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A CHECK LIST OF FINANCIAL ECONOMIES FCR A LOCAL SCEOOL DISTHICT

Never before have the schools been called upon to analyze their financisl
opcrations and curtail expenditurcs as during the present year, To maiuntain
present educational prozrams and preserve the quality of instruction and at
the same time reduce the total financial outlay is a challenge which must be
soberly and intelligently faced. Failure to recognize possible economies or
destruction of the fundamental values of our cducational system are dangers
which should not be overlooked,

Anyone who sceks for the facts can find plenty of cvidence that boards
of education and superintendents of schools arc facing the demands which the
present economic situation has crcated. Reports which are being received in
the office of the depasrtment of public instruction are concrete cvidence that
school costs arc being rcduced through the voluntary decisions of school ad-
ministrators. From these rcports we are able to indicate some of the means
which have becn employed in the rcorganization of school budgets. Constant
study and observation by the members of the dcpartment staff bring forth sig-
nificant factors. Educational periodicals arc generous in reporting ex-
pericnces from cther states and the judgment of competont pecople as to what
may be donec.,

Believing that a summary from thcse sources would contribute toward a
better anelysis of local school situations, the research division herewith
submits in the form of a check list, a scries of questions which are of more
general application. This mat.rial, which is obviously not cxhaustive, is
assembled in two scctions:

I Section One - a scries of fifty qucstions, whose
answers cvery school board member or superintcendent
should have befeore him

II Scetion Two - onc hundrcd threc questions, ncarly all
of which can bec answercd by a single word, and whiich
answers will indicate the extent to which the school
district is using certain methods which will tend to
eliminate unwise and cxtravagent practiccs

The depamtment offers this as a scrvice to school districts, and not as
a request that it be filled out and returncd to us. With few cxccptions, only
items of a financial nature have been included. It is our suggestion that this
cheek list should be mede the basis for an intensive review of the workings of
each school district of the statc. Although no such list can be applied in a
satisfactory manner to every school distriet, we hope that it will assist in
the inteslligent preparation and management of budgets for the coming schocl
year and remind administrators of some of the methods for increasing the ef-
firiency of their work. Correspondence conccrning any of the items is invited.



I, DO YCU KNOYW YCUR SCHOOL?

As a background for intelligent planning and efficient operation,
there are many angles of the administration of a school which call for ac-
curate information., Among the things which school executives should know,
are answers to the following questions. Can you answer all of them?

1., What is the taxable valuation of property in your district?

2. How much money is raised by a one mill levy on the property in your dis-
trict?

3. How much does your district receive annually from taxes on moneys and
credits?

4, What part of all taxes on property in your district goes for schools?

5. What part of your general fund income do you receive from property tax?

6+« How much did you levy last July in the general fund for every person in
your district five to twenty-one years of age?

7. How much did you levy in the general fund for 1930-31, per pupil in
average daily attendance for the same year?

3. How much money does your district receive from the semi-annual apportion-
ment?

9. How ruch tuition is now due your district but which has not been collected?

10. Vhat is the total amount of your bonded dcbt? « According to
your present rate of payment when will all of your bonds be retired?
. What rate or rates of interest do your bonds

draw?

11, How much of the principal of your bonded debt is due this fiscal year?
. How much in interest? . How much did you
levy last August for your schoolhouse fund?

12, What is the total amount of interest-bearing warrants outstending against
your district?

13. What was the balance on hand in your general fund June 30, 19317

14, What was the largest amount on hand in the general fund at any time during
the past year, according to the monthly financial reports of the sec-
retary? « The smallest amount?

15, What is the ratio of the amount on hand June 30, 1931, to the amount spent
during the year 1930-31%




164

174

18,

19.

20,

21.

22.

23,

24,

28.

P

What have been your total general fund disbursements for each of the past
five years?

What has been the annual per pupil cost for each of the past five years,
found by dividing the total general fund disbursemcnts, less transfers
to the schoolhouse fund, by the total average daily sttendance?

Where does your school renk with other similar schools as to total costs?

Wheredoes your school rank with other similar schools as to per pupil
cost?

What is the annual per pupil cost (actusl or estimated) in your elementary
gredes? In your high school (grades 9-12)°?

