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CEAPTER I
PART 1

INTRCDUCTION

For many years, the business manager in educational
institutions, was to be found only in colleges, universities,
and the larger public school systems. At the time of this
writinz, however, there were fifty-six business managers in
the public school systems of Illinois, exclusive of Cook
County. Indications are that the 1list is growing and will
continue to grow.

The growth of the office of business manager was inevitable.
The business manager in the public school has become an essential
position. Today our public school systems are serving more
children in more ways than was dreamed of Just a few short
years, Our educational scope has expanded sc rapidly in such
areas as transportation, lunch programs, and personnel manave-
ment that a superintendent finds 1t impossible to successfully
glve the needed time to each of these and still succeed with
his administrative resoonsibilities. 1In order to allow the
superintendent to devote his full time and energles for admin-
istrative duties the business mana;;:rr was creeted.

Is it not necessary with the importance and increacing

dancrd establishzl stet we 5 ¢.irn our candidates for thicce



positions? To obtaln informaticn to serve as a basis for
thils traininz, I turned to the business managers in the field.
Questionnaires were sent to twenty~nine business managers and
sixteen were returned. Several personal interviews were held
with five different business managers. These interviews and
questionnaires brought me the material for a proposed outline
for a course in school business management. The business
rianagers sclected were employed by the smaller school systems
of the state.

It is my hope that this paper will aid in the development

of a business manager tralning program,



PART 2
EDU CATIONAL BACKGROUND

Each of the sixteen business managers guestioned indicated
that business should be the major of the undergraduate but the
minor field received more discussion. The one most often
mentioned was school administration. OCther sugzestions were

iathematics, science, and accounting. (Table 1)

TABIE 1

UNDERGRADUATE EDUCATION
NUMZER OF

HAJCR TIMES LISTED
Business 16
MINOR
Schoocl Administration 12
athematics 2
Science 1
Accounting 1

Table 2 (page L) shows us that graduate work is recommended
for the business manager. It also reveals that pu®lic school
administration is the choice of fourteen of those guestioned.
School finance and accounting were also menticned as possitle

sraduate selections.



TABLE 2

GRADUATE “WDUCATION
NUMBER OF

SUJECT TIMES LIST=ED
Public School Administration 1
Public School Finance 1

. Accounting 1

Table 3 indicstes business subjects selected by our
business managers that would be useful as background for the
prospective business managers. As you will note a strong

accounting background is suggested.

b

TABLE 3
BACKGROUND SUBJECTS ~ BUSINESSE

11j

IELD

NUMZER OF

SUBJECT TINMES LISTED
Principles of Accounting 16
Budget Accounting 15
Personnel Managenent 15
Principles of Accountinz: Intermediate 14
Business Administration 12
Business Law 12
Typewriting 10
Cost Accounting

Auditing

Financial Statement Analysis
Office Machines
Advanced Accounting

Accounting Systems
Office Management
FPund (Covernmental) Accounting

Salesmanship
Income Tax Procedure

Hhn PN N o



formal training for a business manager in subjects

exclusive of the business curriculum bui recormended for a

training program is given in Table .

School administration,

economics, insurance, and school law are strongly urged by

the business managers in the field.

TABLE |

BACKGROUIND SUBJECTS - CUTESIDE DUSINESS FIELD

SUBJACT
School Administration
HWconomics
Insurance

School Law

Public S2peaking and Speech

School ¥inance

Mathematics

State and Local Sovernment

¥Enzineering

NUMBRER CF
TIMES LISTED

16
13
12

12
190
19

6

3
1



PART 3
PUBLIC SCHOOL EXPERIZENCE

There has developed, in the last ten years, considerable
controversy over the question as to whether or not the public
school business manager ought to be a professional educator,
or at least have had some experience as a classroom teacher
so that he may have sympathy and a proper feeling for the
purpose of the schools and the work of the teacher.

Teaching experience for the business manager trainee
was recommended unanimously by the business managers gquestioned.
Some are definitely of the opinion that such experience should
be a regquirement for such a post. At least two years of class-
room experience was favored by the majority of our respondents
with some suggesting as much as five years experience in the
classroom.

Two of the business managers said that experience in
administration was also advantageous. They stated that it
would give the business manager a clearer understanding of

what the administrator desires and needs of his assistant.
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PERSOIAL OUALIATCATION

{n

What are the personal qualifications for a public school

business manager? ‘e gqualities listed belou were indica

by the answers from the business managers., Obviously sor

are more important than others but to rank them in order

importance would call for use of valued judsment,

l. Fe 1s honest.

2. He possesses ood health.,.

3. He shows initiative,

L, He is willing to make decisions.,

5. He has the ability to look ahead.

%, 1I'e posscsses a sense of loyalty and ethics.,
7. e shows respect for the diznity of others,
8. He has patience and understanding.

9. e likes detailed work,

10. Ile 1s open-minded,

11. He is friendly.

12. e 1s courteous,

13. e has forcefulness of speech and action,

ted

1e

of



CHAPTER IT

RESPONSIBILIPIES CF THE PURLIC 3CEQCL RBUSINESS MANAGER

The business manager has numerous tasks to perform and
it would be impossible to discuss each of them in detail.
The responsibilities discussed in this paper are the ones
considered the most important by the btusiness managers
interviewed. ©Each responsitility cannot be thoroughly
discussed in this paper but it is hoped that a better under-
standingz will be obtained of the school business manager's
responsibilities.

It is sugsested that the various responsibilities which
occupy the major part of the business manager's day should
be studied by a student of school business management. The
following parts are organized as units to make this study
possible,

Each part is concluded with suggestions for the teaching

of the responsibility.



PART 1

TALISPCRTATION

ek oS
1. Linn, lenry ., School Business Administration,
(Hew Ybrk' ’he Ronald FPress Company, 1956), pp.
497 - Lel.
2. Reeder, Ward ., rublic School Administration,
(few York: The Macmillan Company, 190L1}, ~
op. 120 - LLE,

1. County Superintendent of Schools
2. State O0flfice of Pablic Instruction

ACK CROTTHD CUITRELES
l. Sclkool Administration
2. S2School Law

LHSMUCTICHAL ALDS
l. State forms
2. Crisinal fecrms to obtain information for state

3 weels
PROGJECTS

3

1. State transportatlion laws

2. State safety recuirements

3., Certification of drivors

L. State forums

%, Vehicle records on school forms

5. Dus routing plan fer a lccal district

A Qs
COSTRESS

forms

on the driver more than on any other sinzle factor.

. Cne of the most harassingz oroblems is that of

1, The guality and cost ©f school transpgortation depvends
2

securing competent drivers and insuring that they

are avallable to orerate the buses on schednle.

3. In maintaining a school hus fleet the principle

of

preventive maintenance should te strlctly adrered to.

—
+2
L]

schedule for service operations

A program of preventive malintenance demands a rigid
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Because of the inherent hazards connected with any

transportation program, it is important that

attention be given to insurance matters.

The fewest behavior problems are among the primary

children; next, the senior high school group; third,

the intermediate grades; and that problems are most

likely to occur among pupils of the junior high

school age.

The problems of pupil behavior are greater on the

evening trip than in the morning.

Guides for transportation policy

a. Safety is the major objective.

b. Economy 1s a consideration supplementary to safety.

c. Adequacy means effective provision for serving
the needs of pupils who are, or should be,
transported.

General characteristics of a good school transportation

program

a. Integration with the general school program.,

b. Safe operation.

c. Adequate service

d. Constant attention to plans for efficiency in
operation and in purchasing procedures that will
reduce operation costs without affecting safety
and adequacy.

e. The entire transportation program should be run

on a cooperative basis,
f, The transportation system should be well organized.,
g. All school buses should be operated in accordance

with simple, well-defined rules that are understood
by drivers, pupils, and parents.

h., All school bus routes should be carefully planned,

i. School buses should be operated on exact time
schedules that were made by timing the buses under
actnal operating conditions.

J. All school buses and school bus equipment should
be of approved construction as specified by state
standards,

k. Proper maintenance of school buses 1s important
to safe and economical operation.

1. The school bus shop and service facilities should
be adequate, easily accessihle, well arranged,
and kept clean.

m. School bus service personnel should be adequate,
carefully selected, and fully trained in preventive
maintenance procedures.

n. School buses should be driven by drivers who have
been carefully selected and thoroughly trained for
the jobs,

o. All school bus drivers should be closely supervised.

p. Pupils who ride school buses should be trained to be
good bus passengers and to show some responsibility.
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The growth of schoel transportation has been phenomenal.
The reason for this phenomenal growth is due to a great extent
to the enlargement of the school districts brought about by
consolidation and the resulting state laws regarding nupill
transportation., To illustrate this fantastic growth, I use
the following corparisons. 1In 1941, approximately three
million pupils were transported to and from school each day
in eighty thousand buses at an annual expense to the school
district of sixty million dollars. In 19546, however, approx-
imately nine million pupils were transported each day in one
kFundred and thirty thousand buses at a cost of three hundred
million decllars annually. The cost of transportation in the
school district consumes as much as 19% tc 255 of the budget.
In many school districts it ranks second only to teachers
salaries in the district expenditures.l

Transportation is therefore one of the chief reswonsihil-
ities of the public school business manager and should be a
well-orzanized operation,

Tr.e planning of the routes should receive the attention
of the business manager several weeks before the onening of

1. Linn, Fenry H., School Zusiness Administration, (lew York:
The Ronald Press Corpany, 1956}, p. L97.




the school year. Alterations may need to be made in former
routes because of changes in the condition of the roads and
bridges, a shift in school population, or perhaps changes
in the boundaries of the school district. Alterations may
be made during the school year also to provide a better
transportation service.

Such information as the name, age, grade, and residence
of each child entitled to transportation must be known before
suitable routes can be planned. This information is usually
obtained from the students at the close of the previous school
year. The form used may be very easily prepared on the mimeo~
graph. Information from students entering school for the
first time may be obtained from the parents when they pre-
register their children. The next step would be to prepare
a transportation map of the district. Table 5 (Page 13) is a
guide for the preparation of transportation maps. Table 6
(Page 14) lists the criterions for route planning.

