency;

research and development; prOvision of material and financial support

to other units; provision of technical assistance on instructional

matters; provision of technical assistance on administrative matters; and

operation of facilities, schools, programs, and services. When this format

is set in the context of an accounting system or a reporting system

regarding department of education expenditures, other "nonfunction"

categories are required to complete the financial nicture: the coats

of general overhead and.employee benefits and the value of material

and financial support dispensed to.:other -educational agencies.

This study essentially accepts the CSSO format. The data

generated by a satisfactory information pystem, however, also should be

susceptible to regrouping into alternative "functional" classifications.

1/
Citation given in note (1), Chart A-2, below.
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Two points deserve further discussiGn. First, any classification

of the Department's work into 10 or a dozen "functions" is relatively

arbitrary and produces very broad groupings; such classification formats

therefore yield readily to further subclassification and refinement

whenever needed. Second, a given "function" may be performed by the

Department for each of several goals or purposes, in attention to many

different problems, for the sake of many different clienteles, motives,

tasks, etc. Analysis by function, therefore, is independent of analyses

by other dimensions.

Analysis by function is useful and informative. The department

of education's information system, accordingly, must be built with the

capacity to respond to inquiries oriented to a classification by function

or subfunction.

The following pages contain two closely related versions of the

dimension "function": first, the USOE code of "State Education Agency

Program Functions" and, second, a more narrowly one-dimensional code of

major functions and subfunctions.

Clientele. Educational activities serve various categories of

people who, for one reason or another, can be viewed as separate groups.

Each group may require separate attention. To view people in these

groupings opens a line of inquiry that may ignore such factors as instruc-

tional level in order to ask: what part of the Department's attention is

devoted to children who are extraordinary in one respect or another? or,

what part is devoted to a population confronted by one or another special

problem? The department of education's information system must contain

the capacity to.respond to inquiries. about the Department's attention to

such identifiable clienteles within the population.

Purpose. "Purpose Pursued by Educational Effort" is another

valid and meaningful dimension on which to array data ragarding the

Department's work. As used in these discussions, "purpose" does not

refer to the overriding goals, purposes, or objectives of the state educa-

tion agency. . It refers rather to the questions: for what reason do people

go to school? or, for what reason does the educational system offer

specified opportunities for schooling?
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One "purpose" (in this sense of reason or motive) leads educators

and students into job-oriented, marketplace-oriented educational

activity. For another part of education effort, the primary purpose

(in this sense of reason or motive) is the cultivation of civilized

citizens. For yet another portion of the total educational enterprise,

the primary purpose is the rehabilitation of persons who, in another age,

would merely have been discarded, or the assimilation into society of

persons who might otherwise remain on its fringes (e.g., for ignorance

of the English language, for unfamiliarity with urban living, for

inability to read and write, etc.). It is inevitable and reasonable

that questions will be raised regarding the extent to which the

Department's attention is invested in support of each of these purposes.

It is therefore necessary that the Department's information system be

built to supply responses to such questions.

Subject Matter. Similarly, educational programs impart

instruction in various subjects, i.e academic disciplines, skills,

arts, crafts, etc. This creates another separate line of inquiry;

what part of the Department's attention is devoted to each subject or

category of subjects? The Department's information system must be

equipped to yield responses to such inquiries.

Instructional Level. The basic large-scale task of an educational

system is the education of children and adolescents, in preschool,

elementary school, and secondary school programs. The most obvious line

of inquiry regarding the department of education's work, therefore,

emphasizes the Department's attention to each of the principal instructional

levels: what part of the Department's '.attention is invested at the

preschool level, the.elementa6 grade level, the secondary grade

level, the postsecondary level, respectively? The Department's informa-

tion system, clearly, must be capable of responding accurately to such

questions.

Longevity of Cost Center. It is advantageous for management to

be able to differentiate cost centers in terms of the probability of their

continuing existence. A cost center that represents the Department's

11

11

11

0

0



www.manaraa.com

II -7

"front office," for example, is expected to remain on the books indefinitely

and must be included in budget projections into the future. On the other

hand, a cost center that represents a "one-shot" short-term project

can be deleted from such projections because its early demise is readily

predictaUe. The life expectancy of each cost center can be estimated

with reasonable accuracy.

The estimates of "longevity" can be reduced to a few uniform

categories within a dimension. The proper categorization can be added

to the record of each cost center. When required, reports can be

generated which indicate the extent of the future commitments that already

are built into the agency's current program of work.

Reports on this basis are useful to the agency, but not necessarily

for purposes of exchanging information with others. Each agency can

elect whether to use this dimension and, if it is to be recorded, can

devise categories that are suitable to local circumstances.

Example:

Code Category

1. Cost centers scheduled for termination this year.

2. Cost centers scheduled for probable continuation
into next year, but subject to review.

3. Permanent.

Fundinet Plan. In effect, each "funding plan" is a sub-budget
utilized to establish the connections that link together (1) a specified
segment of the expenditure plan and (2) the revenue item(s) that are
deemed to support that segmeni.. When several cost centers are involved
and when several overlapping revenue items also are involved, a funding
plan may be quite a complex statement; under other circumstances, a

funding plan may simply record the fact that one specified revenue item
is linked to one specified cost center.

Each cost center is linked to one funding plan, whether the plan
is complex or simple. Each funding plan is assigned an identifying
number. Assignment to funding plan becomes an added basis for the
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classification and grouping of cost centers: the dimension may be termed

"assignment to funding plan," and the' identifying numbers of the

several funding plans may be regarded as categories.

"Prorrram" Dimensions. The word "program" has so many meanings

that its use becomes somewhat dangerous. In any given context, the

word's meaning is likely to be clear enough; in virtually all usage,

"program" refers to some substantive portion of operations. However,

the phrase "a program" is a most ambiguous expression, unless a limited

and explicit meaning is assigned to it arbitrarily.

Each cost center is a component of the department of education's

total "program." At one level of abstraction, in fact, each cost center

may be referred to as "a program."

However, an agency may record hundreds of cost centers in its

accounts. It is awkward to suggest that the:agency conducts hundreds of

programs. Appearing before a legislative committee, for example, the

state superintendent scarcely would choose to begin to enumerate all

cost centers, one by one.

At various times and for various reasons, it is extremely useful

to combine cost centers into clusters and to regard each cluster as

"a program." When cost centers are thus grouped--in terms of any rational

basis--it is perfectly reasonable to term each cluster "a program."

In this sense, every dimension is the basis for enumeration of

one version of department of education programs, and every category

in effect becomes the title of one program, Thus, when cost centers are

arrayed.on the basis of their categorization by level.of instruction,

the resulting clusters of data represent "the elementary program,"

"the secondary education program," and so.forth. When they are arrayed

on the basis of their categorizations by subject matter emphasis, the

resulting clusters represent another version of "the Department's programs."

Thus utilized, "programs" are not mutually exculsive, of course;

they represent various manners of perceiving and describing the same

total of work. For example, some portion of "the elementary education

program" is simultaneously a part of "the science and math program."

El

11

11
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The department of education may choose to devise further versions

of "program" arrays. For example, when he appears before the Department

of Budget and Procurement, Governor and cabinet, or state legislature's

appropriations committees, the state superintendent may find it

advantageous to depict the Department's operations as being comprised

of a half-dozen major, dramatically labelled, high-impact "programs."

Each such program might encompass, in fact, dozens of cost centers.

When the state superintendent discusses such matters with the

Board of Education, on the other hand, it may prove advantageous to

identify more "programs." The Board, after all, is likely to be

more knowledgeable about the work of the Department than is the

legislative committee, and the Board is likely to expect more detailed

data than a legislative committee is willing even to tolerate.

Therefore, for purposes of the Board's review, it may be

desirable to depict the Department's operations as being comprised of

some larger number of "programs," more than the legislature's half-dozen,

but still fewer than the total number of cost centers.

The state government may undertake to place its entire budget

on a "program basis." The state budget may be divided into a limited

number of "programs," each of which represents a wide swath of total

governmental operations. Most segments of the education department's

work may fit into one such program; others, however, may be relatively

dispersed, For example, one government-wide program may be "education,"

and the bulk of the department of education's work may fit therein;

but another government-wide program may be "regulation and licensing,"

and substantial segments of the Department's operations may have to be

so classified.