How much did you spend last year for teachers' salaries?

Janitors! salaries? Equipment? Instructional
supplies? Jenitors!'! supplies? Fuel?

Weter? Electricity? Transportation?

Other items?

How much are you spending this year for teachers! salaries?

Janitors' salaries? Equipment? Instructional
supplies? Jonitors! supplies? Fuel?
Water? Electricity? Transportation?

Other items?

How much did you spend last year per pupil in average daily attendance for

teachers! selnries? Janitors! salaries?

Equipment? Instructionel supplies? Janitors!

supplies? Fuel? Water? Electricity?
Transportation? Other items?

What per cent of your general fund expenditures goes for teachers! salaries?
Trensportation? Operation of plant?

What is the eppraised value of your school buildings?

How much insurance is carried on ycur buildings?

What is the appraised or inventory vglue of your
aes school furniture d. sanitary supplies
be instructional equipment e, educational supplies
Ge Jdibraries

How much insurance is carried on your
ae. school furniture d. sanitary supplies
b. instructional equipment e, educational supplies
ce Jlibraries




29,

30,

334

34,

35.

56

39,

40,

How much do you plan to spend each year Tor the replacement of equipment?

How many square feet of floor space have you in each of your buildings per
janitor?

How many tons of coal did you consums last year? What was
its total cost?

How much of your bill for electricity can be charged against your

a. heating system d. gymnasium
b. grade rooms e, auditorium
ce high school rooms f. other uses

What was the total amount spent for all extra-cirricular activities last
year?

How much did your board of education contribute toward the maintenance of
gxtra-curricular activities aside from the salaries of supervisors and
the availability of the school huilding?

What were the receipts, disbursements and balances at the close of the ycar
for each activity?

Receipts Disbursenents Balance
Athletics -
Declamatory
Debate
Music
Others

Had a pupil attended all activities held at your school or subscribed to all
functions, whet would have been the total annual cost to him?

What qualifications do you scek when you employ teachers?

PR

What criteria do you us¢ in determining the proper classification of your
pupils?

What evidence, objective as well as subjective, have you that the pupils in
cvery class in your school make progrcss during the year? How much progress?

What per cunt of your pupils are retarded? Accelerated?



41.

43,

44:.

45,

46,

47,

48,

49,

S0,

How many teaching periods a day are there in your high school program
(total for all teachcrs) for which your students receive credit toward

graduation?

How many teaching periods a day do you assign to a high school teacher?

What is the number of pupils per teacher in your school?

How does the numbcr of pupils per teacher in your school compare with that
of similar schools?

How many pupils per teacher have you for the elementary gradcs?

How meny pupils per tecacher have you for the high school?

What is the enrollment in your high school (9-12 grades)?

How many pupils in your high school camc from your own district?

How many rooms or classes have you with an eanrollment of

8., less than 5 de 1B to 18 ge. 30 to 34
e B Tto 9 e. 20 to 24 he - 35 to 40
¢ 20 to 24 fs 256 to 29 I. over 40

What is the daily pupil load for cach of your high school teachers?
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II, DETECTING POSSIBLE ECONONTIES

Although it is impossible to enumerate all the problems that may arise, or
to prepare an outline that can be applied uniformly to every school situation,
the following questions may be used as a guide in self-analysis. Nearly all of
the questions are worded so that if the matters to which they refer are satis-
factorily administered the question may be answered "yes". If your answer to any
question is "no", it is suggested that you give that particular item careful con-
sideration, so that it may be shown that local conditions justify the negative re-

ply.
(Check your answer to each question as "Yes" or "no".)
A, FINANCIAL POLICIES

YIS NO

l. Do you have an internal budget which includes both income
and disbursementsy is it carefully planned and consistently
followed?

2. Is there one individual who has authority to incur all
expenditures as appropriated by the budget?

3 Is your school census taken in such a manner as to
insure that every person eligible is reported?

4, 1Is your school census recorded in such manner that in-
formation concerning any individual may be continuous?

5., Does your district receive its share of taxes from the
county treasurer regularly each month?

6. Has your tax levy been sufficient to meet your expendi-
tures without the necessity of paying interest on en-
dorsed warrants?