The business managér should be familiar with the different
kinds of routes that may be used. Those most commonly used
are the circular and shoestring routes. A circular route begins
near or at the school and ends at the school. A shoestring
route begins at the boundary of the district and proceeds toward
the school., Other routing systems are sometimes used but the
business managers preferred and used these two types most often.
Which type of route to use is debatable and will vary from one
school system to another.

Whenever possible, the routing should be planned so that

one bus may be used on more than one route. This will be more
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TABLE 52
GUIDE FORX THE rREFARATION OF TRANSPORTATION MAPS
l. Outline the boundaries of the school district on a
map., On this map locate the schools of the district.

2. Draw in the streams, railroads, etc.

3. Draw in the roads in the district and designate their
condition., The following symbols are commonly used.

Paved roads (Asphalt, brick, and
concrete)

___________________ Improved roads (gravel and stone)

teessscscsssssesess Oraded roads (smooth and drained

dirt)
== Dirt roads (sand, dirt, but nost
craded)
//7//////////////// Roads under construction or soon
to be.

li. kark bridges and other hazards with symbols.

5. Locate homes of the pupils to be transported. A
method very commonly used is to locate the home
with a square and put in the square the number of
pupils to be transported.

6. Total the number of pupils to be transported.

T. Determine the total mileage of the shortest routes
by which all those to be transported may be reached.

8. Lay out tentative routes. Avoid retracing wherever
possible.

9. Total the number of pupils on each route. This total
will show the capacities of the buses needed.

10. Check each route, adjusting i1f necessary to keep
within time limit.

.11. Check the proposed routes by going over them with

the bus driver on the map.

2. Reeder, Ward G., Public School Administration, (New York:
The Macmillan Company, 194l1), p. L23.
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12+ Check the prepared routes by actually golng over
the routes in a bus,

13. Revise the routes during the year if any changes
are necessary.,

TARLE 63
CRITERICNS FeR ROUTE PLANNING

l. Keep at a minimum the number of hazards such as
steep hills, danzerous approaches to intersections,
railroad crossings, narrow bridges, sharp curves,
crowns of hills and obstructions to visibility.

2. lMake sure that necessary "turn-arounds™ are safe
and suitable in all conditions.

3. Load and discharge pupils so that it i1s not necessary
for them to cross main highways in order to reach
their homes.,

4. Plan routes so that majority of the children do not
have to ride too long on the bus., It 1s generally
accepted that one hour should be the absolute maximum
riding time.

5. Keep bus stops on hills of appreciable grade at a
minimum, Where such stops are necessary they should
be as the bus is traveling down hill,

6. Avoid all duplication or unnecessary mileage of any
kind.

7. Lach route should provide a reasonable pupil load
for the bus used. It is desirable that a seat be
provided for each rider,

8. Apply equitably and consistently the policy governing
the distance beyond which children will be transported.

9. Provide for duly recognized exceptions to the policy
mentioned in "8" above, which may be necessary because
of particular hagards or due to the physical or health
limitations of individual pupils.

10. Provide for the transportation of pupils who attend

nonpublic schools,

3. School Business ianazement Handbook, (Albany, N.Y.: The
State Education Department, 1955}, p. 53.
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economical as it will reduce the nezed of additional buses.
It 1s n=cessary that the routes be of such length that two
routes can be covered by the same bus., Long routes will not
permit more than one trip by each bus.

A tentative time schedule for the first few days of the
school year should be constructzd and made available to the
parents of those pupils who will be transported. After the
route has been traveled for a few days, then a permanent time
schedule should be made and again made known to the parents
of those pupils being transported.,

The bus driver 1s an important member of the school
personnel, His importance 1is stressed by the list of duties
he 1s to perform,

l. He transports the pupils safely and with proper
regard for their health and comfort,

2. He exercises a desirable moral, educational, and
disciplinary influence over the pupils.,

3. e maintains proper custody over the bus which he
operates.

L. ¥e pr-ctices economy in the use of rasoline, motor
0oil, and other supplies.

The business manager does not have the power to employ
and has only the authority to recommend. The Board of Education
has the responsibility of approving or rejecting the recommen-
dations of the business manager, lowever the recommendations
of the business manager are usually accepted. I% is commonly

agreed that teachers and janitors should not be employed as
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of carrying a spare tire on eacl bus
inventory and cost.

It 1s cenerally ilwmpractical to
Plouring your transportation budzet
variation of costs among districts,

Two basic principles should be
budgeting. All cost data and all co
handled at the business office and a

an individual bus basis., Individual

ke establishz2d to determiane the cost

repair labor, and parts. Iorm 1 (Fa

suzested individunal bus record card

andag

use state avera~es in
because of the wide

followed in transpcrtation
st analysis should be

11 data should ve keunt on

nus record cards should
cf »as, oil, frease,

ze 18) illustrates a

A comparative analysis sheet should be develooved in

order that 21l buses can be comuared
per mile cost, and per mile cost by
stould be possible to cciapare buses
same make,

and the same size. Data

in terms of toctal cost,

itemn, In addition 1t

cf the same aze, the

Q

Pl

should be such that the

annual cost of operation and maintenance can be related to

the varilous drivers, because drivers
rave a relaticonship te the cost of o

of buses.

A worl sheet should bhe

nsilized to deterniine

hiakbits

and drivers! do

neration and the life

the total

cost of opneration of either each bus cr an averaxe ner bus to
estimate the excected cost of the fleet. The work sheet should
show an estimated cost firure for each of the followins 1tems,
tcrether with the dollar total: storage, license, puklic

liability 1insurance, gsroperty damage

insurance, fire insurance,
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FORM 1

SERVICE RECORD
(Individual Bus)

Bus No, Driver(s) Make

Service Period Model Yr.
D Speed-
A ometer Tires & TOTAL
T Read=~- FAS OIL GREASE PARTS LABCR Tubes Ce3T
E ing

Gals Cost Qts Cost Lbs ‘Cost Cost Hrs Cost Item ‘Cost

1leage reading last day of this month
ileage reading last day of previous month
#i1leage for this service period

Cost per mnile

Head iiechanic

This form may be used for the monthly and yearly service report,



compensatlon insurance, ~as, oil, tires and tubes, maintenance

If a district owns and cperates 1ts own ~arage, 1t may

he rwore practical to consider this a&s a separate itoe and

_J

minate storase from the forecoln: lisst.

in nwaintaining a school bus fleet the nrincicle of
~reventive maintenance chould be strictly adhered to. Fora 2
(Page 20) is used by the driver to report to the hesad wechanic

f ris bus,

)
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o

or other anthorized verso

Cnce a district has decided fto perform its own malrn-
tenance, a decision must then be made as to whether this will
he a 100% vrogram or whether soue wajor jobs will be done
outside on contracht, When a Cleet has reached ten units,
crost maintenance worl can be perioriced by the district; when
tire fleet has reached twenty units, ii{ seems oractical for
the district to be equipped to pericr: all malintenance and
repalr jobs.

There ere certain must i1tems of ecuipment: holst, zas
namp and tank, alr cowmpressor, Lydraulic jack, vice, bench,
whneel puller, tire irons, tire gressurve ause, voltineter-
arrieter (6 and 12 volt), hydrometer, ~rease mns, and
nmerous small tools. As the flect ancroaches twenty units,

~

the followlns eguinment skould he added: ovaint spray -n,
orake linins wmachine, ccll testers, valve seat srinders,
nain hoists, :ear puller, tension wrenches, aceftylene

weldin. eqguilprient, thread cutting set and dies, and a small

|_l
)
ot
hh
D
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FORM 2

BUS DRIVER'S DAILY REPORT

Check one: __ morning Date

___evening Driver

__ emergency Gal. Gas Qt. 0il
Bus No. Speedometer Reading

(End of trip)

Accessories

Cooling System

Ignition

Fuel Bystem

Motor

Lights and Signal devices

Wheels and Steering

Brakes

Tires

® ther

Road Hazards

Signed

{Bus Driver)

The Daily Report should be turned in by the driver to
the head mechanic at the end of each trip.
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An 1dealistic acsproach to a school bus maintenance
porooram stould have a salient effect on the worale of all
schocl employees as they observe the district's concern for
safe, healthful, and comfortable transportation. It can have
tke same effect on pupils, parents, and the community. <the
approach also is an indication of the board's desire to
stretchh the tax dollar, because such a maintenance program
should mean a longer life for buses, even as long as twelve
years.

It is common practice for school districts to insure
their buses against fire, especlally where many buses are
stored together or where they are stored in hazardous buildings.
The value of theft coverage on vehicles larzer than station
wagons 1s open to question. However, fire and theft are
generally written in a combined policy at rates not greatly
in excess of the fire rates., At modest additional cost com-
prehensive coverage may be secured which provides added
protection from loss by windstorm and other acts of God.

The comprehensive school bus liability policy protects

the district from all loss due to Liability incurred by

reason of the operation, ownership, or maintenance of motor
vehicles, 1t is highly recommended that school boards provide
adequate coveraze. The reasure of coverare depends upon the
casaclity of the bus and upon the hazards involved in its
operation.

The following steps misht be followed for possible

savin~s in bus insurance.
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1, Fleet discounts are allowed for six or more vehicles
when insured in the same company.

2. Premium credits may be earned by establishing and
maintaining a so0od accident experience record. 'The experience
rating plan penalizes a district with a poor accident record.

3. Dividends are pald by some insurance companies at
the end of the policy period.

4. Premium savings may result from the purchase of
school bus liability policies written on a ten-month basis,
In this case a summer repair and testing extension is avail-
able at nominagl added expense.