These few examples suggest a series of "program dimensions":

(1) a very compact set of programs, suitable for presentation to the

legislature; (2) a somewhat larger set of programs, suitable for

presentation to the Board of Education; and (3) the set of programs

chosen by the Department of Budget and Procurement for expression of

government-wide operations. Just as each cost center is categorized
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to indicate its placement as perceived from the point of view of the

other dimensions, each cost center may be categorized in terms of its

placement within each version of "program," if such versions are in

fact adopted.

The number of "program dimensions" is not an important matter,

for the addition of a new dimension is unlikely to increase the volume

of work or the difficulty of systems operations. When a new dimension

is recognized, each cost center must be categorized, and the code

number that corresponds to the category must be recorded in the master

record of the cost center. When reports are to be prepared on the

basis of any such dimension, cost centers can be grouped as needed,

on the basis of the categorizations previously recorded, and group totals

can be developed.
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Chart A-I (continued)

STAT! fOUCATICK ACINCY PROGNAM PWTIOHS
-POIA UWST$IN

CSINS. [ CA?1I

41*.N1 &.ss..k. ISP.J1O 4.sè

41l.02

4*3.113

4*1.114

4l*.l5

4*1.070

411.110

411.130

4*3*00

4*1.110

411.120

411.131

4*1.141

41L0

41.*I
4k1.rs

411.130

43*130

411.200

41*210

4*3.300

t*.3I.

411.320

4 11.331

411.333

413.340

411.330

4*1.30

413.370

4U.375

421.3$

411.1111 -.

cI,k. k_4 .f.s* 411.1101

-U-___
GS.IN$V (ps,.su. ..1á
4fl.110).4s.______

fl.w (vsd.uuly 411.0W

-5.

Oes OJLL* - .1..d. 411.0W

m*k., jisss

'w.* Scl.sss., -,

bl.sI s 1eI.sy £d.s!... Thlws
Edwcsd, PW.Ic.* 54.5.4... s.4
*.cs.ssIs., s. ________

l.deswl.1 Ass..-.

A1ckws, i4..______

II... Icues,-5._

Nsip.usi ThIsis

1..!.... listed.., Nes-Vesesinc'.

Office O.tspsd.ss

T,s4 s.d k4..uW I4-.8.

Ihskh Occupla.

DIssilkul.. s.d Msibsd.i

Tscka1 (Air1,.

$s4..t1 es ZIsiS.dSS* DI*IdllsSSpSd
(J n4.4411J11)
Ie.lc Uwiscy Pr.sl.0 (pceslcst

411 .311)

$ps.W listed..

O.,..sl D4,scth. si
Cs..ulsssl,e, s.d T...1 Au4.s.

4.c.d...Iy .s4.4 41 1.303)

NsusMy huMid t'p.Misidy.0
.1.54. .flJCZ)

1 4stthsIy -
.f..è 411.3011-
DuE 4iJ...sIy pest4.s* 411.30?)

VIustil, $.sdkeip,id (PLJJI1,?*
j.s.k411J12)

(r3.ssUy DIiesh. 4uMisu1 D
./e.è 411.30?)

C.lpplid (pesi.s.y pssi 4i14.

4flJ0?)

0th., H.skh i.ps*..J

s.d Tslns.4 qcesAu.Jy udid
411.30$)

1 PUNCTISM

CSSM NI.

I 411.331

I 4nWesuIp ..ài4UJW

411.411 kh.uI Ubessy SuM..., p.4..

412.4*0 A.dlM..s1 Sunless, p.4..

41*420 T.esh s.d Oes las.iud...I
M.ud.k. p.4.. -

412.130 CE.e ss1sl!sied ststd...I SuWsee
S.nW. AN. (Sp.M

431* PapE Pev.suM Sessk..

431.111 PsplI A.ssu.dup aid Aewu4.aee, s.d
Visidas Testis.. .4 SpeW V..i
Sunk..

431.200 Pupil G4d.ac, s.d Css...Uag SuMs..

431)00 Pupil Nesish Sunless

431.401 Pupil P.pclthl..1 $.nE.s;i

431.300 Otis. (Spec1y)

*1.000 *4 C...d A.rJ.sc. is
D.sid.iup Ms C..p1.sMs. if PssIu.Nast

Su.ff. ifLsd X.k.i Ag..ci..

01.110 Pseesnic, Od..s.eles s.d Trslslup

413.200 Ssbh.tical List. Pssoi...

413.300 F.U.w.hlp., TteMss.hlp., h.ssa.blp.

*1.410 1uds.ce, Is.h.hups, Cs.ts.e.c..,
Spscl.1 Cswes.

01.500 0th. (Sp.)

OMOD 0e.. Lutirs3 's..UstA. *4
1*4...-L.c4 Xbu%Li Asa.d.. ,

L.1.1* .f Is*u..4L. (SpuE/)

300.000 IZA$NIIIIP. COISULTATIVE. AND
TEOI30CAL $55 V)CU TO LOCAL
soucrncti A4EIE ros mi
30P50V30K? OP ADN!4ITI1V5
ASPECTS Or EDINAiiCN

501.000 G....d D*stMs. ./Lju19. C...
*4 T..chScdAceistun. S.v.k..

S. L.cd I4.*4es gunAa 1.' 11s..

- ./#S-'Pl,. Aqeci. 'I &AitWa..

511.000 Spec dAupwh ifiP.
itdM.dredte. *4C,._.Msa .fL.c.I
14.ea Agnes..

5*1.100 D1.uln s.d Scheid O,s.lss.*es sad
Adid

511.200 SuhuE PIes. .eUkk.

511.300 Pupil Tsa.ipessad.s

5*2.411 $4,ss*Ls.cb

511.i0 tpelr1ceI Spn*c.,, 3.c1ei D.
Pnuulia

511.400 PIsastlid aM 1.4.... Ms.ape...s

311.700 Otis. (Spedfr)

9 loOt, L*4.,sh *4 C.unluMs. A)isdalne. is
plu Ms C..p.ss.iss .1 Dlk.

WEdS ,t4uiM*js *4
SMff

9*.IUG P,.cenli. O.lsMes *4 TesWq

51.200 $sih.slcel I..,.

331.300 P.Uunbips, TIa.,.iIp.,lsts.esWpi

NSSN PUNCTSSW

CA?ISuY

$14II i1?fr1

O. e..s.kihe, i TIS.4uE
S.*si 145d X4.c.1A. ApestE.. - i.e.

Iup_m .IAAMs.A.A.sts. I,
1t±. ISp..Sfr)

40* STATE D(PAR1IWIT OPERATED
PACIUTIES, 10101)3.0, P50c5*,
AND $5RVlcES

401.10 5.1*4 A.srrstti,. i4es.sdug. *4 C0s&L
01.111 £lsssasalyud kc*4ay Scb*4.
01.330 Pe.u.un.Aiy Iac1ir 45kg.. *4

UMis,.iis. kg
Mk. qese)

01.30 C.Nes. *4 UM,eukie.

4I1300 0th, (Sp.c.,IyJ

411.000 ups.Mig TncAc esis. Pr.guns

411.100 ksdutI..4 Pups..

411.210 Ss.d.st Ysacilup Pcgt...

411.30 Osh.rfSp*4/y)

421.000 ad LisuMup

42*100 01 kissI P.e.ss..I

2I.3O 01 Nne&.,1 Pw..sesl

431.000 $.cWSclssJ.

434.000 C.Uqu ê

401.000 &dSmA.d Ts:eslas.

51.O0I VeiaS.-uS R.4.WistAi

401.050 )s.i Csl P.upne. *4 Ss.sIc,a

401.10 es.. Uiswy

401.201 Pciuie LIW7 *4 LIh,.,y Esuasi..

SuM.,.

441.30 Nesuns

403.40 Ne.Ie, Ass, s.d D,unslc Ass.

401,501 Cii.. Sp.clal C.kwaI P,.5e..i (Specify)

471.000 Pk tcklunkg *4A.ui.t*c, Pesgrne
47 1.100 ki.Wcilp. s.d Otis. 3k.., Psssm.

7l.301 Wsti4sudy Ps.p...