7. Does your board concern itself with the basis of assessing
property in your district?

8. Does your accounting system show the purpose for which
every dollar has beeu paid out?

9. Does your acccunting system show the source of every
dollar received?

10, Can you ascertain from your accounting system comparative
operation ccsts for each of your buildings?
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12.

13.

14,

15,

16,

17

18,

19.

20,

21.

22

23.

24,

25,

26,

=

A. (Continued)

NO

Have you taken the necessary steps to protect the funds
of your district, which arc on deposit in banks by having
the depository bank designated in a legal manncr?

Are your officials who handle money properly and
adequately bonded?

Is there « record kept of all funds handled by any of your
employees, and is a rcport made to the board by cach such
employee?

Are all records of your district, both educational and
finanecial, kept in fireproof vaults?

Are the records of your district in such shape that cost
figures for a pericd cof years may be obtained?

Does the secretary of your boara prescnt a financiel
report each month?

Arec reports tc the state for the purpose of securing state
aid, promptly made?

Is every expenditure authorized by your board before a
warrant is drawvn to pay for same?

Is every werrant signed personally by the president and
secretary of your board?

Does your district take advantage of all discounts for the
prompt paymcnt of bills?

Are the books of your secretary and trecsurer audited each
year by the board?

Do your tuition chorges cover the actual cost?

Do you ascertain at the veginning of the year the schcol
districts from which you expect to collect tuition and have
en understanding with the dircctors in such districts that
such tuition is to be collected?

Do you collcet tuition promptly?

Do you cash your drafts from the county treasurecr and
warrants for statc aid promptly?

Have you adequatc insurance protection on buildings «nd
property and no more than nccessary?
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28.

29,

30

3le

32

35

55.

Se

4.

7o

8.

10.

Doecs your district carry workmen's compensaticn insurance
to protect its cmployces?

Are your insurcnce polieciocs mede for a term c¢f years with
a part of the premiums due each year?

Heve you retired such ocutstanding interest bearing warrants
as the funds of your district will allow?

Is your superintendent conccrnced with the financial problems
of your district?

Do you solicit suggestions from your teachers as to possible
cconomies?

Have you considered the possibility of cocperating with
other districts in providing school facilitiss or pur-
chasing supplies? :

Is there a definite program for informing the people of your
comuunity as to thc operation of their schools?

Does every member of your board understand the difficultics
of financing schools under our present method of school
support®

Is your board meking a continuous study of the financial
management of its schocls?

B. TEXTS, EQUIPMENT, AND INSTRUCTIONAL SUPPLIES
Do you compare prices and quality of goods before purchasing?

Do you keep a record of the unit price paid for each item
of supplies?

Do you ask for bids before purchasing goods in quantities?

Do you purchase supplies through competitive bids?

Do you purchase the same item but once a year?

Do you check every shipment of goods reccived against the
invoice for samc?

Do you anticipate the supplies needed far enough in advance
that they may be delivered by freight?

Have you an inventory of all property belonging to your school?

Have you established standesrds for the consumption of
supplies by each teacher?

Do you apportion the supplies among your teachers?
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12.

13.

14,

15,

1.

2.
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4.
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10,
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12,

3. (Continuecd)

YES 1O

Do you keecp a record of the amount of supplies used by
each teachcr? Each room or grade?

Do you chcek over your inventoriecs of equipment, libraries
and supplics regularly toc ascertain if any is missing?

Are your pupils instructed in the cconomical use of cquip-
ment and supplies?

Are textbooks adopted in the manner provided by law?

Do you reccive annually all the library books which the
county boerd of education library fund makes available?

C. MAINTENANCE AND OPERATION OF PLANT

Are your jonitorial duties properly divided and cercfully
assigned?

Is it possible for your janitors to do some of their sweeping
during the school day?

Are janitors cmploycd who can and do make all minor repairs
to buildings, equipment, and apparatus?

Does your janitor understand the purposecs and workings of
the mechanical equipment of your building?

Does your janitor have tho tools nucessary to make repairs?

Have you any classrooms which are not used during every period
of the day?

Do you check on the amount of janitors!'! supplics being used
in any part of your building?