Schiool officials must recoznize and assume responsibilility
for all aspects of transportation which affect the health of
pupils, The time that children spend on school buses may
make a contribution to good health if al1ll pertinent factors
are given due consideration and attention. <(leanliness 1is
an important factor., 'The interior of the bus should be kept
in a clean and sanitary condition at all times. This will
require daily sweeping plus perlodic mopping and washing of
interior surfaces. A clean bus provides healthful surround-
inzs and promotes pupil pride in the vehicle and the school.
To a surprising degree schools are judged by the agpearance
of the buses which serve them.,

A second health factor is the heating and ventilaticn
of the bus. Modern vehicles are well designed to provide
protection from severe weather, Drivers are responsible for

prooer ventilation and temperature control at all times. It
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is particularly important to avoid overheating while children
are wearing heavy clothing in wintertime. By suitably pre-
heating buses before each trip an even inside temperature can
be maintained over the entire trip.

As bus schedules often regquire transported pupils to
leave home at an early hour, these children may have nutri-
tional needs not common to those who walk. The operation of
buses on a regular schedule enables families to plan accordingly.
School administrators should also bear this problem in mind
when planning school lunch schedules. This is particularly
important in the case of very young children.

Good pupil conduct contributes to safety. It helps to
avoid accidents which may result from the distraction of the
driver. It also reduces the number of accidents in which
pupils injure themselves or each other.

The bus driver should at all times follow safe driving
practices. In spite of all precautions, the possibility of
accidents can not be entirely eliminated. Drivers should be
trained so that, if and when accidents do occur, they know
how to meet the emergency.

An evaluation is necessary to determine the quality of
the district transportation program. Such a procedure will
assist the business manager in judging the degree to which
their service meets the objectives of safety, efficiency,
and economy. Form 3 (Page 24) is & check list designed to
assist school officials in making an evaluation of the ways in

which standards of service exceed minimum legal requirements.
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. No
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FGRM 3
TRANSPCRTATION CHECK LIST
BUS DRIVERS AND OTEER PERSONNEL
Applications for positions as driver are
acknowledged and filed for consideration when

vacancies occur,

Bus drivers are appointed strictly on the basis
of valid qualifications.

Drivers are required to have periodic physical
examinations,

Drivers are of good moral character and are
thoroughly reliable,

Drivers are tactful in the management of
children,

Drivers understand the need for courtesy to
motorists at all times.

Drivers can secure help with problems when
needed,

Transportation responsibilities have been
definitely assigned.
PLANNING AND OPZRATION

Standards of service are adequate in terms of
the needs and ability of the local district,

Policies and regulations are clearly stated and

are readily available to those interested in
them.

The policy governing walking distances is
clearly defined and consistently applied.,

Routes do not include any unnecessary mileage.

Routes are planned to keep hazards at an
irreducible minimum,

Bus schedules are planned to meet the needs of
the instructional program.
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Yes No
T " Seats are provided for all pupils.

. Buses are operated on schedule in so far as
- possible,

In the planning of special trips, adequate

. consideration 1s given to safety and super-
vision.

. Efforts are made to secure a constructive
attitude on the part of parents in regard

- to pupil transportation problem.

. Insurance is adequate in respect to both
- 1limits and types of coverage.

- The operational records provide all informa-
- tion considered to be useful.

. An up-to-date transportation map is available.

SAFETY AND HEALTH

" Safety is regarded as a primary objective in
: pupil transportation.

. Routes are planned to eliminate trips of over
' one hour riding time.,

Drivers are encouraged to report route hazards.,
i Safety rules for pupils are generally under-
.~ stood and enforced.
BUSES AND MAINTENANCE
" The size and number of buses is adequate. Buses
- are purchased in a size to meet the needs of the

' present and the foreseeable future.

- The type of bus purchased best suits the con-
, ditions under which it is operated.

- The preventive maintenance program is understood
~and observed by maintenance personnel.

. Buses are maintained so that no trips are missed
w....... due to poor maintenance.
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Yes No
. - 7" Buses are maintained so that no child is
endangered due to poor maintenance.

Drivers make daily reports on the condition of
their buses.

Inspection reports and drivers' reports are

promptly acted upon when corrective measures
indicated.

Buses are kept clean inside and out,

- One or more spare buses are available for use
- . a8 needed,

The statements are constructed in such a way that each "no'"
check indicates a respect in which service may be improved

if resources permit.
In most school districts, the school bus represents the
largest single item to be purchased. A well-conceived

program of buying buses must involve the following basic

J‘.‘act:or's'..LL

1., School buses should be purchased on competitive
bids filed on detailed specifications,

2. In many cases old buses can generally be sold
outright to a better advantage than they can be
traded on the purchase of new equipment.

3. A long term purchasing plan should be adopted so
the school board will not be called upon to purchase
several buses in one year, If seven buses are
operated by the district, arrange purchasing plan
so only one new replacement is needed each year,

L. Many school boards have indicated that there seems
to be very little difference between the quality of
approved bus bodies if they are bought on the same
definite, clear-cut specifications. Therefore,
there should be only a slight difference in the bid
prices for similiar equipment.

4. Linn, Henry H., School Business Administration, (New York:
The Ronald Press Company, 1956), p. 523.
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Iif the schocl bus 1is to e used extensively for
extracur r1011;r activity trips, consideration
mast be given to such factors as additional space
between seats (pcssibly 27 to 30 inches), better
quality cr seats, lugsasge carriers mounted on the
roof of the bus, etc.

O~
[}

Frequently schocl boards make a mistake by purchasing
scihiocl bus chassis which are too small. Consequently,
the motor is laboring most of the time and, as a
result, the operating and raintenance cost becomes
extremely high.

7. The averaze ccst per pupil for transportation is
usually less with buses with pupil seating capacities
of 116, 5l, and 60 than with the smaller vehicles.
However, adequacy and efficiency should not be
sacrificed for the sske of economny.

In addition, the school board should investigate the
value of buying chassis and bodies separately. XZxperience
verifies the fact that school bus salesmen normally sell such
i1tems as truck dump bodies and utility bodies to the anito-
motive dealers. By selling school hugs bodies, they increase
their line of products, making it more advantageous Lo call
crn autorotive dealers., One can readily understand that 1t

wonld not be desirable for schocl hus salesmen to sell school
bus bodies separately when they rely uvron truck salesmen to
assist them in selling the other grodvcts which they represent.
School bus bodies can be nurchased for anproximately ten per
cent less when they are bought directly from school bus sales-~
men who do not have to work through an avtomobile dealer.,

There is a tendency today to purchase heavier vehicles,
especlally if the terrain is ruzred.

A good transportaticn orogram recuires good nmanagcemente

Adequate management starts wilth clear thinking and preconceived



ro
[o3)

olans. Planninc, to be effectlive, needs administrative
orcanizatlion, tight lines of responsibility, efficient
recruitment policies, detailed operating manuals, and rules

and regulations.
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1. Iske all revalirs az soon as practicables after fhe
need for them has been discovered.

2. 4 periocdic and systematic inspection of the school
plant is recommended,

3. 4 written record shiould be kept of all repairs
ordered and of all those m=ade,

i, After the repairs have been completed, the efficiency
with which the work has oeesn done shiould he 1nspscted.

5. In eddltion to volayln:; an important part in the
educative process, the school plant plavs an
important part in gublic relations.

6. Depreciation cannot be elimlnated but much czan be

done to retard it.

. despect for school proverty must be taught.

&, Custodial employees shonld be given reasonable work
assiznments which they way be exoected to accomnlish,

Q. It is gcod practice %o prepare & written wor% schedule
for each custodial enployee.



10. Labor accecunts for about 92% of the cleanin; costs.
11. Stasgered snifts should produce better resulis than

a sinile schedule for all employees.

12. Appropriate and adeguate tools, suppliecz, and egquip-
ment should be provided to simplify the work of the
servlce employee.
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PART 2

FATWTENANCE

Haintenance refers to keeping the school sites, the
buildings, and the eguipment in as nesar their orizinal state
of repair as sossible, Maintenance chargzes include expendi-
tures for both repairs and replacements. IHost maintenance
charges are for repalrs; occasionally, however, replacements
are necessary., <in normal times avout five per cent of school
expenditures are devoted to wmalintenance.

Four factors contribute to the degcreciation of a schocl
olant. The first, and vsually the greatest, cause is the wear
and tear of usage. A second cause is physical decay. A
tnird cause is obsolescence. The fourth cause is accidents,.

Although depreciation cannot be eliminated, much can be
done to retard it. School officlals can take two steps to
retard and decrease the depreciation of school property.
hese steps are: (1) teach punils and other persons to have
sroper respect for the property and (2) make reoairs to the
oroperty as soon as the need for them 1s discovered, or as
soon thereafter as possible.

In any campaizn to teach respect for school property
the first step is vo ut the property 1n a resoectabls

condition. &Schools havin; broken window :lass, dilapidated
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desks, filthy toilets, dirty walls, and siniliar conditiens
are breeding grounds for vandalism,

A second thing to keepy in mind is providing for the
maintenance of schcol property is to make all repairs as
soon as practicable after the need for them has been dis-
covered., A dilapidated buildinz is a standing 1nvitation
for vandalism and the repairs should be made 1lmmediately
hecanse they can be made much more cheaply and easily than
if they are postponed., Still nore, repalrs to school property
should be made imwediately because, if they are postponed too
lonz, school may have to be closed while they are made.

Many repairs of a minor or a nontechnical nature can be
made by the school janitors. Cften the janitors have time to
make such repailrs and often they can make them as efficiently
#5 articans. There are many jobs, however, which school

janitors cannot do, either because of lack of time or ecause

'Y}

of lsck of abllity. Special maintenance men rmust, therefore,

o
a

employed for this work. dMost of the repair work 1s done
on a contract or an hourly hasis for special repair jcbs,

lany repairs are of an emer:rency nature, and a pro-
cadure for ordering and makingzg them shiould be provided in
the rules and regulations of the board.

4 written record should Le kept of all repairs ordered
and of all of those made. Urders made by telephone stould
later be put in written form. These forms (Form L, Pare 33)
should specify the school in which the repairs were made, the

natiure of the repalrs, the date made, and the cost. These
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records are offten useful in budget makin:, in flnancial
accounting, and in future planning.

