
BAEfBCSS CCBBTT, BOARS OF EKJCATI08 DI7I3I0S 0? FURASCE, Accounting ^ 

1, OERERAt LEDGER 
Siaei 10" s 18" x 2* Dates: 1901-190?, 1917-1910, 1921-19li6, W$ - -
Qaaotltri 36 YolnsHts 
Filo Arran̂ eaenti Ctaroncloglcal 
Audit. Biannual ooiaide atrilt 

The General Ledger is arrange bjr accomts giving the ooaber of the 
account and the school monkery tl» total aawant dlstwrsad end col­
lected for each aecoant and the data* a description of the collection 
or dlaVxrse&Bat, vlth the checksoaker for dlsbursanenta. since 
1952, the ledger has been aaehine prepared on ledger cards io three 
secticess Receipt3j Blaburcovuunta$ and Bocuabrancoa« 
BEC0HHS3DATI0HI BSTAIH PEEMABEHTLT. 

2* EXPSaSE PXSTBIBUTIQK CARDS. MABILU 
Fera No. j P-26051 
Slsai 7 3/8" z 3i" cards 
Batesi 195$ * -
Quantity! hO iranafiles, 5 card draners 
File Arrangeasatt Arranged according to information 

roQolrod 
Disposable Anountr 25 treble foot 

The Expanse Diataribaticn Cards are Realnstca Rand enrobed oarda with 
intrepret£tloR8 firing the Teacher sober, tba eeeocnt ncntoer, the 
school raofcer, and the aaoant. Shis punch card record is oaod as a 



•ems of diatribatins expesd&lares recorded in the General lodgers, 
gwwn*flX sod special accounts* 
HKOHfjaaDATlOHi ftETAEJ FOB THREE TEARS AED TOSS &ESZBOI. 
CASS JOCBHAIS 

Slses 11* x 16" x 2° (average) Dates: 186S-1B88, 1695-1905, 1918-1918 
Quantity* 23 rclaaea 
File Arrangeaeat: Cbrcoolojjical 
ABSB&1 Aecufiulfitieos Diocoffttiuoed 

The Cash Journals contain dally entries for gxpendl tapes sad re­
ceipts, giving the aaaoaat end the scarce of the receipt, or .a des­
cription of the payosnts wltlx the sooont sad the check noaber. The 
Cash Journals cover periods for which Geiwral ledgers hove not been 
found and the reeossnndat&oa is nede below for peraanent retention. 
ftE00JK2S!DiSlICWi REPAUff &ERHAK5STEZV 

W W 
Sioe: lt»» x 18" x 1" 
Satest 1925-3914 
Quantity: ? YOIOBBS 
FITw 8J umfliiHiwitiI Chronological 
Affinal Aeoosolation* Dieeontiaoad (See Oeneral ledgar) 

The Budget ledger la arranged by accounts showing the appropriation 
for cash aseoant end the sncjwmlt tares from the accounts by date. 
The Oeaeanal ledger carries the sane iafersatlm. 
HBOOWUKHTttriOSt BETAXH FSBFJHBRHTT.Y* 
scaooL g r a s s ESDGES 

Siss: 11* x 18* x 2* 
Bates: l86B-lJB7k, 1888*1B89, l£93, 1897, 1901-1916, 

1918-3926* 1928-1932, 1933-19ii2 
Quantity: 3U volooes 
File Aii'MMfgaaaatt Chronological 

The School expense Lodger is arranged by school district and school 
Bssber giving the school year, a Monthly recapitulation of total 
salaries paid to teacher*, an iteslaed list of other school expea-
diturss by Booth sad day shoeing the nsss of the payee, the Cash 
Joarnel folio for each entry, aad a breakdown of the anoont paid 
voder "Instructional Service,• "Operation of School Plant," 
•Mrtntonineo of School Plant," "Asxlllary Agencies," and "Capital 



c'-±69 

Outlay** Baithar the Oensral Lodgers nor the Cash Journals cover 
this entire period end therefore the reccsasjsdaticn Is suds for 
pt&ruanent retention* 
RSCO&BBDATIOf s ESCAX5 FmRiWSBSlS* 

6. VWCSSSR FITS 
Size: Folded papare 
Sates: 1955 - -
Quantity: 23 file drawers, 99 tranafilea 
File ArraagoRsnti year and check vwhnt 
Anneal Accrssolations 2$ cuhlc feet 
Disposable Aaoants 150 cubic feet 
Audits Biannual outside audit 

This file is cograoaed of the pink cheek copies prepared in tripli­
cate in tho Accounting division to which are attached t&e original 
inroiees with the notations of payaent. Vouchers applying to 
Capital Zaproreasnts ere to be retained for three years after the 
last transaction* 
mxxmssmATiast RETAITJ VOTOHSIS APPLTITO TO CAPITAL mmovmam 

FOR THRSIS YEARS AFTER TBS IAS? fSAHSACTIOH OR W X L 
AUDITED, WHICHEVER IS LftTEH, ASD THES DESTROY. 