Do you compsrc prices and qualities before purchasing floor
oil, liquid soap, paper towels, toilet paper, and other
janitorial supplies?

Hove you considerced the possibility of changing thc kind of
any of your janitorial supplies uscd so that there would be
a financial advantage, and at the same time serve your nced?

Do you sceurc competitive bids before purchasing coal and
sanitary supplies?

Have you tosted the herting officicney of the coal you use?

Have your heating plents been checked over to insurc that
they are in the best pessible condition?
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14,

15,

16.
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18,

19.

20,

21,

22.

1.

2

3

4.
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C. (Continued)

YES

Does your tempecroturc control apparatus respond quickly to
temperature change?

Have you invostigated the advisability of weathcr-stripping
or storm windows?

Heve you considered thc possibility of altering any condi-
tions in your building, and thus reduce heating, ventilating,
or insurance costs?

Are your electric light bulbs of thc lowest wattage nccessary?

Do you eliminate all events .t the schoolhouse in the evening
when they could equally well be heéld during the day?

Are the rates paid for water and electricity the lowest that
can be sccured?

Does your scihool have 2 systecmatic program for kecping the
buildings in first class condition?

Do you know the per pupil cost for the operation of each of
your buildings?

Da you have your preperty re-appraised for insurance purposcs
when new policics cre taken?

Does your districet teke advantage of co-insurance?

D. IXTRA-CURRICULAR ACTIVITIES

2y

Do you limit the number of activities in your school, or
the numbcr in which any pupil mey engage?

Arc all of your activitiscs financially self-supporting?

Do you preparc annuzlly in advance & financial budget for
each activity?

Does your beard receive cach yeur a finaneial statement of
each activity?

Are your activity funds in any way protected by insurance?

Are your athlctic equipment, declamctory readings, dramatic
propertics, anrd all other moterials inventoricd and collected
after being uscd?




8.

9.

1.

10.

11,
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D. (Continucd)

Arc pupils held individually rcsponsible for matcrials
issued bHo them?

Are the cexpenses for your tecams while away from school as
low as possible?

Is the expensec of officials for contests consistent with
other costs and the door recceipts of such contests?

E., INSTRUCTIONAL PROGRAM

Have your tcachers, supcrvisors, principals, and superin-
tendent had specizl training for the type of work to which
they are assigned?

Do you investigate the cxperience record of applicants
for teaching positions before you cmploy them?

Do you prescribe the qualifications you will seek before
considering applicants for any position?

Can you relieve any or all of your teachers frcom study hall
duty? Library duty?

Are any of the duties performed by the various members of
your teaching staff such as could not be donc equally well
by clerical help?

Are the pupils in your school as proficient in various branches

as those in other schools?

Do you have cbjective evidence, such as thc results of standard

tests, tc indicate pupil and teacher progress?

Is your program of studics such as the financizl ability of
your district justifies?

Would the elimination of certain subjeccts not affect the
tuition income of the district?

Have you investigated the possibility of discontinuing some
department of your school whose cost is relatively high,

and of making some arrangement with a nearby school to pro-

vide equal facilities?

Have you coopcrated in the stete drive to improve rcading
and study in your school? Have you secured improvement?

YES

NO
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F. TRANSPORTATION

Are the parsnts of the children transported gencrally satis-
fied with your present transportation system?

Are your bus routes organized with the greatest economical
advantage to your pupils and district?

Have you investigated the possibility of increasing the
capacity of your busscs?

Would it be more economical and equally cfficient to retain
certain of your schools or rcoms rather than transport the
children thus affected to necrby schoels?

Are your busses cach cerrying a full load?

Does your board reserve the right to approve or disapprove
of the person in charge of cach vehicle?

Does your methed of employing bus drivers sccure competent
people at the lowest pessible figure?

G. DEBT SERVICE

Are your outstanding bonds being paid off as rapidly as they
become due?

Hove you a definite program for the retirement of bonded in=-
debtedness?

Is your annual levy in the schoolhouse fund sufficient to
mect your debt service requirements as they arise?

Have you investigated the possibility of using a surplus in
your schoolhousc fund or of transferring a surplus from
your gencral fund to the schoolhousc fund, tc purchase out-
standing bonds not yet due?

YES

NO