401.000 CMS D./.e.. 1dSc415e

41.000 Pisti A..is.a.. S. ismciaes Ssif/N..k,.
if L.cid (MM.. Agnciss *4 Sth..t. fop

PNWW.. a41.s*4cs Di.s kgunst

01.100 P,nenks Olsstat*s. ..d"flslsiup.

01.200 SuhiMlisi 2.....

01.30 F.Uunhips, TM.s.shipi.,,Ises.a.hIps,

St .5Nt*

01.400 Oti.r($pec4y)

413.010 0.1., last. Dqr.is.w Op.cmad F*4kiu,
1.1*4.. P,rg.ne. *41*4... (Specify)

110.000 NERAL (UNALLOCATED) PUNCT!OElS
(Specify)

40.111 I EMPLOYEE wsrrrs EWHSN NOT
I ALLOCATED A30NG THE FUNCTIONS)

310,40 1 o'ii STATE EDUCATIONAL ANCY
I P1OAM PISICTIONS (Specify)

I

I

I

I



www.manaraa.com

11-13

Chart A-2

DIMENSION: MAJOR FUNCTION (1)

Categories

100 General Administration

200 Providing Material or Financial

Support and /or Service (3)

(Observe that major functions
200, 400, and 500 are closely

related; each represents De-
partment of Education efforts

that are intended to Aid'the

programs of other educational

units.)

300 .....y.i.SttldPat____AltlitIDeVelOins
and Evaluating Educational
Phenomena

400 Providing Technical Assistance

re Instructional Matters

500 Provi
re Administrative Matters

ding Technical Assistance

600 Operating Facilities, Schools,
Programs. and Services

7

(Observe that the following
ategories are, in a sense,

"nonfunction" items; the

first represents portions of
the "cost of doing business";
the other is a meacure of one

segment of the agency's "vol-

ume of business.")

00 General UnallocatedImmate (2)

800 Value of Money and Material

Distributed to Other Units (3)

IMP

ObserEglimaefinitionstgyments
(1) Note that the eight major catego-

ries enumerated correspond to the

major categories of "program
function" per USOE forms OE 5164-C

et al.. 'They are believed to be

virtually all-encompassing; ac-
cordingly, no "Other" category is
listed, but an agency of course
can open andadd a category to
accommodate work not otherwise

provided.for. Note also that

these eight major categories--
and subcategories to be defined--

accommodate the categories iden-
tified in Fred Te, Beach, The

Functions of State De artments
of Education (Federal., Security

Agency,-Office of Education-,.

1950).

(2) Such overhead items as power, heat,

spaCO, etc., may be unallocated in

many accounting systeMs,

charged to specific organizational
units, functions, programs,' etc.

Note that the variations in prac-
tice with respect to this matter

could make interstate comparisons
of data extremely difficult; for-
tunately, most items involved can
be screened out for purposes of

comparison, on the basis of "ob-

ject of expenditure" claseifica-

tion.

(3) Some expenditures made or author-.

ized by the Department of Educa-
tion are not a part of the costs
of operating the agency; rather,
they reflect the value of money

and material that in distributed

via the agency to other units.
The expense of the distribution
process is a department expense.
Hance, two separate categories of

function: numbers 200 and 800.
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Chart A-3

DIMENSION: MI% AND MINOR FUNCTIONS

100 General Administration
.

Gatekories

110 Department of Education
120 Executive office of the State Superintendent of Schools and immediate staff

130 Departmental internal administration
140 Departmental internal supporting services

190 Other

200 Providing Material or Financial Sumati...111dforSeryie

201 Administration
210 Distribution: financial.aid

220 Distribution and services: textbooks, instructional materials, and equipment

230 Distribution: property

240 Distribution: ommodities
250 Statistical and data processing services

290 Other supporting services

300 Study, Pl4nning, Developing. and Evaluating Educational Phenomena.

301 Administration
310 Comprehensive: general surveys and studies

320 Specific aspects: other than curriculum

330 Specific aspects: curriculum research and development

340 Information on the condition, needs, progress, and imptimement of education:

collecting, interpreting, and disseminating

390 Other

400 Providin Technical Assistance re Instructional Matters

401 Administration
410 Generalized services

Special services:

420 Curriculum
430 Methodology
440 Tests and testing.

450 Learning resources

451 Library

452 Instructional materials development

453 Audio visual

454 ETV

460 Pupil personnel

490 Other
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Chart A-3 (continued)

Cate ories

500 Isoviding_Technical Assistance re Administrative Matters

501 Administration.
510 Generalized services-

Special services:
520 Personnel administration
530 Finance and business administration
540 Transportation
550 Health and welfare
560 .Food services
570 Data Processing
580 Facilities planning
581 Plant management
590 Other

600 Operating Facilities, Schools, Programs, and Services,

601 School accreditation, licensing, and chartering
610 Improving teacher education programs
620 Certification and licensing
630 Educational operations:
631 Schools
636 Colleges and universities
639 Other
640 Educational television
650 Vocational rehabilitation
660 Special cultural programs and services
670 Pupil scholarship and assistance programs
680 Developing staff competencies within agencies served: direct assistance to

individuals
690 Other

700 fiengral. Unallocated Exuense

750 Employee benefits

800 Value of Money_and Material Distributed to Other Units
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Chart A-4

DIMENSION: CHARACTERISTICS OF TARGET CLIENTELE

Categories Observations/Definitions/Comments

10 Typical "Student" Populations (1) Refers to populations not in the

11 "Regular" students only
typical pupil groups.

18

19

"Exceptional" students

All
(2) Also includes families of migrant

workers.

20 Social-Ethnic-Economic Populations (1)

21 Immigrants
(3) E.g., teachers in training.

22 Migrant workers (2)

23 Disadvantaged
24 Unemployed
25 Undereducated youth and adults
28 Other
29 All

30 Educators

31 Prospective (3)
32 Classroom teachers in service

33 Administrative and supervisory

34 Specialists and technicians
35 School boards

39 All

40 Nonschool Publics

41 General public
42 Commercial/industrial/labor groups

43 Civic/service groups
49 All

50 Miscellaneous Categories

51 All
52 Unpredictable combinations

53 None

54 Not applicable
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Chart A-5

DIMENSION: PURPOSE PURSUED BY.FDUCATIONAL EFFORT

Cate ori

10 General Schooling (1)

20 Work-Oriented Schooling or Training

21 All
22 "Technical"
23 "Occupational" (2)
24 "Professional" (3)

30 Work-Oriented Reschooling or Retrainint

31 All
32 Professional upgrading, refreshers, etc.
33 Occupational retraining

40 Education for Adaptation, Adiustment
or Assimilation

41 All
42 Physical rehabilitation
43 Basic, literacy or fundamental (4)
44 Other

50 Education for LeisureRecreation or
"Personal and Cultural Improvement" (5)

51 All
52 Personal care (6)

53 Sports, athletics
54 Hobbies, arts, and crafts
55 "Culture"

56 Family relations
57 Civil defense

59 Other

60 Miscellaneous Categories

61 All
62 Unpredictable combinations
63 None
64 Not applicable

Observations Definitions Comments

(1) Refers to general educational
programs, for typical students
at all grade levels, aimed at
producing a civilized, literate,
"educated" society of "good men,

good citizens" and aimed also at
preserving the culture.

(2)

(3)

(4)

Usually secondary level or non-
collegiate postsecondary.

Usually higher education.

Refers to educational programs
for (among others): assimilation
of immigrants; adaptation to urban
living; adjustment calculated to
overcome social or cultural
disadvantage; etc.

(5) Refers largely to casual,

typically "noncredit," spare-
time, after-hours varieties of

educational programs of the kinds
often available at community-
oriented schools, colleges, or
centers; refers also to organized,
often competitive adjuncts to
general schooling.

(6) E.g., physical education, health,
etc.
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Chart A-6

DIMENSION: SUBJECT NATTER

Categories

AcideMie Discipline Areas

10 Humanities .(1).

20:_liththiMatics ata'Nciences (2)

30' Social sciences

!'Nonacademic" SubjeCts

40 Involving skills (3)

50 Involving crafts (4)

60 Involving special subjects (5)

70 Involving personal care (6)

Miscellaneous Categories.

91 All
92 Other

93 Not applicable

Observations Definitions Comments

(1) Includes art, music, language,

literature, etc.

(2) Includes physical, chemical, and

biological sciences.

(3) Includes typing, automobile driving,

etc.

(4) Includes automotive repairs, etc.

(5) Includes subjects applied to a
particular phase of life, e.g., to

agriculture, domestic sciences, or

industry.