h* RECCKHESDATIOH t RSTAIS ALL OTHER V0XHSR3 FOB THREE TEARS OB USTIL 
AUDITED, WHIG3E7EB IS LATER, ABD THES DEKR0T* 

7. CHECK COPIES (YELLOW) 
Sixes 6» x 9* sheets 
Dates* 1955 - -
Quantity: 1 file drawer, 9 transflles 
File Arrangsasnts By nans of Tender 
Disposable Aaraunt: 2 cubic feet 

This file is mlntained as an alphabetical erces reference to the 
Voucher File arranged by news of the Tender. The serial nsabera of 
the cheek copies are a cross reference to the Voachar Fils (Itea 6) 
which la arranged by check nsjsber* 
RECGMHEHDATIOSs RETAIL FOR THREE TSARS ASD TESE DESTROY* 

8. HJRCHA3E ORDERS (PIBK COPT) FILE 
Sise: 6* x 9* sheets 
• Dates: 1950 • -
; Quantity: lit file drawers 
. File A 0i—n>: ChrcxMLagieal by pnrchase order neater Disposable Ascent: 20 cable feet 
Aedits Rlanrnal ootsids audit 



The pink copy of the parehnan order ie forwarded to Accounting froa 
the Purchasing Division and filed as a control with notation of 
receipt end payeeato to enable the avoidance of duplicate pajsento 
and to keep the Accounting Division infornsd of the otstss of o 
given purchase order in respect to psyaents Bads thereon. 
BXCCttfSSDATICBs RSTAIH FOB TERSE TEARS OR WHL AUDITED, WICBZm, 

IS LATHS, AMD THE33 DESTROY. 
ABMIHJSTBATIVg ACCOUtfTBH> BKflUftl& 

Dates? 195$ - • 
Quantity: 1 file eraser, 9k taransfilss, l» cartons 
Filo Arrangenants Chronological or serially 
AXESUI Awsraulaticn: 15 cubic feet 
Disposable Anctnts 150 cable feet 
Anditi Biannual outside audit 

The Adwiniatrativc Accounting Eecords ore composed of the following 
reports and financial papors anion, after having been posted to 
pentanent books of aceomt tcaA having net audit reqairensnte cease 
to have further valns to the administration of the office: 

Bank records -
Bank .'StatsDssnts 
Deposit slipa and books 
Ciffflo'le'f tiheuliu 
Check staha 
Copies • of financial stateaesta to State a 

agencies 
Distâ bution, reoonciliatlcn, sad trial balanco sheets 
tttcMaa tapes 
Transaittal shoots 

BSCOHOBDATIOSh BSTAITT FOB TBREB OT3 OS WTTL ALL AUDIT REQBIBE-
HEBTS HAVE BEES RET, 1BXCHEFER ZS LATER, AHD TEES 
DESTHCY. 

AHDIf gZFCBTS 
Slant 8£» x 11* binders 
Dates* 1919 - -
Qosntityi 1*2 binders 
File aRangensnts Chronological 

The sndtto ore node Mawnnnlly by oatside firaa. Copies are de­
livered to the Board and deposited in the varioos divisions shore 
they are nasally filed with the General Files. The sst in the 
Aeeeaatiag Division is oosplote and shoold be retained peraunently. 
SECOXSSflDATZCBt BBATJI PSSKA1SITLT. 



-

• 5. 

11. AXSUAL FIKAKCIAL EHPCRT OF THS BOARD OF 22)30/310*1 

Fora No. * Old fora #721.9 replaced by A & F as 
revised 

Slag: 11" x 8|* pads 
Dates: 1927 - -
Quantity: 31. paqpblets File Arrangesssrt: Clhronological 
Audits Outside audit end the Stats Board of Education 

The Annual Financial Report is prepared on a Bdascgraphad fort* 
supplied by the Stat© Bepartasaat of Sducaiicn and divided into the 
following six sections* each section being broken doan to eUxxs 
close analysis of tbs entries: 

Pert I - Current ?uad 
Part 11 - School Ccnafcructltsi Rind 
Pert Ul-l&bt Servics for School Coastruetixaa 
Part IV - Status of School Debt 
Part ? - 7&lu» or School Property 
Part 71 - Certification by tlie Coaaty S;'«peri&tan£lant of 

> Schools 

The old fona !fflk? «aa replaced by a simplified form in 1952 which 
is smaller and can be easily prepared on ths typewriter. 

RscmmmTimi EETAHI PEPj&HmarLY. 

12. cases ESQistsn 

Sise: 16" x 16« 
Dates: 1951 - -
Quantity: S voloaas 
File Arrangements C^caclo.^ical 
Audit: Biaanaal outside audit 

The Check Hegistcr la nachlne prepared on tho tabulator as the 
last operation ixx the issuance of checks giving the nans of the 
payeti, the date, the amount and voucher nus&cr, the daily disburse-
maato and the previous total carried foruerd. The Check Register 
does not include payroll which 1B found, in tho Tab Sheets. 
RBCCMMSBDATIO!*: RETAITI FOB THRE2 TSARS <£ OSTIL AUDITED, kuICHEvSl 

IS L£TEP-, ASD THS3I DESTKCT. 