After the repairs have been conmpleted, the efficlency
with whick the work has been done shonld be 1lnspected., No
payuent shounld be made for the repairs until this inspection
has been made with satisfactory results. If the repair
personnel 1s workinz on a per hour or a per dlem basls, some-
one in the school system should be resoonsible for reporting
the amount of time spent on the repairs. Jobs of a major or
a technical nature should be inspected by a specialist,

Custodial employees should be ziven reasonable work
assiznments which they may be expected to accomplish, It 1s
demoralizing to an employee to be given a heavy assiznment
impossible to achieve. ¥is standards of periormance then are
bound to be low, he 1is subject to undeserved criticism, and
he feels completely frustrated because he can never gzet cau«ht
1p with the job.

Job assignments to custodial employess 1z not a sinmnle
matter, and there is no simple formula to follew. There are
too many variatlons in the types and condliticns of buildinvs,
heatinz plants, size of grounds, nnmoer of occupants, and
abilities of wnersonnel to cermit a standard schedule for all
workers., ZIn a sense, a custom=built worl schedule muast be
determined for each indlividual employee.

It is =ood practice to oresare a written work sc?edule
(Form 5, Paze 35) for each custodial employee, outlinine what

he 1s expected to do thrcuchout his work neriod, with an



all janitors work together as they are needed for washing windows, scrubbing floors, stc. The standard job ime 11

into consideration the arount of furniture in the room, the tims raquirad Zor the partlcular Joby, the numbar of
feet and other factors, | ‘ '

A sigvt bour varidiag day would be 480 mimutes. If you add up the 1list of duikles with "H" after than (Handy )
total comes to 377 minutes. If you add the list of dwbles with “T" after them, .Thralkeld), you find there are 389
minutes. All the cuties without an imitial after them would add up to 210 minutes. (This would be the head jamitor)
The reason for this 1s that the head jJanltor must go over the halls during the day, taks care of the furnace room and
other ﬂ@%&ilae: :

After this schedule, you will find a custodian check list which 1s rather typical of the type thing that I bellsvu

should be used to evaluate the work,

!

Bleleyy sorm, 37 x 26, 962 sq ft, dust mop, dust seats, empty wasie baskets and any other necessary work 12 min,. ‘i\ﬁ
Biology and Chemistry Office ~- dust mop and etc,, as indicated above, U x 9, 126 8g ft 'm % 2 min, H
Blology storage rocm, 6 x 7, 42 sq f£t, dust mop, etc. : E §§ § 1lmn, H
Ghemi‘sify storage room, 1l x 10, 140 'aq ft., dust mop, eic, éx%‘ \i 2 min, H
Chemistry room, 50 x 26, 1300 eq ft., dust mop, etc. ' o 1) min, H
.Girl's toilet, 12 x 16, 192 sq ft., wet mop and rinﬁe , empty waste baskets, refill paper containers 15 min, ¢
Storage, 8 x 10, 80 sq ft., dust mop, etc. | : _ 2 min, H
Boy's toilet, 12 x 21, 252 sq ft,, wet mop and Trinse, etc. : 20 min, T
'~ Library work room, 10 x 20, 200 sq ft., dust mop, etc. X 3 min, H

Storage room (by the library) 10 x 6, 60 sq ft., dust mop stee - 1min, H



~ Commerciel room, 20 x 18, 360 sq ft. ,—dﬁa'p mop, etc.
Commercial storage rcom, 16 x 8, 128 sq ft., dust mop, etc.
Commercial room, 20 x 18, 360 sq ft., dust mop, etc,

Storage, 8 x 8, 6 aq ft., dust mop, etc,

Office (Camnefcial), 17 x 8, 136 sq ft., dust mop, etc,
Commercial room, 20 x 18, 360 eq ft., dust mop etc.

Storage room, 8 x 3, 64 aq ft., dust mop, etc.

Bayts tollet, 22 x 12, 26} sq !‘t.; wet mop and rinse, etc.
Girlts toilet, 22 x 12, 264 sq ft., wet mop and rinse, etc.
Nurse Office and rest room, 10 x 20, 200 sq ft., dust mop etc.
Panorama Office, 10 x 6, 60 eq ft., dust mop, etc.

(Classrooms beginning at the east end of the building on the north side — 10 roams)
All rooms are 36 x 36, 1,296 sq £t., dust mop etc., 18 min each, :

Visual aid room, 12 x 12, 156 sq ft., dust mop, etc.

Art room storage, 6 x 8, L8 8q ft., dust mop etc.

Teacher's rest room, 6 x 7, L2 sq ft., wet mop ard rinse, etc.
Teacher's rest room, 6 x 7, 42 sq £t., wet mop and rinse, etc.
Storage (by the teacher's lounge) 7 x 8, 56 8q ft., dust mop etc,
Teacher's lounge, 12 x 12, 156 sq ft., dust mop etc,

Office (Secretary's) 12 x 36, Lh32 sq ft., dust mop ete,

Office storeroom, 10 x 15, 150 sq £t. , dust mop, etc,

10 min,

1 wine
3 min.
10 min,
1 min,
20 min,
20 min,
5 min,

3 min,

160 min.
3 min,
1 min,
S min,
S min,
2 min,
L min,
8 min,

3 'mino

moom Mmoo e 3 mom W

E X a2 =3 9 o om

_9€_



Principal's ce, x 10, 8sq ft., A o

Conference room, 9 x 15, 135 &q ft., dust mop, etc. -

Home Ec. Dept. (A1l three rooms) 28 x 83, 1,32} sq ft., dust mop, etc.

Gymnasium, 100 x 100, 10,000 sq ft. dust mop

Auditorium, 79 x 63, 5,146 sq ft., dust mop etc.

Auvditorium stage, 22 x 5L, 1,188 sq ft., dust mop,etc.

Cafeteria, 62 x 29, dust mop, stc., 1,798 eq ft.

Kitchen, 22 x 22, 484 sq ft, wet mop and rinse

Kitchen store room, 10 x 8, 80 sq ft.,, wet mop and rinse, etc.

Boy's dreseing room, 55 x 2L, 1,320 sq ft.; wet wop and rinse, etc.

Girl's dressing room, hl x 24, 1,056 sq £t., wet mop and rinse, etc.

Metal and wood shop (incluﬁing storage, classroom, etc., 104 x 52, 5,408 eq ft., dust mop, etc.
Agriculture shop and classroom (including storage and lab,), 104 x 38, 3,952 sq ft, dust mop, etc.
Band room and offices, 100.5: 30, 3,000 sq ft, dust mop, ets. (dust all shelving)

Halls (East wing to office) 11 x 280, 3,080 eq ft., dust mop

Hall (from ;iji‘ice tc anditordum), 3,576 sq ft., dust mop

Hall from the south auditorium door to the shouth door (by the metal shop), 649 sq ft., dust mop

3 min,
20 min.
60 min.
90 min,
15 min,
32 min,
20 min,

S min,
50 min,
LS min,g
60 min,
48 min,
L5 ming
21 min.
23 wmin,

5 min.

3 =3 3 =Y 3 =3 3
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(U]
=y



CUSTODIANS CHECK LIST
Room #

Inspsctad by

-38-

Date

ROOMS

ARE? or IS?

NO

Floors clean-properly treated

Walls and o iling olean

Interior trim clean

Doors and hardware clean

AT e Y AN

Windows clean (inside and out)

Window shades in good order

e e A

B B
{

Light bulbs in good order

ILight bulbs serviceable

Iight fixtures clean

Furniture clsan--unbroken

Tack boar'd's clean :

Vlaastebaskats emptied da:!l.ly ;

oo iy

Pencil sharpener clean

Clock properly regulated

e i | A M Tt 1 e

Room properly venhilated

Unit ventilator filt-e_rs clean

*_f-:;urmosta@s properly set

e
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appropriate allotment of time for each of the many individual
tasks., This should have an elerment of elasticity and not be
too risid, since contingencies may develop that require some
modification. A heavy snowfall, for instance, necessitates
snow removal from sidewalks, but this 1s not a daily task to
be included 1n a written schedule,

Custodial employees who have not had written schiedules
generally do not like the idea when 1t 1s first presented to

trem. Some fear that it will be too ricid in its timing to

be workable, A well-developed schedule has many values, In
preparing a written work schedule, consideration rmst be ¢iven
to the timing of the several Jobs, with scme sort of oriority
ratings, There is less opportunity to overlook or neslect a
task, and 1n a bullding with several employees, there 1s less
chance of overlapping jobs,.

Trhe majority of school bullding service smployees are
siven day assi-nments and in many cases 2all of the cemployees
in 2 school system report for work at the same time in the
morning and leave about the same time in the late afitsrnoon.
In a ovuilding with more than cne custodial emnloyee sta; ered
work shifts often can be arranzed advantageously. in a build-
inz of some size with several e:iployees, 1t 1s sensible to
arrang;ce for much of the cleanin. on =n evenin: shift; frcm four
o'clock in the afternoon to midnicht. There are disadvantages
to nizht cleanins but 1t still zrcduces better results than

a single schedule.
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10.

11,

12.

- 1=

In any purchase, the service that oes before it,
2nd after it, 1s often as valuakle as the thing
itself.

if price becocmes the only purchasing factor,
producers wlll cut their costs by makinz poorer
products.

