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A CHECK LIS'I' OF FINA.:.i!CH..L ECONm::rns FGH A LOCAL SCEOOL DIST:FtICT 

Never before have the s chool 3 been called up on to analyze t he ir finan...: j Fl 7. 
operations and curtail expe ndi t ur0s as duri ng the pre sent year . To rn:=d 11t.A. i.n 

present educa ti onal prograi-ns anc":. pre s8rve the q_uali ty of i nstruct i on and a t 
the same time r educ e the t otal financial outlay is a challenge which mast be 
soberly and i n telligently faced . Failur e to recognize pos s ible economi es or 
destruction of the fur~damental va lue s of our educati onal system are dange r s 
which should not bo ove r looked . 

Anyone who seeks for the f ac t s can find pl en ty of evidenc e tha t boards 
of education and sup0rintendents pf school s arc f ac i ng the demands which the 
present economic situation has created . Reports whi ch are being r ece ived in 
the offi ce of the depurtmGnt of public instructi on are c oncrete ovidcnc 0 that 
school costs ars be i ng r0duced through the voluntary dec isi ons of school ad
mi nistrators . F'rom t l1e se r eports v,e a r e ab l e to i ndicate some of the mea.ns 
which have be Gn employed i n tho r ocrB;anizati on of school budg,J ts . Constant 
study and obs,n vati on by tho membe rs of tho department staff bring forth sig
nifi cant factors . Educational periodicals arc generous in r eporting ex
periences from e ther state s anc'. the judgment of compc t,.:mt poopl e as t o i:7ha t 
may be done . 

Believing tha t a summary from those sources would c ontribute toward a 
better analysis of l ocal school si tuati ons , tho r 0search division he r ewith 
submits i n the f orm of a chock list , a serie s of que sti ons which are of more 
general application. . This mEl.t .,rial, which i s obvi ously not e xhaustive , i s 
assembled in t wo sec ti ons : 

I Se c ti ·:m One - a seri e s of fifty quosti ons , whose 
answe rs evory school board memb er or sup0ri:utcndcnt 
should hdvo before h im 

II S0ctio11 Tv10 - ono hundred threo quostj_ ons , noarly a.11 
of v1hich can be e.nswcr od by a singl o word , and whfuc-h 
answers wil l indi cate the extent t o which the school 
a.i stric t i s usi ng certnin me thods whi ch will t end t o 
e lirn.innt 0 unwise and extravaga nt pra.c ti cos 

Tho depo.Btment offe rs this as a serv i ce t o school di s tri c t s , and not as 
a r eque s t th&t it be filled out and r e turned to us . Wi th f ew except i ons , only 
items of a fi nancial na ture h~vc boon included . It is our suggesti on thnt this 
chock list should bo ll1cld o t he basis f or an i n t 0nsive r eviGw of the vrnrkings of 
each school di s tric t of the s t a t e . Al though no su 0. h li s t ecm be appl i ed in a 
satisf ac t ory :munne r t o eve ry school distric-t , we hope tha t it v1ill assist in 
the i n t 0lligent pruparntion and management cf budge t s f or tho coming schocl 
year and r 0mind adminis t rat ors of some of the methods f or i ncreasing the ef 
fi,-. iency of their work . Corr espondenc e c oncerning any of the items is i nvited . 
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I'. DO YOU I<:N01:7 YOUR SCHOOL? 

As a background f or intelligent planning and effi cient operation, 
there are many angl es of the administration of a school whi ch call for ac
curate information • .Among the things which school executives should know , 
are answers to t he foll ovri ng questi ons. Can you answer all of them? 

l. What is the taxable valua tion of property in your di s tric t? -------
2. How much money i s raised by a one mill l evy on the property in your dis

trict? ----------· 
3 . How rrruch doe s your di s trict receive annually from t axes on moneys and 

credits? 