13. IRSURAJES pcucrr. 

> Size: Folded papers 
Dates: l$$ti - -
Quantity: 1 docusant drawer 
File Arrangeaent: Cfaronolô iciil 
Audit: Biannual outside audit 



Tela file is cnoppoad of both earront «od expired casualty insu­
rance pollas aa mil aa pnillrrtsa on property belonging to or ad-
adnlstered bj the Board, Snolndlng notor vehicles, buildings, ade-
enllsnsous oqvilpwait, and installations. Insurance earrlad by the 
Board la generally renewable every five years. The reeoaenodatlon 
appearing below does not apply to the Fidelity (Performance, 
Surety) Bonds which are separately itesd&eo* 

moomamaicst REJAIH EXPIRED jmrnusx POLICIES FOB OSS YEAR 
AFTER TEfiHXBAL DATE OB BHTIL AIL AID2T REQJ3XBER3BT3 
HAVE BESS RET, tSXCEETCB XS LATER, ASD TEES DESTROY. 

raPSMTT BOBDS (PERFORftABCg. SOBETT) 
Siset Folded papers 
Dates: 1558 - -
Quantity: 1 dut merit file 
File Arrsngesonti Chronologioal 
Audits Mammal outside audit 

Fidelity Bonds provide protection against sdmawtiSBWismt or aal-
fefisance in finsncial and property operations carried oat by Board 
personnel. This type of insurance my be collectible after the 
tereination of the policy for sots coraaitted daring the life of the 
policy in cases in Which the insurer has not been relieved of res­
ponsibility by the filing of the Fidelity Release and Clearance off 
Accounts ferns* 
BECGHKSGDATIClii BET AIR EYJ2BBD FIDSUTT (SURETY, PERFORMANCE) 

BOBDS FOB FJLFTEKH TEARS AFTER TSRfllflAL DATE OB 
BSFIL ALL ADDTT EBQEfiERgHagg BATE BESS MET, HSXCS-
EVER XS LATER, AUD TBES DESTROT. 

15* XBSORAUCE RSOISTEB 
Siset 8f« x 11» binder 
Dates: 1&8 - -
Quantity: 1 binder 
Audits RJarmrfl outside andit 

The register is arranged by class of liiiiiiiiawm Ttanrtliigg, Botes-
Vehicle, and Maft̂ Tlannonj <by year, giving the effective and 
expiration dates of the policies, the names of the insurer and of 
the agent, the aneont of coverage end the aanuzrt of the preadssu 
BECCHBESDATICBi BSTAZB FOR THREE TEARS OR BBTXL AUDITED, WHICHEVER 

IS LATER, ABD TBES DESTROT. 

I 



7. 

]&• BPHP3BSS AMD COSTtaifS HtSCKABCE CUittt&L 

Sise: lb» x 31° sheets 
Dates: 
Qasntltgrs 1 v©l**a 
Audits ' filsnzzual flutwlds audit' 

Tola record contains acre detailed infcrnation than the Insurance 
Eegleter (Itea IS) giving the effective data of the policy, a dee-
crlptlon of the property Insured, the Insured valuation and the 
aawiint of excess Insaranoa carried* the total Insurance In force 
on each property by year with totals carried forward. Insurance 
on Botcr vehicloa sad wiscellaneoae insurance, Inclncing Fidelity 
Bends, are included in the Control record. 

17. IS7QRHATI03 SHEETS IDS PATJEST 0? gggASB AUQb'AECS TO TRAYEUZ& 

Fens Be.: TA-2 (revised) and TB— 2 
Sises Xatter-sise 
Dates: 1953 • -
File Arrangeaent: alphabetical by nans of teacher 

Th^ Xnferaatlcn Sheets are filed enaaalljr by the visiting tschmrf 
and approved by the Boas School Principal for estimating alleags 
aXLceaacas to be paid to teachers assigned to classes in acre than 
one school. The sheet gives the asae of the teacher and of the 
hoas school, teacher*s address, the subject area (position), die-
taneee traveled and eases of the schools, with a asekly eehedale 
by period and day of the aeek, and epace for effiee use to show 
sdlaage payaents for the school year by acath. TB-S fcra, Trans­
portation gajMiiufi^ VcQCher, ifMyh is prepared acnthly by the towrhnr 
and approved by the Principal la fuisaitied to Hie Transportation 
Division ̂ W<|» '<T*tl**<TC aĝ *>*ti the Tiiruisafilnii Sheet and than sent 
to tee Accounting Sfarlalon for pajsamt. The recceaaottaticn below 
applies only to tea Inferaation Sheets (Fcra TA-2)j the Transpor­
tation Ripsnee teachers are prevised for in the Schedule for the 
Payroll Oiviaien, Teacher's Folders. 
SBC01©63SDATIOSt KETAXH FOB TERES TEAKS AHD THES DESTRCT. 