Specifications should be compilete In all details
and should be based on sufficient knowledge.
Neither the buyer or the seller should ever
encocurage the other to do an unethical, illez=l, or
unmoral thing.
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ITY YORY L DUTREAS
U CHASTING

Every phase of the work of the public school sys tew
requires the use of necessary supplies to supuort its
edncational vrozram. In the typical school system anrroxi-
mately ten rer cent of the current rfunds ;oes for sucolies.
Since so mmch money is spent on supplies it 1s important that
all the supplies are carefully osurchased, In all purchasing
econonny, speed, and accuracy are important., It has becn said
many times that the measure of efficlent purchasing is that
of navinz the rizght item in the right place at thie risht time.
It is essential that the purchasing prograr for public
education he established tec provide promotly adeqguate suoplies
and eqguiaent that specifically meet the local orozrarm and
service needs,

Gne of the first requirements of 2 purchasin. officer
is to obtain a thorouch lknowleZ-e and understandin. of
le~islation and rulin:s of the eocard affectin; the status,

auathority, and responsihbilities of his office.

b1

n all purchasinz one of the rirst jobs is tc determine
the lkind or ftywe, quality, and quantity of the iltems reaquired.
This is a cooperative responsisility. o departrent can

function effectively that does not rely upon the business



anarer for much of the inforration concernling litems needed
for their program. Also the buyer camnot perform to the

best interest of the department unless he has an intimate
Lnowledge of the purpose the item is to serve, by whom it is
be used, how it is %o be used, what 1t 1s expected te do, and
the results to be obtained.

The business manager 1s expected to be alert to improve-
ment 1n materlals, develoorment of new preducts, performance
evaluatica, and market and price trends.

The selecticn process i1s a continuous cne. =xisting
supply lists should be examined regularly Ifcr revision and
inprovement, obsolete iterms deleted, and 1lmproved and new
items added.,

Faving selected the type of item required, 1t becomes
necessary to analyze the minimum charsascteristics essential
to it the needs efficiently and ecocnomically, These are
nsually expressed in terms of quality or namesd in detailed
gapecifications. <uality standards can be established and
gxnressed in terms of the characiteristics of the item in the
performance of its funecticn, wrich can be deftermined by
observance. Accelerated tests which asoroximate actval using
conditions may be practicable

In any school system there iz always the oroblem cf
miltiplicity or everlapping of items of a similisr type and
the deman: for new 1tems similiar to those already iIn use hy
other departments, This can lead to a very complicated and
cumbersome situation in wirich & reat variety of very similiar

items ray be purchased, resulting in waste of %time, money,
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and effort. Heguests for new items snould he coordinated

with existing lists., <ftems serving the same puirpose 1n

)
different decartments preferably shonld pe stuandardized so
that one type may suflice for all. Such simplificstlions may
result in considerable saving: in bulk buying, and also save
time and effort in paper work and inspections,

Supply lists reduced to their simplest state, are orderly

o

ations of

o

comnpi the items deemed adequate and essential in
achieving the objectives of the educational and service
orosraris, which items are to be made available periodically

to the various staff members as and when reguired. The manner
and form in which these are made available to the ordering
departments may vary widely but the organigation of the lists
should conform to a definite pattern that provides for simple,
accurate, and time-savin:~ requisitions. Form 6 (Paze L5)
illustrates a standardized requisiticn form. Speclal
requisition ferms are prepared for emergzency needs, Jorm 7
(Page I6) illustrates a special requisition form.

Zasic to the preparation of specifications 1is an accurate
description of the cosmodities to be purchased., A poor or
incomple te description resulvs in lost time in revising and
issuing new soeclfications, anc explaining or internreting
the reqgquirements. It leads to inaccurate bidding, mis-
interpretation of reguirements, delays in deliveries, and
bad public relations in that some bidders may lose the
onportunities to qQuote a better nrice,

There are four methods of prevaring specifications:

l. Manufacturers! name and brand, or catalo; number,



YORK COMMUNITY HIGH SCHOOL
ELMHURST, ILLINOIS
RECOMMENDED FROM
BOARD OF EDUCATION FUNDS

Reguested by

REQUISITION

Dept, —

j ;
1. Description of Equipment, Article, §{ Date Order NOw e . g
or Service Desired H 3
. . . . e Per Total For
Quantity Title and Compleie Description Unit tPrice P;)iti‘le O!ficénUse
e
- 9
i =
¥ 0
mn i =
e 3 e
— sy L
1 [ael i
O =
£ —t
S - "
=1
L
IDENTIFICATION: [J Listed on Annual Requisition (J Not listed on Annual Requisition
DELIVERY REQUESTED: (J Rush;[J Soon; [} This Semester; 1 Summer Belivery.[ | Fall Delivers
Sources L 2. ‘
Of Supply !
With
Addresses

Approved by
Department Head

woifion: Jiocoived by . Paid by cheok
A

Adminisirative Assistant

Supecrintoicdent

- By curvrerncy — Qrd>r No.

NOTE: All Requisitions in duplicate. One copy will be
returned to sender.

RECOMMENDED FROM
ACTIVITIES FUNDS — CENTRAL TREASURY

1. Pay $ To

Account No. Order No.

2. Address:

3. For:

4. From Fund (Title):

5. Account Number Of This Fund: No.
6. Instructions: Indicate Below:
[0 Currency Needed As Indicated Below
[J Activities Fund Check To Be Issued
[0 Transfer Of Monies From Above Account

(0 Oider To Be Issued

7. Explanations:

Sponsor:

Administrative Ass’t. Superintendent

Comments:




SPECIAL REQUISITION N° 2999

| Foan 7
SRR DO NOT USE

SPUCIAL REQUISITION FOs

: Teaching

Decatur Public Schools Supplies

Maintenance
Supplies

i Janitor’s
ROM : Supplies

(School) Request for
Work Order

?

i

: Request for
| (Room or Dept.) Hauling

E Furniture

ENDOR: __

DATE:

.o DO NOT WRITE
DESCRIPTION Unit Price I IN THIS COL

quested by : I certify materials and/or work requested are
necessary for this school.

Supervisor - Teacher - Janitor Principal or Supervisor



2. Performance.

3. A combination of methods A and B.

L. By certification.

The process of developing specifications is continuous,
not repetitive. Specifications are subject to revision as
often as may be necessary, but a new specification is not
developed annually for each item that is ordered. It is
important that a record be kept for future reference of all
specifications issued. A card filing system may serve many
useful purposes.

It is important that the business manager be on the alert
to develop representative lists of bidders for each of the
areas of supplies and eguipment and to see that they are
informed of the invitation to bid. This is usually accom=-
plished by maintaining a file of those who respond and adding
those representing potential sources.

While numerous methods are employed to secure bids, the
most common procedures are:

1. Formal (Advertised) Contract and Proposal Forms.

2. Informal Sealed Bids.

3. Letter wuotations.

4. Negotiation.,

The method to be used will be determined by the amount

of money involved, etc.

Formal Contracts

The major stipulations and conditions of formal contracts

are generally prescribed by law or board policy. They consist



of three sections: (1) renszsral stipnlations or conditionsz of
the contract; (2) specifications; and (3) proposal form.

The selectlon of topics to be covered in the _eneral
conditions of the ccntract is conditionesd to some de ree by
whether 1nstallation work is required. Where installation
work 1s reguired many additional paragraphks will be needed
to cover conditions not encountered in purchase without
installation.

2ids may be reguested on the basis of three types:
individual 1tems, compination, or lump sur.

For the purgose of uniformity in tabulating bids and
comparing prices, it is necessary to reguire that all prices
be submitted on the basis of the unit specified. Even thoaish
every effort is made to design propsosal sheets so that bldders
need only to f£ill ip prices, 1t is advisahle to voint out to
thhemm certain technicalities that affect the acceptance of
their bhids., It is expected that oreducts of other manufacturers
or products kavins sli:htly different charecteristics from
those specified will be offered by suppliers as an equal to
those specified, and frequently the term "or equal™ is added
to the specilications,

As a rule, samples are not reguired 1f manufacturer's
brand names are specified. Since the sanufacturer has a
reputation to protect, 1t can be assumed that 1f quotations
are accepted on the brands soecified and deliveries made
accordinzly, the products will be satisfactory. At timss,

"owever, it may be desiratle to recnire zaiinles for comparison
3 % =



shculd alternate brands be offered, 3Samplegs stonld also be
required if informaticn i1s received that some changes may
have been made in the consiraction of gquality of the items.
3uyers reserve the risht to retain or destroy samples fcr
the purpose of testiny, free from any redress or clalms on
thre part of the contractor.

™e specification section of the bid form may consist of

two parts, ~eneral aspeciilcations and item specifications,

0
ct
)
()

The proposal section ha baslec partss:s proposal fornms

and siznature sheets,
RBidders are entitled to be present abt the opgening of

bids, especially if they involve a substantial firure; and 1%

is difficult to conceive any siltuation in which thilis privilege
should be denied them. ~rrices may or may noit be announced,
depending on whether a series of iftem bids 1s dinvelved, wbich

o
L

mi-ht consume considerable time, Duplicate cooies of bids

stiould he made available to bidders premptly after the opening.

il

B3idders are eantitled also to know to whom the final awards

are made, at wrat orices, on wiait quality of »nroducets, and
in uhat respect theirs falled t¢ meet the specifications, 1f

ed. This bhullds confidence and creates
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if disrutes arise, cbliectlons and ch:llenres by

-

ders mmay have to be referred %o hiher

ol

unsazcessil
authority for decisions; but where honest and impartisl
afforts are made to determine the lowest bidder meeting the

specification reculremsents, such occasions are relatively rare.



Iinformal Sealed “ids

Carefl plannings and schedulin: w@will enable the surchasing
azent to obtain many of the itens by means of thz time honored
mirchase order based on informal sealed hlds wihich follow in
ceneral the same pattern as that of formal contracts, and
can be Jist as binding:. lic chanzes need to e made in the
specif'ications; no certified check or deposit 1s reguired;
the bidding perilod can he conslderably reduced; the hichly
techinical halo can be removed; bids can he opened nublicly,
tabulated, coupared, and auality standards maintalned.
?id forms may be 1ssued to the vendor in duslicate, the
ori.inal to be submltted to the purchasing aent before the
ozenlng date, the duplicate to be retained by the bidder. A

gsuccessfil bidder receives a purchase order for the items

awarded to him, with the items 11:

s |

ted by title or item number,
Tis 1s accompanied by a stipulation that all work and items
are to we 1in accordance with the guotation on the orivinal

copy of his proposal, a copy of which was retained by hinx

Letter wueohtations

In the interest ol speed and to protect biddinz nrocedures
at the same time, supplicrs may be required to submit prices
by letter., This procedure is satisfactery for copyrishted
materlals such as text-books, audio-visual supplies, including
naps, gloees, charts, film stripns, etc. Letter quotations may
21so be requested for many other miscellaneous or emergency
needs when the regnirements do not involve larce sums of money.