(6) Includes physical education, etc.
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Chart A-7

DIMENSION: INSTRUCTIONAL LEVEL (1)

I/-19

Categories

10 Egeglementary Education (2-a)

20 Elementary Education (2 -b)

30 Secondary Education (2-c)

Postsecondary Education (3)

40 Collegiate postsecondary:
41 Junior or community college
42 Other college or university

50 Noncollegiate postsecondary (4)

60 All postsecondary education

80 Combinations of Instructional Levels

81 Prekindergarten through elementary
82 Prekindergarten through secondary
83 Elementary plus secondary
84 Elementary through postsecondary
85 Secondary plus postsecondary
86 All levels

Miscellaneous Categories

99 "None" or not applicable

Observations Definitions Comments

(1) Note that this is not a device for
classifying pupils in the schools.
It is a device for categorizing the
efforts of agency personnel: are
their efforts aimed at one broad
level of instruction rather than
another? Categories therefore are
rather broad, and specific grade
levels are ignored, on the assumption
that a component of the Department's
program is unlikely to be limited,
say, to the grade 5 level only.

(2) The first three categories distin-
guish two separate characteristics,
in fact; age groupings and conven-
tional grade-level groupings, as
follows:

a. Preelementary = infants, e.g.,
usual ages below 6.

b. Elementary = children, e.g.,
usual ages 6-13.

c. Secondary = adolescents, e.g.,
usual upper age limit 19.

(3) Postsecondary categories similarly
accommodate an age distinction as
well as an indication of level:
these categories refer to post high
school youth and to adults.

(4) Includes "adult education" of the
basic, literacy, etc., categories.



www.manaraa.com

Appendix III

COST CENTERS



www.manaraa.com

C
O
S
T
 
C
E
N
T
E
R
S

c;
-

-

lig a,
4,

N
O
.

N
A
M
E

4.
0

A
ki

 0
3

r
'
0
0
1

0
0
2

0
0
3

0
0
4

0
0
5

0
0
6

0
0
7

0
0
8

0
0
9

0
1
0

0
1
1

0
1
2

0
1
3

0
1
4

0
1
5

0
1
6

0
1
7

0
1
8

0
1
9

(
D
i
v
i
s
i
o
n
 
o
f
 
A
d
m
i
n
i
s
t
r
a
t
i
o
n
 
a
n
d
 
F
i
n
a
n
c
e
)

B
o
a
r
d
 
o
f
 
E
d
u
c
a
t
i
o
n

E
x
e
c
u
t
i
v
e
 
O
f
f
i
c
e
 
o
f
 
S
u
p
e
r
i
n
t
e
n
d
e
n
t

P
l
a
n
n
i
n
g
 
a
n
d
 
D
e
v
e
l
o
p
m
e
n
t
 
S
e
r
v
i
c
e
s

O
r
g
a
n
i
z
a
t
i
o
n
 
S
t
u
d
y

P
r
o
j
e
c
t
 
I
n
f
o
r
m
a
t
i
o
n
 
S
y
s
t
e
m

.

A
d
m
i
n
i
s
t
r
a
t
i
o
n
 
a
n
d
 
F
i
n
a
n
c
e
 
D
i
v
i
s
i
o
n
a
l

A
d
m
i
n
i
s
t
r
a
t
i
o
n

D
e
p
a
r
t
m
e
n
t
a
l
-
P
u
r
c
h
a
s
i
n
g

P
e
r
s
o
n
n
e
l
 
A
d
m
i
n
i
s
t
r
a
t
i
o
n

B
u
d
g
e
t
i
n
g

P
u
b
l
i
c
a
t
i
o
n
s
 
a
n
d
 
E
d
i
t
i
n
g

A
c
c
o
u
n
t
i
n
g

F
i
e
l
d
 
A
u
d
i
t
i
n
g

S
c
h
o
o
l
 
L
u
n
c
h
 
P
r
o
g
k
a
m
:
 
C
o
m
m
o
d
i
t
i
e
s

S
c
h
o
o
l
 
L
u
n
c
h
 
P
r
o
g
r
a
m
:
 
F
i
n
a
n
c
i
a
l
 
A
i
d

S
t
a
t
e
 
A
l
d
*
P
r
o
g
r
a
m
'

D
r
i
v
e
r
 
E
d
u
C
a
t
i
o
n

P
u
p
i
l
 
T
r
a
n
s
p
o
r
t
a
t
i
o
n
:
 
F
i
n
a
n
c
i
a
l
 
A
i
d

P
u
p
i
l
 
T
r
a
n
s
p
o
r
t
a
t
i
o
n
:
 
R
e
g
u
l
a
t
i
o
n

S
c
h
o
o
l
 
P
l
a
n
t
 
P
l
a
n
n
i
n
g

1
0
1
.
0
0
0

1
1
1
.
0
0
0

2
9
9
.
0
0
0

1
3
1
.
1
0
0

1
4
1
.
1
0
0

1
3
1
.
1
0
0

1
3
1
.
5
0
0

1
3
1
.
3
0
0

1
3
1
.
4
0
0

1
4
1
.
5
0
0

1
3
1
.
5
0
0

2
9
9
.
0
0
0

2
4
1
.
0
0
0

2
1
1
.
0
0
0

2
1
1
.
0
0
0

2
1
1
.
0
0
0

2
1
1
.
0
0
0

2
9
9
.
0
0
0

5
1
1
.
2
0
0

C
.
,

Pv

.
k
.

'
k
'

.
k

1
7

4
4
1

A
.&

4

i
s
t

41
,

1
1
0

5
4

6
1

9
1

8
6

1
2
0

5
4

6
1

9
1

8
6

2
9
0

5
4

6
4

9
3

8
2

1
3
0

5
4

6
4

9
3

9
9

1
4
0

5
4

6
4

9
3

9
9

1
3
0

5
4

6
4

9
3

9
9

1
3
0

5
4

6
4

9
3

9
9

1
3
0

5
4

6
4

9
3

9
9

1
3
0

5
4

6
4

9
3

9
9

1
4
0

5
4

6
4

9
3

9
9

2
4
0

1
9

6
4

2
1
0

1
9

2
9
0

5
4

9
3

8
2

2
1
0

1
9

9
3

9
9

9
3

8
2

9
3

8
2

2
1
0

1
9

4
0

3
0

9
3

9
9

1
3
0

5
4

2
1
0

1
9

6
4

9
3

8
3

2
9
0

5
4

6
4

9
3

9
9

5
8
0

5
4

6
4

9
3

9
9



www.manaraa.com

C
O
S
T
 
C
E
N
T
E
R
S

o
A

,
ft

14
,o 0

aN
T

N
O
.

N
A
M
E

0
2
0

(
D
i
v
i
s
i
o
n
 
o
f
 
R
e
s
e
a
r
c
h
 
a
n
d
 
D
e
v
e
l
o
p
m
e
n
t
)

R
e
s
e
a
r
c
h
 
a
n
d
 
D
e
v
e
l
o
p
m
e
n
t
 
D
i
v
i
s
i
o
n
a
l
'

A
d
m
i
n
i
s
t
r
a
t
i
o
n

1
4
1
.
1
0
0
4

1
3
0

0
2
1

D
a
t
a
 
P
r
o
c
e
s
s
i
n
g

1
4
1
.
4
0
0

1
4
0

Q
2
2

T
e
c
h
n
i
c
a
l
 
A
s
s
i
s
t
a
n
c
e
:
 
S
t
a
t
i
s
t
i
c
s
 
a
n
d
 
M
e
t
h
o
d
s

1
4
1
.
4
0
0

1
4
0

0
2
3

D
e
v
e
l
o
p
m
e
n
t
 
o
f
 
E
T
V

6
4
1
.
0
0
0

6
4
0

0
2
4

B
a
s
i
c
 
E
d
u
c
a
t
i
o
n
a
l
 
D
a
t
a
 
B
a
n
k

1
4
1
.
4
0
0

1
4
0

0
2
5

E
d
u
c
a
t
i
o
n
a
l
'
 
A
i
d
 
D
i
s
t
r
i
b
u
t
i
.
i
n

2
1
1
.
0
0
0
.