4. Wha t part of all taxe s on property in your di stri c t goes for schools? 

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

6. How much did you l evy las t July in the general fund for every pers on in 
your di s tri c t fi ve to t wenty- one years of age? ___________ _ 

7. How much did y ou levy in the general fund f or 1930- 31, per pupil in 
average daily attend ance f or the same year? --------------

8. How much money does your distr i c t r ece ive from t he semi-annua l appor ti on
ment? 

9. How much tuiti on i s now due your di s t r i c t but whi ch has not been collec t ed? 

10 . What i s the tota l amount of your bonded debt?-,-----,-- Acc ording to 
your present r a t e of payment, \7hen will all of your bond s be re tired? 

Wha t r nt e or rates of inte r es t do your bonds 
draw? 

11. How much of the pr incipa l of your bonded deb t i s due t hi s fi scal year? 
How much in i nt eres t?_..,,...__,, _____ • How much did you 

l evy las t Augus t f or y our schoolhouse f und? ______________ _ 

12. What i s the tota l amount of interest-be11ri ng warr ant s outs t f' nding against 
your di s t r i c t? -------------

13. What vms the ba l ance on he.nd in y our general fund June 30, 1931? -----
14. Wha t wa s the l argest amount on hand in t he genera l fund a t nny time during 

the pa s t year, ac cordi ng t o the monthly financial r eports of the sec-
r e t ary? ___________ • The smalles t amount? 

15 . What i s the r atio of the amount on hand .Tune 30 , 1931, to the amoun t spent 
dur i ng the year 1930- 31? --------------



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

17. What he.s been the annual per pupil cost for eo.ch of the past fivo yec1rs, 
found by dividing the total general fund disbursem::mts, less transfers 
to the schoolhouse fund, by the total average daily attendance? 

18 0 Where doe s your school re.nk with other similar schools as to total costs? 

19. Where does your school rank with other similar schools as to per pupil 
cost? 

20. 

21. 

22. 

23. 

What is the annual per pupil cost (actual or estimated) in your elementary 
grades? ______ In y our high school (grades 9-12 )? 

How much did you spend last yenr for teachers' salnrie s? 
.TGnitors' salaries? Equipment? 
supplies? .T~nitors' supplies? 

Instructionc.l 
-----Fu-el? -------Wa ter? Electricity? Transportation? -------Other items? 

How much are you spending this year for teach0rs' salarie s? 
.Janitors' salnrios? _______ Equipment? _______ I~structional 
supplies? ------,- .Tc.n:i.tors' supplies? _______ Fuel? 
Water? _______ Electricity? _______ Transportation? 
Other i t oms? 

How much did you spend 
teache rs' sal r:1rie s? 

last yeQr per pupil in average daily 
.Janitors' salaries? 

attendance for 

Instructional supplies? Equipment? ------ .Tnnitors' -------supplie s? ______ Fuel? ______ Water? Electricity? -------Tro.nsportnti on? _______ Otht:: r i terns? 

24. Whn. t per cent of your genernl fund expenditures goes for teachers' salaries? 
______ Transporta tion? ______ Ope rati on of plant? ______ _ 

25. What is the cppraised value of your school buildings? 

26. How much insurance is carried on y cur buildings? 

27. Wha t is the appraised or inventory vi,,,l.ue of your 
a. school furniture _______ d. sanitary suppli e s 
b. instructionel equipment ___ e. educationr:l supplies _____ _ 
c. librrrri c s --------

28. How much insurance is carried on your 
a. school furniture d. sanitary suppli es · -------b. instructi onal equipment --- o. educati onal supplies ------c . librcrios --------
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29. How much do you plan t o spend eacl1 year f o-;:· the replacement of equipment? 

30 . How many square f ee t of fl oor space have y ou in ea ch of your buildings per 
janitor? 

------·- - ··------31. How many t ons of coal di d y ou consume l a st year? 
its total cost? 

Wha t was 

32 . Ho,. much of y our bill for el ec tricity can be char ged aga i ns t your 

a. heat in~ system d. gymnasium -------- -------b. grade rooms e. auditorium 
c . high s chool rooms f. othe r use s --------------

33. Wha t was the t otal amou.:~ t spent for all extra-cirri cular activitie s las t 
year? -----------------

34. How much diu your b oard of educati on contribute toward the ma intenanc e of 
extra-curri cular ac tiviti e s as ide from the salar i es of super vi s ors and 
the availability of t h0 school building? 