Zmerpency situations arise, which make 1t necessary to obhain



prices irmedlately by telephone., It is =ood practice to
contact at least three carefully selected suppliers and to
require them to confirm their prices 1mmediately by letter,
even thoush the order may be placed cromptly by telephone.
Telephone orders should be followed prorptly by confirming
purchase orders, and the ursuczcessful bidders notified., With
relatively minor purchases, it may be nnnecessary to contact

more than a singzle vendor by phone.

Nezotiation

Competitive bidding is based on terms set up by the
purchaser and occasionally, because of general conditions or
unusual circumstances, it may be impossible to obtaln responses
from vendors. It then becomes necessary to ascertain what
is available and on what terms. This procedure may also be
necessary when highly specialized or unusual types oi equipment
are required, possiely of an emergency or experiiental nature,
that may result in changing existin. specifications, It should
be shown that no discrimination or partiality is involved.

It is highly important that all sealed bids be opened
at the same time in the presence of at least two persons. The
envelopes in which they ere delivered should ke clearly
addressed to the receiving office and should be so marlred as
to be positively identifiable to prevent opening in error,
Letter quotations and telephone bids skould be carefully
guarded by the business manaser to avoid criticism or suspicion
that prices micsht possibly be revealed to corrcetitors before

their quotations have been receilved,
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PART Iy

SUPPLY MAWS FIIEN

[EFATE AFSAI AR

j

l. Linn, Henry H., School Business Administration, {:ew
York: The Ronald fPress Company, 1956}, pp. 281 - 311.

2. School Business ifanagement andhook, (Albany, N.Y.:
Tne State sduction Department, 1955).

SeURCER

Hone
SACKGROUTWD COUASES
School Administration

INSTRICTIC AL ATLDS
1l. Requisition forms
2. GCard system for inventory control

1. ~froblen for inventory control by using card systeis.
Show reaction to systen when supplles are received
and dispersed,

2. Advantagzes and disadvantages of a central warehnuse,

¢ STAESE

Trere are four functions of supply management.
Suvolies received should be checked arainst the
ourcr.ase order so that prorcer vayments can he made,

3. The time to checl on items received 1s inmediately

npon receipt or within a day or btwo thereafter,

fte In order to be effective, the receilving inspection

and check-up must he couplete.

5. A rperson well trained and experienceced in receiving
schonl supplies 1s the foundation of a gcod systeu
of supply management.

. The reguirements for storage manafeme:it are:

a. All supplies st be stored in spaces that are

free of destructive {actors such as heat and cold.

b. All storage areas rmust be accessible both for

incoming and out_ oing supplies,

c. All suppnlies muist be so stored as to be readily

aveilable when needed.

o~
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d. All storace zreas rmu he & stered under the
rule that old stock is used fir
e. A current 1laventory should he k
storage area.
. :esponsibility for proper operatil of storaze
areas must be assigned.
The need for adeguate and well-planned classroow
storage should be reco:nized as a gpart ol supply
manazeiment.
There are advantacges and disadvansages of central
warehousesz,
Cnce stock is sent fto the warehouse, a record mist
e kept of it uwnitil i%t leaves the warehouse and
enters the school,
Systems of arran: inz stock can be develooed on the
besis of alpha abetical arransesents or on the basis
of numerical arransemenits or on the cormbination of
tlhe two methods,.
Generally the anausl reguisition ior eac® school 1is
made out by the prlqcﬁ,al, wh:io may call ugon faculty
members for assistance,
Some kind of prevared form should be made availlable
to all principals for use in preparing annual
requisitions.
The practice of providings a local stoch catale:; 1is
becoriins increasingly nrevalent in schiool systems,
The annual requisition frcm the school provides not
only a basis for nurchasinz but also a basis for
subsequent distribution tc tue scliools of thie iltems
requisitioned,
Trie importance of accurgte distr
not be overemphasized, since the
.les.
s

nt for esch

ibution records can
3e =re key contrcl
records wilth respect fto supp.
Sorme kind of inventory recorc
mana_ ement,

A periodic inventory of supolies will he facilitated
if all supplies are stored in an orgzanized and
systematic way.

Inventories of equipment and frniture are also basic
resoonsibilities of suoul*r managsrement,

C«""

basie to gupply



supply management deals with
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SU2PLY MATAZANENT

storage, and

distribution of scheol suapnlies of nl1l kinds. It takes
over where purchasing ends, and continues until the supolies
hhave served their intended mrpese in achtual uge in the
classrooms or elsewhere in the szystem,

The purpose of gupely manszement 13 to sssuare that all

the supplies purct

and where needed.,
waste of manpower,

reasnonsible hes di

may be divided int

(2) storacze; (3) 4

.
1

properly furnished

cctually available for use when

When this purgose without

materisl, or meney, the school admianlstrator

-

scharged his duty well, Supply monasement
o four seneral catecories: (1) receiviags;
istribution; (i;) ~eneral record svystems,

e~ins when suppllies arrive at the

n delivery instructions which have been
the vendor with the purchase order. It 1s

zt this point that sinpplies recelved shionld he checlied a-alnst
trhre mirchase order so that prooner paynent may be made., Check-
ing 1is a rart of purchasing but is equally a nart ol supnly
managzement. A cerson well trained and experienced Ln receiving

school supplles is

management,

thhe foundation ¢of a sound system of supply



Procednres for recelvin. supolies will dezend lar-ely on

local arran_ements for space, egulorent, and gersocnnel,

Inrzestions for recelving procedures are:

P B

l., oxamine the address of the hill of ladin:.
2. 1nlced sujpolies onto the recelvin. roowm floor.,
3. Check shipment agalinst ©ill of ladling.

li.  Check shipuent acsainst the order.

£. Sepvarate supplies to 0 to each school if a
centralized storase syster: 1s used,

h. A record should be made as 5o the distribuatlion
%0 each school.

T If items are damaced in shiprient, the shipment is
set aside and the vendor is oromptly notified.

€. Itemns to be assemnbled zre ocut torether and checked
on the s»ot.

9. When the shiipment has been checlred, the order copy
is dated and sisned and then sent to the central office for
payment.

10. HNotify principals of shipments to school,

Supzly Storagce

The school supply system is desi-ned to malte avallable
to teachers theose supplies wihich have teen purchased for
classroon nse at the tine the teacher needs thewm, DJelay ray

hamper or destroy thielr usefulness,

The storaze plan 1s an important part of fhe sunply syster,

¢/

n

The need for careiul planning and adwmlnistretion of storase 1s

oftern overlcoked, both because 1t talies time and bpecause the



waste that can result from poor planninz and adminishreation
is not always evident. 'Te storare slan covers the central
receiving peoint, the central wirehanse (if one is available),
all the school stock rooms, as well as the teachzrg! rclosets
and classroom storagze areas, It also includes storage areas
for maintenance and custodlal supplies, book storage, and any

other specilalized storage areas needed.,

Distribution and Central fecord Svysteins

One of the primary regulrements of supvly management is
to establishi an efficient and erffective system of requisition-
ing supplles and keeplng track of them from the time they eanter
thie school system until they serve thelr p»urpose in fthe class-
00z, 4dMils phase of suvply management has to do with records
and related paper work, The effliclency and the eflectiveness
of the eystem depend upon the decisions thet are made with
respect to the procedures and forms that are to be used, and
tre rales and regulations by wiich the suooly system 1s
noerated,

The annmaal requisition for miscellaneous itypes of supplies

[N

couon practice., It provides at one time a rather detailled

statermeat of reguirements which can be ag a basis for

o
2

sed

3,

orenarinz speclifications for kids, £t 1s made out hy the
school principals, assisted by faculty members., Z2ome kind of
prenared form should be wmade available to all princinals for

nge in preparins annnal requisitions. Form €, which follows,

illustrates an annual reauisition form,
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Please renort the quantity of each 1tem on hand in the

school stock roem at the Gime the requisition is prepgared.s

In precaring requisitions for the next year, please he
sure to use previous early experience as

a guilde.

Scheol D

Principal's Si nature

Item: n
No. Item Hand Requested
?
1 ,  Addingz Maciiine Tape, 24"
i
|
|
2 | Baskets, Wire for Letters, :
lO" x li.,’." x 3" \
3 Baskets, Waste, ilcoct HNo. 3,

metal bottoms, dark -reen,
diz. of bottom 12"; 16" nigh

Best Test Rubber Cement,
1l ¢t. size can
NG SURSIIIU TS

Slotters, small, apnrox.
L" x 9", white, 100 to »nkz.




-58=

The advantage of the stock catalog (Form 9, Page 59) is
evident when it is realized that once it is published and
circulated to all requisitioning officials in the school
system, they may requisition by item number and be assured
of receiving the item desired. This would eliminate a constant
source of confusion,

The annual requisition from the school provides not only
a basis for purchasing but also a basis for subsequent
distribution to the schools of the items requisitioned. If
you have a central distributing point without central ware-
housing there are numerous ways the supplies might be dis-
tributed. The one most corunonly used is discussed in the
following paragraph.

As the annual recguisitions are received from the schools
within the system, the items are totaled and a basic purchase
specification is prepared and issued to bidders. Following
the issuance of the specifications, the annual requisitions
from each school are forwarded to the receiving clerk, who
places them on file. As shipments are received from vendors
the receiving clerk reviews the annual requisition from the
schools and distributes the items accordingly. If the annual
requisitions are submitted from each school in duplicate, and
if they are clear and concise enough, this procedure may
represent an efficient way of handling the problem of proper
distribution.