2
1
0

0
2
6

E
D
P
 
S
e
r
v
i
c
e
s
 
t
o
 
O
t
h
e
r
 
A
g
e
n
c
i
e
s

5
1
1
.
5
0
0

5
7
0

(
D
i
v
i
s
i
o
n
 
o
f
 
F
e
d
e
r
a
l
-
S
t
a
t
e
 
P
r
o
g
r
a
m
s
)

0
2
7

F
e
d
e
r
a
l
-
S
t
a
t
e
 
P
r
o
g
r
a
m
s
 
D
i
v
i
s
i
o
n
a
l

A
d
m
i
n
i
s
t
r
a
t
i
o
n

1
1
1
.
3
0
0

1
3
0

0
2
8

F
e
d
e
r
a
l
-
S
t
a
t
e
 
L
i
a
i
s
o
n

1
1
1
.
3
0
0

1
3
0

0
2
9

D
i
s
t
r
i
b
u
t
i
o
n
 
o
f
 
F
i
n
a
n
c
i
a
l
 
A
i
d

2
1
1
.
2
0
0

1
0

(
D
i
v
i
s
i
o
n
 
o
f
 
I
n
s
t
r
u
c
t
i
o
n
)

0
3
0

1
I
n
s
t
r
u
c
t
i
o
n
 
D
i
v
i
s
i
o
n
a
l
 
A
d
m
i
n
i
s
t
r
a
t
i
o
n

4
0
1
.
0
0
0

0
1

*
 
*
 
*

T
h
e
 
f
o
l
l
o
w
i
n
g
 
s
e
r
i
e
s
 
o
f
 
C
o
s
t
 
C
e
n
t
e
r
s
.

p
e
r
t
a
i
n
s
 
t
o
 
v
a
r
i
o
u
s
 
a
s
p
e
c
t
s
 
o
f
 
A
d
u
l
t

E
d
u
c
a
t
i
o
n
.

0
3
1

A
d
u
l
t
 
B
a
s
i
c
 
E
d
u
c
a
t
i
o
n

4
0
5
.
6
0
0

1
0

4P
iv

gk
t

A
.,

iv a'
ie

1
9

6
2

1
9

6
2

1
9

6
2

5
1

6
1

2
5
 
4
3

A
y

.4
9

9
3

9
9

9
3
.

9
9

9
3

9
9

9
1

8
4

9
1

8
6

9
1
.

8
2

9
3

9
9

9
1

8
6

9
1

8
6

9
1

8
6
1

9
1

8
6

9
1

5
0



www.manaraa.com

C
O
S
T
 
C
E
N
T
E
R
S

4 &
4:

.
V

*
..f

c, 4
.
0
)
.
 
S

.., et
& 17

le A
ir

i
N
O
.

N
A
M
E

4
V
o
s
a
l

0
3
2

G
e
n
e
r
a
l
 
A
d
u
l
t
 
E
d
u
c
a
t
i
o
n

4
0
5
.
6
0
0

1
0

4
1

6
1

9
1

5
0

0
3
3

P
a
r
e
n
t
 
E
d
u
c
a
t
i
o
n

.
4
0
5
.
6
0
0

1
0

4
1

5
6

6
0

5
0

0
3
4

C
i
v
i
l
 
D
e
f
e
n
s
e
 
E
d
u
c
a
t
i
o
n

4
0
5
.
6
0
0

1
0

4
1

5
7

6
0

5
0

0
3
5

G
e
n
e
r
a
l
 
A
d
u
l
t
 
E
d
u
c
a
t
i
o
n
:
 
F
i
n
a
n
c
i
a
l
 
A
i
d

2
1
1
.
0
0
0

1
0

4
1

5
1

9
1

5
0

*
*
 
*

T
h
e
 
f
o
l
l
o
w
i
n
g
 
s
e
r
i
e
s
 
o
f
 
C
o
s
t
 
C
e
n
t
e
r
s

p
e
r
t
a
i
n
s
 
t
o
 
v
a
r
i
o
u
s
 
a
s
p
e
c
t
s
 
o
f
 
g
e
n
e
r
a
l

s
e
r
v
i
c
e
s
 
r
e
 
s
c
h
o
o
l
 
o
p
e
r
a
t
i
o
n
 
-
a
n
d

.

S
c
h
o
o
l
 
c
u
r
r
i
c
u
l
a
.
.

0
3
6

S
u
p
e
r
v
i
s
o
r
 
o
f
 
E
l
e
m
e
n
t
a
r
y
 
S
c
h
o
o
l
s

5
1
1
.
0
0
0

5
1
0

1
9

1
0

9
1

2
0

0
3
7

S
u
p
e
r
v
i
s
o
r
 
o
f
 
S
e
c
o
n
d
a
r
y
 
S
c
h
o
o
l
s

5
1
1
.
0
0
0

1
0

1
9

1
0

9
1

3
0

0
3
8

G
e
n
e
r
a
l
 
C
u
r
r
i
c
u
l
u
m
:
 
E
l
e
m
e
n
t
a
r
y
 
S
c
h
o
o
l
s

4
0
5
.
3
0
0

1
0

1
9

1
0

9
1

2
0

0
3
9

G
e
n
e
r
a
l
 
C
u
r
r
i
c
u
l
u
m
:
 
S
e
c
o
n
d
a
r
y
 
S
c
h
o
o
l
s

4
0
5
.
4
0
0

1
0

1
9

1
0

9
1

3
0

0
4
0

S
t
a
t
e
 
C
u
r
r
i
c
u
l
u
m
 
C
e
n
t
e
r

4
1
1
.
4
2
0

5
2

3
0

6
1

9
1

8
2

*
.
*

*
t
h
e
 
f
o
l
l
o
w
i
n
g
 
s
e
r
i
e
s
 
o
f
 
C
o
s
t
 
C
e
n
t
e
r
s

p
e
r
t
a
i
n
s
 
t
o
 
v
a
r
i
o
u
s
 
a
s
p
e
c
t
s
 
o
f
 
s
p
e
c
i
a
l
i
z
e
d

s
t
u
d
e
n
t
-
o
r
i
e
n
t
e
d
 
s
e
r
v
i
c
e
s
 
r
e
n
d
e
r
e
d
.

0
4
1

G
u
i
d
a
n
c
e
 
S
e
r
v
i
c
e
s

4
3
1
.
2
0
0

6
0

1
9

6
2

9
3

8
2

0
4
2

P
u
p
i
l
 
S
e
r
v
i
c
e
s
 
a
n
d
 
P
e
r
s
o
n
n
e
l

4
3
1
.
6
0
0

6
0

1
9

6
2

9
3

8
2

0
4
3

P
s
y
c
h
o
l
o
g
i
c
a
l
 
S
e
r
v
i
c
e
s

4
3
1
.
4
0
0

6
0

1
9

6
2

9
3

8
2

0
4
4

P
u
p
i
l
 
P
e
r
s
o
n
n
e
l
:
 
F
i
n
a
n
c
i
a
l
 
A
i
d

.
2
1
1
.
0
0
0

2
1
0

1
9

6
2

9
3

8
2

0
4
5

S
p
e
c
i
a
l
 
E
d
u
c
a
t
i
o
n
:
 
G
e
n
e
r
a
l
'

4
1
1
.
3
0
0

'
2
0

1
8

6
2

9
1

8
2

0
4
5

S
p
e
c
i
a
l
 
E
d
u
c
a
t
i
o
n
:
 
I
n
s
t
i
t
u
t
i
o
n
s

4
1
1
.
3
9
0

1
0

1
8

4
1

9
1

8
6

0
4
7

S
p
e
c
i
a
l
 
E
d
u
c
a
t
i
o
n
:
 
R
e
s
e
a
t
c
h

4
1
1
.
3
9
0

3
0

1
8

6
1

9
1

8
6

V
I



www.manaraa.com

C
O
S
T
 
C
E
N
T
E
R
S

N
O
.

N
A

M
E

0
4
8

0
4
9

0
5
0

0
5
1

0
5
2

0
5
3

0
5
4

0
5
5

0
5
6

,
0
5
7

1
0
5
8

0
5
9

0
6
0

0
6
1

0
6
2

0
6
3

0
6
4

0
6
5

S
p
e
c
i
a
l
 
E
d
u
c
a
t
i
o
n
:
 
D
i
s
t
r
i
b
u
t
i
o
n
o
f

F
i
n
a
n
c
i
a
l
 
A
i
d

*
*

*
T
h
e
 
f
o
l
l
o
w
i
n
g
 
s
e
r
i
e
s
 
o
f
 
C
o
s
t
 
C
e
n
t
e
r
s

p
e
r
t
a
i
n
s
 
t
o
 
v
a
r
i
o
u
s
 
a
s
p
e
c
t
s

o
f
 
p
r
o
f
e
s
s
i
o
n
a
l

s
e
r
v
i
c
e
s
 
r
e
n
d
e
r
e
d
 
r
e
 
s
p
e
c
i
f
i
c
 
s
e
g
m
e
n
t
s
 
o
f

i
n
s
t
r
u
c
t
i
o
n
a
l
 
p
r
o
g
r
a
m
s
.