35. Whut we r e t he rece i pts , di sbur semen ts and balanc e s a t t he close of the year 
for each act ivity? 

Athl0ti c s 
Dec l ama t O'I"'J 

Deba te 
Mus i c 
Othe r s 

Rece i pts Di s burser,1en ts Balance 

36. Had a pupil attended all ac tivitie s he ld a t your s chool or subscribed to all 
func ti ons , vrh1::t woul d l10.v o bt::en tho t ot al annua l cost t o him? 

37. Wha t qualific o. ti ons do y ou sock when y ou empl oy t eachers? 

38. Wha t criteria do y ou us e in de: t ermi ning t he pr o11e r cl ::i s s i f i ca ti on of your 
pupils? 

39. Wha t evi dence , ob j ec t ive as wo l l a s subj ective , have y ou t h ':' t the pupils in 
overy cl a s s i n your school m~,_ke progr ess dur i ng the; y1:c;er? How much progr e s s ? 

40 . Wh o. t per Cdl t of y our pupils 2.re r e t a r ded? Acc ol 0r2 t od? ------
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41. How many t eaching period s a day a r o there in your high school progrmn 
(total f or all teachers) for wh i ch y our s tudents r ece i ve credit tonard 
graduation? 

42. How many teaching periods a day d o you assign to a high school t eacher? ---
43. What i s the number of pupils per t eacher in your school? ----------
44 . How does the numbc:,r of pupi l s per t eacher in your school compnr e with tha t 

of simil ar schools? --------------
45 . How many pupils per teacher have you for the olem(::n t o.ry grade s? 

46. How many pupils por t eacher have you for the hi~h school? 

47. Whet is the enrollment in your high school (9-12 gr ~de s)? 

48 . How many pupils in y our high school came fr om y our own dis t r i c t? 

49 . How many r ooms or clcssos have you vlith an enr oll ment of 

a . l ess t han 5 d . 15 to 19 g . 30 t o 34 ---- - - ---- ------b . 5 t o 9 e . 20 t o 24 h. 35 t o 40 - - ---- - --- --c . 20 to 24 f • 25 t o 29 X. OV,) r 40 -----
50 . What is th·a daily pupil loe.c, for oach of your hi gh school teacher s? 
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II. DETECTING POSSIBLE ECONOI1·!IES 

Although it i s impossible to enumerate all the problems tha t may arise, or 
to prepare an outline that can be applied uniformly to every school situation, 
the following questi ons may be used as a guide in self-anulysis. Nearly all of 
the questions arc worded so that if the matters to which they r efer are satis
factorily administered the question may be answered "yes". If your answer to any 
question is "no", it is suggested that you gi ve 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 

1. Do you have an internal budget which includ es both income 
and disbursements•, is it carefully plam1ed and consistently 
followed? 

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

3 . I s your school census taken in such a manner as to 
insure that every person eligible i s reported? 

4. Is your school census record ed in such manner that in
formation concerning any individual may be continu::ms? 

5. Does your di strict receive its share of taxes from t he 
county treasurer r egularly each month? 

6. Has your tax l evy been suffici ent t o me et your expendi
tures without the necessity of paying inter est on en
dorsed warrants? 

7. Does your board concern itself with the basis of assessi ng 
property in y our di s trict? 

8. Does y our ac c ounti ng system show the purpose f or which 
every dollar has been pc. id out? 

9. Doe s your acc ounti ng system show 
dollar r eceived? 

the source of every 

10. Can you ascertain from your accounting system comparative 
operation cos t r, f or each of y our buildings? 

YES NO 
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.A. (Continued) 

11. Have you taken the noces,,a.ry s teps to protGct the funds 
of your district, which aro on deposit in banks by having 
the deposj_ tory bank des i gnated in a legal mam1or? 