The receiving clerk then notifies the school of each

delivery means of a memorandum. The principal or appointed
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STOCK CATALCG

Requisition Instructions

The items in this 1list are carried in our storeroom and are to be ordered on
the storeroom supplies requisition, Do not, at any time, use the Special Requici-
tion Book for materials listed in the mineogravhed booxlet "Storeroom Supplies®,

Please order in units as listed, and use full titles of items including our
storeroom numbe:r, using separate line for each item,

The following is an example:

STCREROON SUPPLIES No ©5L72
REQUISITION
Check Type of Supplies
FROM: Tehmin g OUCNL1eS, . _
| {School) Janitorts Sumplies,

T‘i'f:g..;l"_‘Ck Renzala s ¢
Art SurvlieSeieecses
Printed Formseseeeo_
{(Room or Dept.,) Office SupplieSssss

(Use Separate Requisition for each type of
Supplies and order by units as indicated

in storeroom catalcg, ) Date:
Storeroom | o . 0 Catal b i'
Quantity Juantity Unit atalog ) Unit rice
Regquested No. Description Price Extension
Issued 4
1 pad 3 Abstract 83 .83
33 Carbon Mastersets
1 box (a) 85 x 11 2.75 2.75
1 box (b) 8% x 1ih LoLé LoLd
8 box 80 Crayons, large .18 1.hh
Lol Const, Paper
(a) 9 x ™2
2 pke. 203 crange 22 Lk
1 Fkeo #0208 wzllow $22 022
(b) 12 x i8
1 pkg. 2605 yellow Ll i

Numbers 3, 33, 80. and 01 indicate lines in the storeroom supply catalog where
you will find these matexials,

For your requisiticn lay see attached schednle,

Please dectroy all ¢tier lists of store supwiies you may have in your file.

At the time of deliwvery;, it is the responsib:lity of the princirals or their
representatives to count the supplies delivered =:id sign the blue copy of the
requisition, If the delivery is short on certain item3. it will be so aesignated
on the blue copy of the requizition and returnea fo stores for correction., If
the item is circled by the storeroom clerk, that item snhould be requisiivioned at
a later date,

Samuel L., Kohr
Adninistrative Assistant



ITEM
BlOCkS. Linoleumeeseecee
Block Printing Press...
‘Bit Bracescececcceoscsnee
'Brayers................
Brushes
Easeleeccecocsscessne
Stencllecesccccsceasn
Utility Flat Varnish
f waterOOIOroonoc.oooo
| Chalk
' Assortedssieecccccvscse
Colored.............
Whit@seeeecessoconee
Yellow (Sight Saving)
i Charcoalessscessssssons
| Clamps
i Easeleiesscescscconne
Junior Ceveveeocnsee
| Clay
] Firingo-ooo-coooogo.
Mexican Pottery.....
| MOdelingoooboonoocoo
i Crayons
Kindergarten.csseecee
Alpha Color Pastel..
Large, Kindergarten.
 Doilies, LacCesesscecose
Dowel PinSeececcececcccone
Enamel......-.......ooo
 Fasteners, Brasseececee
:Glue.........¢.-.....a.
i Guns, Spattercesscecece
| Hooks
1 Cardececscsscsccscscee
! Emibit.............
Ink
Block Printmg. L NN N ]
Drawing (India) black
Higgins, Blackesesos
Reducer (Block
Printing).........
Spattersesccscccseee
Spatter Ink SetS..s.
N21lSseeeecasccensoncene
Needles, Tapstacecesses
| 011, Pure Boiled
‘ Linseed.............
Paint
Deep Flat Wallseeeoe
Dekeall setSececveess
mmel..............
Fingerlncooooovvoito
Liquid Show Cardeese
Powder............o.

) -

TABLE OF CONTENTS
Art Supplies

LINE

11
12
1?7
18

19
20
21
22

58
56
55

59
64

65
66

67
68
69

79
81
80
91
92
100
120
135
137

143
144

150
151
154

157
159
164
184
185

195

210
202
100
207
212
208

PAGE
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Paint, (Cont'd)
Show Card Colorsecsseee
Textilecceeeosssccscene
Paper
All Purpose Freize and
ProaeCtoooooo'llnoi
Constructioneseceecese
DraWingonoooooooontooo
Finger Painteececeesses
Plates.......ao.......
Postersiesssecesseaccne
Newsprint.iecscsceccese
StenclleEeZescececsens

P‘Steoooco-oo..o-loo‘aooo

Plaster Of Paris.........

216
401
402
220
225
400
223
227
235
249

Poster Mount Board(See below)

Rubber Cementesccecccsces
S&ndpaper.......o...‘...o
Scissorseciccesccccccccee
Shellacoo.-o-ooncout-00.'
Sponge, Medium Arteecceceee
Tape,
Drafting-Maskingesees.
Scotchaeeesecscesconee
Tagboard.no-a.oooto-c..o.
Textile Color SetS.eseses
Textile Paint..ouoooooclo
Textile Extendereececcsee
Textile Thinnerceescececces
Thumb TackSeeceesseavenee
anpentine............ooo
varmiShcnooooo00000000000
Water Colors,
Whole Pan.....-oo.-.oq
Refillseeececccenrn
#8 Half Pan.........o.
RefilliSecccscecscnse
Cval 8 Half PaNeecesess
Refil?-s............
Water Pans.ceeccecocse

A1l Purpose Freize and
Project Roll.seeesee
Poster Art Mount Board
Poster Art Mount Board
Construction Paper....
Drawing Paper.ceecsecees
Poster Paper.Thin.esee
“irapping Paper, Brown

286
290
29
297
301

319
292
320
321
209
323
322
324
329

340

341
U2
347
348
349
350
351

216
395
39
Lol
Lo2
Loo
360

s
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STOREROOM SUPPLIES

Teachers' Supplies

r Our
ITEM UNIT FPRICE No, ITEM UNIT FRICE
Absence Blanks, 0 Carbon
teachers (50 to pad)...pad 56 ? (a) : Tipi;?...."box .83
(b) X 1lU,.eeeeebox el
Abstracts {50 to pad)..pad .87
33 Carbon Mastersets
Adding Machine Tape, (a) X 1leeeoeseboOX 2,60
(2 9/32 :l.nch).........roll 15 (b) 82 X 1lUesecesaboXx 3.73
Attendance and Scholarship Lo Cards, Alphabet (Zaner
ception strips).....set .80
Bits, Auger
(a) 4 inchiveeesesceach «92 11 Cards, Alphabet (Palmer
(b) 4 inch....eeesseach Method Cursive).....set 1,00

(c) 3/4 inchee.sss.0ach
L2 Cards, Pupils Cumulative

Bl°CkS. Lin°1e‘m Recordoooo o e -ooooo.each 001
(a) 3xu..........each n/c
(b) 5% 7ecvrerneaseach «08 43  Cards, Elementary Report,
(Grades 3-6) o0 .o..each .0’4
2 Block Printing Press 7.50
Ly Cards, Health......each .01
3 Books, Application for
Rental of Textbooks...each M2 ys Cards, Office Record.each .02
4  Books, Class Record...each «25 48 Card Sets, New Basic

Unit,.-oo‘o¢0--003000¢set 8.19
5 BOOk MS....-.-.“M.GQCh
‘&9 Charts, Pocket.sseese€ach 3089
6  Books, Money Receipt
(a) small.se.e.seee€ach 05 50 Cards, YJhite 3 x 5 Plain
(b) largese.essavese€ach .60 (100 per pkg.).....pkg. .09

Bit Braces, 8 inch....each A0 51 Cards, White, 3 x 5
Ruled (100 per pkg.).pkg. .09
Brayers. 6 inchsseseo¢€ach ’4'025
52 Cards, White, 4 x 6

Brushes, Egsel Plain (100 per pkg.).pkg. 15
(a) round, size 4..each .09
(b) round, size 6..each 10 53 Cards, “hite, 4 x 6
(¢) flat, size 5/8-each 13 Ruled (100 per pkg.).pkg. 15

(d) black bristle

size 8. sesesncesach 007 55 Chalk. White (11&4) o0 ebOX 050
(e) white bristle

Size 12 e0esqee .eaCh .1’-& 56 Chalk' Colored
(2) redesoo(184),.00box .78
Brushes, stencil......each .05 (b) blue..,(144)....box 1,91
(0) broun., . (lm) s0esbOX
Brush, Utility Flat Varnish (d) green,.{lu44),.,,box 1.59
(a) % incheceseqesecach .09 (o) Hlack,,(154)»..oboX  1.71
(b) 2 inchesesesssecach 22 (f} ViOIGte(l‘*f‘l;’)....box 1.55

(g) orange.{14%)..,.box .98

Brush, Watercolor
(a) #zconc-oootncooeac}l .014'
(b) #700.!0.0..00.093(:}‘ 007




representative could checl: off the iterns as they are delivered
to the school.

Regquisiticns for dey-to-day supnnlies originate with the

g

b}

principal or department head. Generally the requilslition 1s

T

nade out in mltirle coples rapngzing from two to four., The
person making the requisition keeps one copy, and the remaining
coples are forwarded to the central office for action. Torm 10
(Paze 63) illustrates a form corronly used.

Some form of inventory record is basic to supply manaze-
mient. The records should be so complefe that the records plus
an actwual physical count of the items on hand shownld eccenstitute
a proner inventcry at any time. & perlodic invgptory of
supplies are stored 1n an orsanized and systematic way.

inventories of eguipment and furniture are also basic
responsilbilities of supply management,

The business manazer may he calied on at any tine to
explain the expenditure of money for any item purcrased.