E
n
g
l
i
s
h
:
 
E
l
e
m
e
n
t
a
r
y

E
n
g
l
i
s
h
:
 
S
e
c
o
n
d
a
r
y

A
r
t
:
 
E
l
e
m
e
n
t
a
r
y

A
r
t
:
 
S
e
c
o
n
d
a
r
y

*
M
u
s
i
c
:
 
E
l
e
m
e
n
t
a
r
y

M
u
s
i
c
:
 
S
e
c
o
n
d
a
r
y

F
o
r
e
i
g
n
 
L
a
n
g
u
a
g
e
:
 
E
l
e
m
e
n
t
a
r
y

F
o
r
e
i
g
n
 
L
a
n
g
u
a
g
e
:
 
S
e
c
o
n
d
a
r
y

R
e
a
d
i
n
g
:
 
E
l
e
m
e
n
t
a
r
y

R
e
a
d
i
n
g
:
 
S
e
c
o
n
d
a
r
y

M
a
t
h
:
 
E
l
e
m
e
n
t
a
r
y

M
a
t
h
:
 
S
e
c
o
n
d
a
r
y

S
c
i
e
n
c
e
 
(
P
h
y
s
i
c
a
l
 
a
n
d
 
B
i
o
l
o
g
i
c
a
l
)
:

E
l
e
m
e
n
t
a
r
y

S
c
i
e
n
c
e
 
(
P
h
y
s
i
c
a
l
 
a
n
d
 
B
i
o
l
o
g
i
c
a
l
)
:

S
e
c
o
n
d
a
r
y

S
o
c
i
a
l
 
S
c
i
e
n
c
e
:
 
E
l
e
m
e
n
t
a
r
y

S
o
c
i
a
l
 
S
c
i
e
n
c
e
:
 
S
e
c
o
n
d
a
r
y

D
L
i
4
e
r
 
E
d
u
c
a
t
i
o
n

2
1
1
.
0
0
0

4
1
1
.
0
3
0

4
1
1
.
0
3
0

4
1
1
.
0
1
0

4
1
1
.
0
1
0

4
1
1
.
0
2
0

4
1
1
.
0
2
0

4
1
1
.
0
5
0

4
1
1
.
0
5
0

4
1
1
.
0
4
0

4
1
1
.
0
4
0

4
1
1
.
0
7
0

4
1
1
.
0
7
0

4
1
1
.
0
8
0

4
1
1
.
0
8
0

4
1
1
.
0
6
0
-

4
1
1
.
0
6
0

4
1
1
.
0
9
0

2
1
0

1
8

6
2

9
1
1
 
8
2

2
0

1
9

1
0

1
0

2
0

2
0

1
9

1
0

1
0

3
0

2
0

1
9

1
0

1
0

2
0

2
0

1
9

1
0

1
0

3
0

2
0

1
9

1
0

1
0

2
0

2
0

1
9

1
0

1
0

3
0

2
0

1
9

1
0

1
0

2
0

2
0

1
9

1
0

1
0

3
0

2
0

1
9

1
0

1
0

2
0

2
0

1
9

1
0

1
0

3
0

4
2
0

1
9

1
0

2
0

2
0

4
2
0

1
9

1
0

2
0

3
0

4
2
0

1
9

1
0

2
0

2
0

4
2
0

1
9
'
 
1
0

2
0

3
0

4
2
0

1
9

1
0

3
0

2
0

4
2
0

.
1
9

1
0

3
0

3
0

4
2
0

1
9

5
2

4
0

3
0



www.manaraa.com

C
O
S
T
 
C
E
N
T
E
R
S

o
i

.
4
.
.
k

4
.

PP
, l

e4:
'Q

s'

C
, .4

A
. 0A

T V

A
,

41

*

c
t

t
t
s
,

C
Y

N
O
.

N
A
M
E

4,
0

0 co

0
6
6

P
h
y
s
i
c
a
l
 
E
d
u
c
a
t
i
o
n
:
 
E
l
e
m
e
n
t
a
r
y

4
1
1
.
0
9
0

4
2
0

1
9

5
2

7
0

2
0

0
6
7

P
h
y
s
i
c
a
l
 
E
d
u
c
a
t
i
o
n
:
 
S
e
c
o
n
d
a
r
y

4
1
1
.
0
9
0

4
2
0

1
S

5
2

7
0

3
0

0
6
8

H
e
a
l
t
h
 
E
d
u
c
a
t
i
o
n
:
 
E
l
e
m
e
n
t
a
r
y

4
1
1
.
0
9
0

4
2
0

1
9

5
2

7
0

2
0

0
6
9

H
e
a
l
t
h
 
E
d
u
c
a
t
i
o
n
:
 
S
e
c
o
n
d
a
r
y

4
1
1
.
0
9
0

4
2
0

1
9

5
2

7
0

3
0

(
D
i
v
i
s
i
o
n
 
o
f
 
V
o
c
a
t
i
o
n
a
l
E
d
u
c
a
t
i
o
n
)

0
7
0

V
o
c
a
t
i
o
n
a
l
 
E
d
u
c
a
t
i
o
n
 
D
i
v
i
s
i
o
n
a
l
 
.

A
d
m
i
n
i
s
t
r
a
t
i
o
n

4
0
1
.
3
0
0

0
1

5
2

2
3

6
0

8
5

0
7
1

0
7
2

T
e
c
h
n
i
c
a
l
 
E
d
u
c
a
t
i
o
n
:
 
S
e
c
o
n
d
a
r
y

T
e
c
h
n
i
c
a
l
 
E
d
u
c
a
t
i
o
n
:
 
A
d
u
l
t

4
1
1
.
1
9
0

4
1
1
.
1
9
0

.
2
0
2
0

1
9

4
1

2
3

2
3

6
0

6
0

3
0

5
0
0

0
7
3

M
a
n
p
o
w
e
r
 
T
r
a
i
n
i
n
g
:

S
e
c
o
n
d
a
r
y

4
1
1
,
1
3
0

2
0

1
9

2
3
,

6
0

3
0

0
7
4

M
a
n
p
o
w
e
r
 
T
r
a
i
n
i
n
g
:
 
A
d
u
l
t

4
1
1
.
1
3
0

2
0
1
 
4
1

2
3
1

6
0

5
0

0
7
5

H
o
m
e
 
E
c
o
n
o
m
i
c
s
:
 
S
e
c
o
n
d
a
r
y

4
1
1
.
1
2
0

2
0
 
t
,
1
9

2
3

6
0

3
0

0
7
6

H
o
m
e
 
E
c
o
n
o
m
i
c
s
:
 
A
d
u
l
t

4
1
1
.
1
2
0

2
0

4
1

2
3

6
0

5
0

0
7
7

T
r
a
d
e
 
a
n
d
 
I
n
d
u
s
t
r
i
a
l
:
 
S
e
c
o
n
d
a
r
y

4
1
1
.
1
6
0

2
0

1
9

2
3

6
0

3
0

0
7
8

T
r
a
d
e
 
a
n
d
 
I
n
d
u
s
t
r
i
a
l
:
 
A
d
u
l
t

4
1
1
.
1
6
0

2
0

4
1

2
3

6
0

5
0

0
7
9

S
e
r
v
i
c
e
 
t
o
 
I
n
d
u
s
t
r
y
:
 
A
d
u
l
t
.

4
1
1
.
3
9
0

9
0

4
2

2
?