12. Are your official s who handl e; money properly and 
adoquntely bonded? 

13. Is there u. r 0cord. kept of all fund s handled by any of your 
employees , and i s n r nport :made to the board by oach such 
employee? 

14. Are all rec ords of your district, both educati onal and 
financi al, kept in fir epr oof vaults? 

15. Are tho r ecords of your district in such shape thut cost 
figures f or a per i od cf ye r:rs may be obtained? 

16. Does the secretary of your board. present I.'. financic.l 
r eport e~ch month? 

17. Are reports t o tho state for tho purpose of securing s t c. te 
aid, promptly made? 

18. Is every expenditure autborized by your bonrd bef ore a 
warrant i s drawn to pay f or s2.Ille? 

19. Is every w2rro.nt si gn-::;d pcr .3onel l y by the presiden t and 
secretary of your board? 

20. Does your di s trfot t ake advn.n tage of a ll di scounts f or the 
prompt payment of bills? 

21. Are the boolrn of y0ur secretary and tree.surer nudi t cd ench 
year by t ho boo.rd? 

22. Do your tui ti un chn.rgcs c ov•.,r tho c.c tua l cost? 

23. Do you ascertain a t tho beginning of the year the schcol 
di stricts fr om which you expect to collect tuiti on :rnd have 
an understnndj_ng wi th t he dir Jc tors in such districts that 
such tuiti on i s to be collected? 

24. Do you collect tuiti on promptly? 

25. Do you cash your drnfts fr om the county troasurcr c.nd 
wnrrants for st.:;to a id promptly? 

26. Hc.ve you adequut o insurance protec ti on on buildings 2.nd 
property and no mor e than n0cessary? 

YES NO 
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27 i Does your district carry wor}::mon' s compensc. ti en insurance 
to protec t Hs cmployoes? 

28 0 .A:re y our insurcinco polici ,J s mcd0 f or a t erm cf years wi th 
a po.r t of tho prmni urns due cc.ch yerc:.r? 

29. Hc.ve you r e tired such outstc.ndi ng interest bearing warrants 
cs tho fund s of y0ur di s trict will nllm1? 

30 . Is your superintendent c onc erned with the financj_al problems 
of your di s trict? 

31. Do you solicit suggc stio~s fr om your teache r s as t o possible 
economies? 

32. Have you consider ed tho possibility 01' cocpcr nting wi t h 
other districts in pr oviding school faciliti e s or pur
chasing suppl i e s? 

33 . Is there a definite progr mn for informinc tho people of y our 
cormnuni ty a s t o tho opor nti ~m of thoir schools? 

34 . Does every momb c: r of y our bonrd under s tand the difficul ties 
of finnncing sch ools under our prosont me thod of schvol 
support, 

35. Is your board making a continuous study of the financi c.l 
manngement of its schools? 

B. TEXTS, EQUIPMENT, AI'ID INS'I'RUCTIONAL SUPPLIES 

1 . Do you compare pri ces a nd quality of goods before purchasing? 

2 . Do you keep a r e cord of t he unit pric e paid for each item 
of supplies? 

3 . Do you ask for bids before purchasing g oods in quantiti e s? 

4 . Do you purchase supplie s through c omp eti Uve bids? 

5 . Do you purcha se tte sam6 item but once a year? 

6 . Do you check every shipment of g ood s rec e ived agains t the 
invoic e for sarno ? 

7. Do you anti cipate the su:;;ipli es needed far enough in advance 
that they may be delive r ed by freig.'1t? 

YES NO 

---

8. Have you an i ~ventory of al l property be long ing to your school? 

9 . Have you e stabli shed s ta!lderds for the consumption of 
supplies by each t eacher? 

10 . Do you apportion the supplie s among your t eache rs? 



-9-

B. (ContinUGd} 

11 . Do you keep a record of the mnount of supplie s u sed by 
each teacher? Each room or g rade ? 