6
0

5
0

0
8
0

D
i
s
t
r
i
b
u
t
i
v
e
 
E
d
u
c
a
t
i
o
n
:
 
S
e
c
o
n
d
a
r
y

4
1
1
.
1
8
0

2
0

1
9

2
3

6
0

3
0

0
8
1

D
i
s
t
r
i
b
u
t
i
v
e
 
E
d
u
c
a
t
i
o
n
:
 
A
d
u
l
t

4
1
1
.
1
8
0

2
0

4
1

2
3

6
0

5
0

0
8
2

I
n
d
u
s
t
r
i
a
l
 
A
r
t
s
:
 
S
e
c
o
n
d
a
r
y

4
1
1
.
1
0
0

2
0

1
9

2
3

6
0

3
0

0
8
3

I
n
d
u
s
t
r
i
a
l
 
A
r
t
s
:
 
A
d
u
l
t

4
1
1
.
1
0
0

2
0

4
1

2
3

6
0

5
0

0
8
4

A
g
r
i
c
u
l
t
u
r
e
:
 
S
e
c
o
n
d
a
r
y

4
1
1
.
1
1
0

2
0

1
9

2
3

6
0

3
0

0
8
5

A
g
r
i
c
u
l
t
u
r
e
:
 
A
d
u
l
t

4
1
1
.
1
1
0

2
0

4
1

2
3

6
0

5
0

0
8
6

B
u
s
i
n
e
s
s
 
a
n
d
 
O
f
f
i
c
e
:
 
S
e
c
o
n
d
a
r
y

4
1
1
.
1
5
0

2
0

1
9

2
3

6
0

3
0



www.manaraa.com

.

C
O
S
T
 
C
Z
N
T
S
S
L
S

.
.

.
Pt

il
kf

.
($

A
 4

ki

.

&
0

A
t

41
01

t
o

0
8
7

B
u
s
i
n
e
s
s
 
a
n
d
 
O
f
f
i
c
e
:
 
A
d
u
l
t

4
1
1
.
1
5
0

2
0

4
1

2
3

6
0

5
0

0
8
8

D
i
s
t
r
i
b
u
t
i
o
n
 
o
f
 
F
i
n
a
n
c
i
a
l
 
A
i
d

2
1
1
.
1
0
0

'
1
0

5
4

6
4

9
3

9
9

(
D
i
v
i
s
i
o
n
 
o
f
 
V
o
c
a
t
i
o
n
a
l
 
R
e
h
a
b
i
l
i
t
a
t
i
o
n
)

0
8
9

R
e
h
a
b
i
l
i
t
a
t
i
o
n
 
D
i
v
i
s
i
o
n
a
l
 
A
d
m
i
n
i
s
t
r
a
t
i
o
n

6
5
1
.
0
0
0

5
0

5
2

4
2

9
1

8
5

0
9
0

A
d
m
i
n
i
s
t
r
a
t
i
o
n
 
o
f
 
L
o
c
a
l
 
O
f
f
i
d
e
s

6
5
1
.
0
0
0

.
5
0

5
2

4
2

9
1

8
5

0
9
1

D
i
s
a
b
i
l
i
t
y
 
D
e
t
e
r
m
i
n
a
t
i
o
n
 
U
n
i
t

6
5
1
.
0
0
0

5
0

5
2

6
4

9
3

9
9

0
9
2

C
l
i
e
n
t
'
C
o
u
n
s
e
l
i
n
g
:
 
G
e
n
e
r
a
l

6
5
1
.
0
0
0

.
5
0

5
2

6
4

9
1

8
5

0
9
3

C
l
i
e
n
t
 
C
o
u
n
s
e
l
i
n
g
:
 
i
n
 
S
c
h
o
o
l
s

6
5
1
.
0
0
0

.
5
0

1
8

6
4

9
1
.

3
0
'

0
9
4

C
l
i
e
n
t
 
C
o
u
n
s
e
l
i
n
g
:
 
i
n
 
C
o
r
r
e
c
t
i
o
n
a
l

i
n
s
t
i
t
u
t
i
o
n
s

6
5
1
.
0
0
0

.
5
0

5
2

6
4

9
1

8
5

0
9
5

C
l
i
e
n
t
 
C
o
u
n
s
e
l
i
n
g
:
 
i
n
 
H
o
s
p
i
t
a
l
s

6
5
1
.
0
0
0

5
0

5
2

6
4

9
1

8
5

0
9
6

T
r
e
a
t
m
e
n
t
:
 
g
e
n
e
r
a
l

6
5
1
.
0
0
0

5
0

5
2

6
4

9
1

8
5

0
9
7

T
r
e
a
t
m
e
n
t
:
 
i
n
 
S
c
h
o
o
l
s

6
5
1
.
0
0
0

5
0

1
8

6
4

9
1

3
0

0
9
8

T
r
e
a
t
m
e
n
t
:

i
n
 
C
o
r
r
e
c
t
i
o
n
a
l
 
I
n
s
t
i
t
u
t
i
o
n
s

6
5
1
.
0
0
0

5
0

5
2

6
4

9
1

8
5

0
9
9

T
r
e
a
t
m
e
n
t
:
 
i
n
 
H
o
s
p
i
t
a
l
s

6
5
1
.
0
0
0

5
0

5
2

6
4

9
1

8
5

(
D
i
v
i
s
i
o
n
 
o
f
 
C
e
r
t
i
f
i
c
a
t
i
o
n
 
a
n
d
 
A
c
c
r
e
d
i
t
a
t
i
o
n
)

1
0
0

C
e
r
t
i
f
i
c
a
t
i
o
n
 
D
i
v
i
s
i
o
n
 
A
d
m
i
n
i
s
t
r
a
t
i
o
n

1
3
1
.
2
0
0

1
3
0

5
4

6
4

9
3

9
9

1
0
1

A
c
c
r
e
d
i
t
a
t
i
o
n
:
 
C
o
l
l
e
g
e
-
l
e
v
e
l
 
P
r
o
g
r
a
m
s

6
0
1
.
3
0
0

0
1

1
9

6
2

9
1

4
0

1
0
2

A
c
c
r
e
d
i
t
a
t
i
o
n
:
 
S
e
c
o
n
d
a
r
y
-
l
e
v
e
 
P
r
o
g
r
a
m
s

6
0
1
.
1
0
0

6
0
1

1
9

6
1

9
1

8
1

1
0
3

A
c
c
r
e
d
i
t
a
t
i
o
n
:
 
T
r
a
d
e
 
a
n
d
 
T
e
c
h
n
i
c
a
l
 
P
r
o
g
r
a
m
s

6
0
1
.
2
0
0

6
0
1
1
9

2
1

9
1

5
0

1
0
4

A
c
c
r
e
d
i
t
a
t
i
o
n
:
 
E
l
e
m
e
n
t
a
r
y
 
-
l
e
v
e
l
 
P
r
o
g
r
a
m
s

6
0
1
.
1
0
0

6
0
1

1
9

1
0

9
1

8
1

1
0
5

C
e
r
t
i
f
i
c
a
t
i
o
n

6
2
1
 
1
0
0

6
2
0

3
0

6
1

9
1

8
6



www.manaraa.com

C
O
S
T
 
C
E
N
T
E
R
S

N
A
M
E

1
0
6

L
i
c
e
n
s
i
n
g
 
S
o
l
i
c
i
t
o
r
s
:
 
N
o
n
-
P
u
b
l
i
c
 
S
p
e
c
i
a
l
i
z
e
d

S
c
h
o
o
l
s

6
2
1
.
2
0
0

6
2
0

5
4

6
4

9
3

9
9

1
0
7

H
i
g
h
 
S
c
h
o
o
l
 
E
q
u
i
v
a
l
e
n
c
e

6
9
9
.
0
0
0

6
3
9

2
5

1
0

9
1

3
0

1
0
8

E
v
a
l
u
a
t
i
o
n
 
D
e
v
e
l
o
p
m
e
n
t
 
a
n
d
 
A
p
p
r
o
v
a
l
 
o
f

T
e
a
c
h
e
r
 
E
d
u
c
a
t
i
o
n
 
P
r
o
g
r
a
m
s

6
1
1
.
1
0
0

6
1
0

3
1

2
4

9
1

4
0

1
0
9

I
m
p
r
o
v
i
n
g
 
T
e
a
c
h
e
r
 
P
r
a
c
t
i
c
u
m
 
E
x
p
e
r
i
e
n
c
e
s

6
1
1
.
2
0
0

6
1
0

3
1

2
4

9
1

4
0

1
1
0

I
m
p
r
o
v
i
n
g
 
T
e
a
c
h
e
r
 
R
e
c
r
u
i
t
m
e
n
t

4
9
1
.
5
0
0

5
2
0

3
3

6
4

9
3

8
2

.

(
D
i
v
i
s
i
o
n
 
o
f
 
L
i
b
r
a
r
y
 
E
x
t
e
n
s
i
o
n
)

1
1
1

L
i
b
r
a
r
y
 
D
i
v
i
s
i
o
n
 
A
d
m
i
n
i
s
t
r
a
t
i
o
n

1
4
1
.
1
0
0

1
4
0

5
4

6
4

9
3

9
9

1
1
2

O
p
e
r
a
t
i
o
n
 
o
f

P
r
o
f
e
s
s
i
o
n
a
l
 
L
i
b
r
a
r
y

1
4
1
.
3
0
0

1
4
0

3
9

6
4

9
3

9
9

1
1
3

S
e
r
v
i
c
e
s
 
t
o
 
P
u
b
l
i
c
 
L
i
b
r
a
r
i
e
i

6
6
1
.
2
0
0

6
6
0

4
1

6
1

9
1

8
6

1
1
4

S
e
r
v
i
c
e
s
 
t
o
 
S
c
h
o
o
l
 
L
i
b
r
a
r
i
e
s

4
1
1
.
4
0
0

4
5
1

1
9

1
0

9
1

8
2

1
1
5

S
e
r
v
i
c
e
s
 
t
o
 
S
p
e
c
i
a
l
 
L
i
b
r
a
r
i
e
s
 
(
e
.
g
.
,
 
i
n
-

s
t
i
t
u
t
i
o
n
a
l
 
l
i
b
r
a
r
i
e
s
,
 
l
i
b
r
a
r
y
 
s
e
r
v
i
c
e
s
 
f
o
r

t
h
e
 
b
l
i
n
d
,
 
e
t
c
.
)

6
6
1
.
2
0
0

6
6
0

5
1

1
0

9
1

8
6

1
1
6

P
r
e
v
i
s
i
o
n
 
o
f
 
F
i
n
a
n
c
i
a
l
 
a
n
d
 
M
a
t
e
r
i
a
l
 
A
i
d

2
1
1
.
0
0
0

2
1
0

5
4

6
4

9
3

9
9



www.manaraa.com

Appendix IV

FINANCIAL INFORMATION
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FISCAL YEAR

99

1966-67

DESCRIPTION

LI i I t-1 .

MARYLAND STATE DEPARTMENT OF EDUCATION

DAILY COST CENTER TRANSACTION JOURNAL

April 16, 1967

APPROPRIATION NAME AND NUMBER ORGANIZATION NAME AND NUMBER

01 General Operating Expenditures Division of Instruction

LIQUIDATING TRANSACTION TRANSACTION
DOCUMENT NO CODE nOCUMENT NO. ALLOCATIONS

$ 52,340.78*

April 15 Payroll 62 4389

Liquidation of Requisi-
tion

41 0210

Jones Supply Company 41 0210 51 9874

Direct.Expenditure-- 61 1234

C & P Telephone Company

Unrealized Allocation

TOTALS

52,340.78*

REQUI

.28,320.00* $1,2

-1,21

28,320.00*

12,345.67*

12,345.67*.

No.

-8,000.00*

$120,000.00* $

! %,
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1

STATE DEPARTMENT OF EDUCATION

DAILY COST CENTER TRANSACTION JOURNAL

April 16, 1967

Ii t I L_J

ORGANIZATION NAME AND NUMBER

res

ION

07 Division of Instruction

COST CENTER NAME AND NUMBER

030 Divisional Adminictrstion

TRANSACTION AVAILABLE

DOCUMENT NO. ALLOCATIONS REQUISITIONS ENCUMBRANCES EXPENDITMES BALANCE

$13,920.28*

12,670.28*

$ 52,340.78* -0-* -0-* $38,420.50*

4389 1,250.00

52,340.78* -0-* -0-* 39,670.50*

.28,320.00* $1,254.00* $3,672.80* 12,411.10*

0210 =1,254.00

9874 1,110.99

28,320.00* -0-* 4,783.79* 12,411.10*

12,345.67* -0-* -0-* 6,789.01*

1234 201.23

12,345.67*. -0-* -0-* 6,990.24*

-8,000.00*

10,982.10*

11,125.11*

5,556.6b*

5,355.43*

-8,000.00*

$120,000.00* $3,579.11* $9,012.34* $70,223.22* $37,185.33*
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MARYLAND STATE DEPARTMENT OF EDUCATION

MONTHLY REPORT OF APPROPRIATIONS

APRIL 30, 1967

ESTIMATED
STATE APPROP. TOTAL

NAME OF APPROPRIATION APPROPRIATIONS AUGMENTATIONS APPROPRIAT

GENERAL OPERATING EXPENDITURES $ 3,420,750.00 $1,250.000.00

AID TO EDUCATION 110,570,430.00 8,330,799.00

TEACHERS' RETIREMENT SYSTEM 16,790,450.00 -.0.-'

STATE AIDED EDUCATIONAL INST. 1,750,000.00 ...0...

TOTALS $132,531,630.00 $9,580,799.00

$ 4,670,75

118,901,2

16,790,4

1,750

$142,112,4
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771 Li

STATE DEPARTMENT OF EDUCATION

MONTHLY REPORT OF APPROPRIATIONS

APRIL 30, 1967

TE
IATIONS

20,750.00

70,430.00

90,450.00

50,000.00

31,630.00

L J C:3

ESTIMATED
APPROP.

AUGMENTATIONS
TOTAL

APPROPRIATIONS ALLOCATIONS

BALANCE
AVAILABLE FOR
ALLOCATION

$1,250,000.00 $ 4,670,750.00 $ 3,750,000.00 $ 920,750.00

8,330,799.00 118,901,229.00 116,350,229.00 2,551,000.00

..0-. 16)790,450.00 16,790,450.00 --0.-

1,750,000.00 1 750 000.00 -.0--

$9,580,799.00 $142,112,429.00 $138,640,679.00 $3,471,750.00
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1=1 1=1 E=3 CM Mi En C=3
MARYLAND STATE DEPARTMENT OF EDUCATION

RESOURCES OF STATE EDUCATION

AGENCIES

NO. PROGRAM FUNCTION
PERSON

PROFESS-
IONAL

J

1966-67 FISCAL lum
OBJECTS OF EXPEND

SALARIES CONTRACTED
PROFESSIONAL NON-PROFESSIONAL SERVICES

000 GENERAL ADMINISTRATION

1.000 STATE EDUCATION AGENCY

.100 Office elf State Board of Educ. 8 3 80,000.00

1.200 Executive Office-State Board of . 7 2 70,000.00

.300 Office'of Board.of Voc. Ed. 6 3 60,000.00

.400 Executive Office-Board of Voc. . 5 4 50,000.00

.500 Office of State Education Agency 4 5 40,000.0C

x.600 Executive Office-Othei 3 30,000.00

000

1.030

.000

000

GENERAL (UNALLOCATED) FUNCTIONS

Purchase or Rental cif Plant

Facilities

Operation or Maintenance of Plan

Facilities

Purchase or Rental of Unallocate

Equipment

Travel

Other Expenses

EMPLOYEE BENEFITS

OTHER STATE EDUCATION AGENCY
PROGRAM FUNCTIONS

15,000.00 - -0 --

10,000.00 500.00

15,000.00 1,000.00

20,000.00

25,000.00 - -0 --

20,000.00 5,000.00

- -0 -- 100,000.00

TOTALS 150 1,500,000.00 62.500.00 250,000.00
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En En En r--, c::]

YLAND STATE DEPARTMENT OF EDUCATION

RESOURCES OF STATE EDUCATION

AGENCIES

1966 -67 YISCAL YEAR

= = I l L_I U L

OBJECTS OF EXPENDITURE
TOTAL

PENDIT1RO
SALARIES CONTRACTED

SERVICES RAVEL

LANDIBUILDINNO' OTHER
AND EMINENT EXPENDITURESPROFESSIONAL NON-PROFESSIONAL

3 80,000.00 15,000.00 ..0.- 9000.0 1,000.00 300.00

.

979300.(

2 70,000.00 10,000.00 500.00 800.0' --0 -- 200.00 81,500.

3 60,000.00 159000.00 1,000.00 600.0' --0 -- 100.00 769700.1

4 50,000.00 20,000.00 - -0 -- 400.0. 100.00 - -0 -- 70,500.

5 40,000.00 25,000.00 - -0 -- 200.0'
..- - -0 -- 65,200.

4 30,000.00 20,000.00 5,000.00 --0-- 500.00 - -0 -- 55,500.

--0-- - -0 -- 100,000.00 000.01 101,000.

125 1,500,000.00 62,500.-00 2509000.00.. 99000.00 75,000.00 5,000.00 19901:50
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