12 . Do you chock ove r your inventori e s of equipm.:.mt, librarie s 
and suppli e s regularly to ascertain if' nny is missing? 

13 . Are your pupils instructed in the economical u s e of equip 
ment and supplies? 

14 . Are textbooks ad.opted in th <'J manne r provided by l aw? 

15 . Do you rec e ive annually all the library books which the 
county bee.rd of education libr0.ry fund ma ln, s :.wailable? 

C • MAINTENAFCE A.;\ Jl) OPERA.TI m; OJ<' PLANT 

1. Are your janitorial duties propc: r l y divided and carefull y 
assigned? 

2 . Is it poss ible for your janitors to do son~ of the ir sweeping 
during the school day? 

3 . Are janitors cmployod who can and do r:Jc'i.kO all minor r epairs 
to building s , equipme:nt , and apparatus? 

4 . Doe s your j anitor understand the purpose s and working s of 
the mecho.nical e quipment of y our building ? 

5 . Does your janitor h r.v e tho t o olr; n 0cossary to mnkc r r-) p2. irs ? 

6. Have you nny cln. ssrooms which nro not US (~d during ev ery period 
of the d ay? 

7 . Do you check on the amount of jnni tors ' :=.; upplic s be i ng used 
in any part of your building? 

B. Do you compcro prices und que.li tj_cs b 0:foro purchasing floor 
oi l, liquid soap , po.p0r t owe ls, toilut pc.por , ,:-..nd other 
j anitorial suppli e s? 

9 . Hrcve you c ons tdercd the possi hili ty of changing tho kind of 
any of your jani tori.a l suppl ies usod so tha t thc ro would be 
a fin;=mci a l advnnt r~f;e , nad :.-t t t he same time s e rve your need? 

10 . Do you s ecure compe tj_tivo b ids before purchaGing coa l nnd 
sanj_tnry supplie s? 

11. Hc.ve you t ostod tho ho c ti ng efficienc y of tho coa.l you uso? 

12 . Hav o y ou r he a ti ng ple.nts boon ch ocked ov er to insure tha t 
they a r e i n the best possibl e c onditi on? 

YES NO 
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c. (Continued) 

13. Does your tempor G.turo control apparatus r e spond quickly to 
t empGrc.tur e change? 

14. Hnvc you invrJs tir,c t od tho advisubili ty of woo.the:r-stripping 
or storm wind o-,·1s? 

15. Hc.vo y ou consj_derod the possibility of altering any c ondi
tions in y oul' builrlinc, c:nd thus r educ e heating , v entilating, 
or insurance costs? 

16. A:rc your el ectric light bulbs of the lowes t vmttc.gc; ne cessary? 

17. Do you oliminr..te a ll even ts r.t the schoolhouse in tho evoning 
when they could equally vrell be h Cld during tho day? 

18. A:re tho rc.tes pn id f or wetter nnd o l ectrici ty the l owes t tha t 
can be s0cured? 

l9. Does your school huve c. systema tic program f or keoping the 
buildings in first clc.s:., conditi on? 

20. Do you knovi the per pup:i.l c ost fo r the: oper a ti un of each of 
your bui lding s? 

21. Do y ou h r=-.v e y our property r o- appr uised f or i nsurance purposos 
when new p olicies c.r e t aken? 

22. Does y our di s trict tako;;;: :::.dvc.,nto.go of co-insurance? 

1. 

4. 

D. EX'l'RA-CT.TRRI CT.JLl.R ACTIVITIES 

Do y ou limit tho number of ac tiv i ti c s in y ou r school, or 
tho number in which nny pupil rncy c-m,5ago? 

A:ro all of y uur ac ti vi t i os fina nc i ally self-supp orting?~ '~\,',. 
IC-:, /,;·' 
,r-- ((j 

Do you :prepare: nnnur-:lly in ad.vancr-J e fin::nc i ::~1 budge t f ,')E J 
e n.ch ac tivity? ,. ~ · - \ 

Doe s y our board r oce ivo ouch yo:.:.r a fi nc.nc i a J stA. t omm t of 
each activity? 

5. Are your ac tivi t y fundo in o.ny v-my pr ot ec t ed by insurance? 

6. Are your nthlotic eq_uipmont, doc lm:i.o. t ory r 02.dinp.: s, clram:.1.ti c 
propertiG s , and all ot hor m;-1. t ori nl s inven tori od n.nd c olloc t od 
afte r boillf, u sod? 

TJES NO 

---
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D.. (Continuod) 

7. Aru pupils hold individually r esponsible f or In8.torinls 
issued :to them? 

s. Are the expenses f or your tonms while mmy fr om school ns 
l ow ns possiblo? 

9. Is tho expens e of officinls for contosts consistent with 
other costs and the door r occdp ts of such contests? 

E. INSTRUCTIONAL PROGRAM 

1. Have y our t ou.chers, suporvisors , principals, ::md superin
tendent had spccie.l trai.ning for the type of work to rrhich 
they are assigned? 

2. Do you investieat o the oxporicncc roc0rd of applicants 
f or teach i ng positi ons be for e you employ them? 

3. Do y ou prescribe the q_ualific c. ti ons you will seek be f ore 
consid e ring n.pplicants f or any p osi ti on1 

4. Can y ou relj_ev -') any or nll of your teache rs from s tudy hall 
duty? Libr ary duty? 

5. Are c.ny of tho duHe s performod by the various members of 
your t eaching s t nff such a s could n ot be 6. onc equally we ll 
by clerical he lp? 

6. Arc the pupil s in y our s ch~--iol a s proficient in var i ou s branche s 
as those in other s ch ools? 

7. Do y ou have ob j ec tive evidenc e , such as the r ssult s of s t a nd c.rd 
t es ts, t o indic~1tc pupil o.nd teacher progr ess? 

8. Is y our pror,ram of studfos such ['__S the financtc.l £,bili ty of 
y our di s tri c t justifies? 

9. Would the 01iminnti on of cert a.in sub j octs not affe ct the 
tuiti on inc ome of the di s t rict? 

10. Have you inves ti gat ed t ho poss ibility of discontinutng some 
depnrtmcnt of y our school wh ose cost is r e l a tiva ly high, 
and of nk'lking s ome nr rcmgc,mon t wi th a nei0.rby sch ool. to pro
vide equnl f ~ci litie s? 

11. Huve y ou coopor a t e d in the stc t e drive t o improve reading 
and s tudy in your school? HQVO y ou secured i mproveD10nt? 

YES NO 



F. TRANSPORTATION 

1. Are the pa r ents of tho children trnnsp ortod genor a.lly s o.tis
fiod with your present transportation system? 

2 • .A:re your hus r outes or ganizeu. with tho gre atest ec onomicnl 
advantagr3 t o your pupils and di strict? 

3. Hnve you investigated the poss ibility of incrensing the 
cnpnc ity of your busscs? 

4. Would it bo mor0 e cono1aic nl rmd equally efficient t o retain 
certain of your schools or r ooms rnther than transport the 
children thus .1.ff r:, ctod t o nec..rby schools? 

5. Are your bussos cr.:.c h ccrrying n full l oad? 

6. Does your bo11rd resorvo the right to approve or disappr ove 
of tho person i11 charge of each vehicle? 

7. Does your method of empl ,)yinc; bus dri VE:Jrs secure compe t ent 
people nt t he l owes t pcss ible figure? 

G. DEBT SERVICE 

1. Are your outs t a.nding bonds be ing paid off a s rapidly a s they 
become due? 

2. Hc.ve you n definite progr L,m for the retirement of bonded in
deb tedness? 

3. Is y our annual l evy i n t he schoolhouse fund suffi cient t o 
moot your debt service r equirements as they arise? 

4. Have y ou inves ti ga t ed tho possibility of using n surplus in 
your sch 0olhousc fund er of transfer ring a surplus from 
your genor a l fund t o tho schoolh,)uso fund , t c purchase out
stnnding bonds not ye t due? 

YES NO 
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