Good records substantiate exnlanations and inspire public
confidence, The wise business mana~er tralng his personnel
to use the records that are necessary. An over-complicated

record system creates confusion,



REQUISITION

STOREROOM SUPPLIES

Ne¢

7649

T e e - Check Type of Supplies
FCRM 1D } X )
1 ] § Teaching Supplies .....
_I: somoony | STORERCOMStrrL IES : Janitor’s Supplies .....
DTATTTAR T:;t'lr YD T, “/Q ;
f ‘L’ﬁ’: L8O et | Textbook Rental ......
Art Supplies .......... -
L (ROOM OR DEPT: . Printed Forms .........
(Use Separate Requisition for each type of Supplies and o .
order by units as indicated in storeroom catalog.) Office Supplies ........ o
Date:
e I e Cis o EiFion
I certify that the above Supplies are necessary
for the use of this school.
d by : Date:
(PRINCIPAL)
ered by Date:

(STOCK CONTROL USE ONLY)
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he 'successful ceriormance of noaninstructicnal services
will depené larzely upon the efficiency and effective-
ness of the cerscns suployed,

It is of the utmost iAJuPu ince that, when new emnloyees
are hired to work In the schools, they be selected 4ith
reat care.,

D
Uz

v}

u:
iperationsl service enpleoyees should not be selected
solely on the basis of t:annical competence in ghysical

job perforiance

The success of o 3 rational services in a school will
depend to a 13?;@ de ree on the effectiveness of
supervision of exmployees,

2
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An able employee, even one of the very vest workers,
may net be & cod sugervisoer,

It is very impcrtant that the supervisory wversonnel
of the scveral categeries ve thoroushly cempetent in
their respective filelds, as the standards of service
rendered usually are a shadow of the person =% the
top.

A competent sucervisor should make a definite atterph
to rive a reasonable amonat of instraction to those
yorking under ris direction.

It is important that the personnel bhe provided with
adequate and spurcoriate teoels, supplies, and labor
caving equipment to enable them tco ~ive efficient
service more cconomlcally.
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UFPERAVISICH OF WOWINSDMOMTCNAT PUERACTIEL

Altlhough 1nstruction of chiildren snd youth is the _.re-
dominant service rendered iu schoolg, and professional class-
room teachers constitute the basic personnel involved,
Lmportant supplementary services are rendered by non-
crofessional employeses; thiese 1include clerical worl, buildinc
services (operation and waintenance of olant), food service,

and transportation.

One measure of the maznifude of non

\_-l
C‘l‘

nal services
is the amount of money snent for trese services. School plant
operation and malntenance alone ricw account for expenditures
exceeding a blllion dollars a vear. In 1958 there were
approximately a quarter of a willion persons employed in

noninstructional services in the opublic schools of the nation,

most of them on a full-time basis.”

The successlful performance of these noninstructlonal
services will desend larely on the efficiency and effective=-
ness cf the persons employed and, to a lescser degree, on prover
machinery, appliances, eguipiment, and supoliszs,

As a genersl rule it will not be necessary to obt:zin a
full complement of nonacaderic employees at the besinning of
each full school year, A mucleus of service employees usually

2, "School Plant Faintenance," idation's 3ckools, Vol. A2
(November, 1958), », 65.
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will be on kand to relo smooth cut any sroblesc fthat the new
employee 1may encounter on his or her new job,

It 1s of the utmost iluporiance that, when new exnployees
are hired to work in the schools, they be selected with ~sreat
care.

Operational service employecs should not be selecthed
solely on the basis of technical competence in physical job
verformsnce. It is true that coupetence is desired, but
there are other gualifications and requirements for school
employees who must serve and assocliate with a sireat number
of younssters of impresslonable agfe., They ouzht to be
intelligent cersons of sood character and personal habits
withh some deyree ol initiative. They can bulld good will for
the schools throuzh both personal attitude and job performance.
In a sense, every employee of a school district 1s a teacher
in that his services and associations with pupils have some
influence on their growth and develogiment.

The success of operational services in a school will
depend to a large degree on the effectivensss of supervision
cf employees. The majority of employees mist be ~iven occasional
zuidance and proddings, and rmany of them must have constent
supervision.

Unfortunately, some persons wWno are appolnted or promoted
to supervisory positlons lack tact and common sense. An able
employee, even one oi the very best workers, uma; not be a
good supervisor. Le may know what has to be done, he may be

well liked by his associutes, he may be cooperative and



reliable, but he just hasn't the will or ability fo direct
other persons.

it is very important that the topg supervisory personnel
of the several service categories be thoroughly competent in
their respective ields, as the standards of service rcndered
usually are a shadow of the person at the top. While pro-
motion of employees from within the ranks to supervisory
positions is cowriendable, supervisory positions on top levels
shiould not be closed to competent persons not now employed oy
the schoocl system. Without competent supervision, emoloyees
may establish their own standards of service, wiichi in sowme
instances may be very low. This appears to be particnlarly
true in the custodial area. It 1s not uacommon to find that
persons performinc housekeeping duties in the school bulldiags
accept slovenly standards in their own homes and assume that
these ought to be acceptable in the schools as well,

While 1In many instances new employees are assirned to
work with older employees, this can be something like the
blind leading the blind if the older employee passes on weak
or erroneous ideas gained throuzhk the trial and error process.
A competent supervisor should make a definite attempt to give
a reasonable amount of 1instruction tc those workin;g under his
direction.

With labor accountin;: for an ever increasing percentare
of the total cost of the services, 1t 1s important that the
personnel be provided with adequate and apgpropriate tools,
suppnlies and labor-savin: eguipment to enabhle them to :ive

efficient service more economically.
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For example, 1t world bhe liipractlcal to exnect enstodians
50 scrub floors witl bhand bwenghes when there are ~ocod electric

floor scrubbing me
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can also be used for waxins and
scrubblings fleors, There are cas-nowered lswn mowers Lo cut

1

the ~rass. There are electric drills and saws and ps

machines that are available for malntenance ex
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4y

are veretable peelers, slicers, mixers, stesmer:

washineg machines to simplify fthe dutlies of the luneh personnel.



PART 6

™S DUDGRT

LN D
1, Linn, Heary H., School Buslness Administration,
(Wew York: ‘The Ronald Press Co., 1956), pp. 138 - 172.
2. Schoel Business MNanagement Fandbook, (Albany, W.Y.:
The State mducation Department, 1955).
3. The School Code of Illinois
SQURCHES
l. State Cffice of Public Instruction
2. County Superintendent of Schools
3. County Clerk

JUSTRUCTIONAL AIDS

1. State budget form

2. Revised budget forms
TIME

L. weeks

PR0JECT8
llake budget using revised budget forms

POINTS TO SITRESS
1., In school affairs the budget period is always a vear,
2., Tre budget states in dollars and cents the philosophy
and the policies of the school syctem.
3. DBudgeting 1s divided into three parts: (1) preparction,
(2) presentation and adoption, and (3) administration.
!« DBudget prevaration is a cooperative affair,
5. The most difficult phase of the task of preparing
a bucdzet is to estimate the necessary expendltures
for the year for which the budget is being prepared.
6. The budget should be inclusive and analyzed in much
detail,
7. Paddingz the budset engencders suspicion and breeds
distrust.
8. Budget preparation is a continuons process,
9. One index of the efficiency of the business manager
is the extent to which he can secure the adontion c¢f
the budget with as little change as possible.,
10. T"nless the budget is followed as closely as possible,

there is small purnose in making 1t.
- [}
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purnoses served by 2 scuool budget are:

It is a servant of education,

It ;;ives an overview.

It aids in analysis.

It develoos cooperation within the school.

It stimmlates confldence among the taxpayers.
It estimates the recelpts.

it determines the tax levy.

It anthorizes expenditures.

It aids in administerina:; the school economically.
It improves accounting procedures.

It prcjects the school into the future,
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Malring the school budaget is one of the most difficuls
as well as one of the most important duties of the public
schhool business manager,

In preparing the budget, the business manacer shonld
seek the cooperation of other school employees, Ie should
call upon principals, classroom teachers, janitors, bus
drivers, and other employees in making a school budret. After
all, who is more aware of the needs of the school than fthe
peonle who work with school problems and needs every day?

The teachers should be familiar with the financial picture of
the school systern, This information can wme passed on to the
teacher by several methods:

l. General meetings where all teachers attend.

2. Special meetinzs such as a welfare committee
of your local teacher organization.

The public should also participate in the planning of
the budret., This can be done in several ways,

l. Lay-advisory committee shonld receive the same

Lind of information as the teachers,



2. An annual revort to the pnklie of the educational
procram that is beins carried on.

3. Cooperation with the Chamher of Cormerce.

The school board shkould attend lay-advisory meetincs,
teachers meetings, and public meetings.

Asking the cooperaticn of others creatly increases the
rmorale in your school system and the public confidence in
the educational plan that 1is reing carried on.

The most difficult nhase of tlie budget preparaticn 1is
the estimating ol expenditures for the year for which the
budget is being prepared, How mich can be spent will depend
on the educational prozram wrich has been planned 2nd the
amount of income availahle. In estimating exoenditures, keen
the followinz in mind.,

Expesnditures for this year and the last one, two, or
three years must be keont in mind. It 1s believed that the
best way to estimate expenses is to rely on the irmediate
past records,

Changes in the cost of materials, supplies, and labor
should also be taken into consideration., I'or exawple, if
the cost of a certain item has increased, the increase should
be kept in mind when preparing the budget. There is a
possibility of costs decreasing also,

School enrollment rmist also be considered in planaine

the expeaditures in your btuidcei, Increased enrollment will
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possibly mean a larger faculiy, more non-instructional
personnel, and additional equipment and suppllcs,

There must be a very severe examination of the
expenditures made during the current year to determine wiiich
items should be eliminated from the new budzet without
decreasing the efficiency of the school system. Just because
an item has been included in the budget does not mean that it
will remain there forever,

The budget should be complete in every detall. Every
item for which an expenditure is planned, even though it may
be of only a few dollars, should be listed in the budget. The
basic state form may be used although some school svstems use
a more detailed form. Iany of the school systems demand this
more detalled forim be used as it gives the Board of Zducation
a minute picture of every 1ltem of expense.

Some of the business managers suggested that a good way
to check on your budget 1s to cempare it with school systems
of simillar size and simillar educationszl »nroblems.

Preparation of the budget continues throughout the whole
year, As soon as the present budget has been adopted, work
starts on the new budget for the next year. Scne suzrested
that a file be kept in which to prlace the information and
suggzestions concerning the new budget.

Unless the budget is followed as closely as possible,
there 1s little purpose in making it in the first place.

Sometiimes changes willl have to be made to allow for unforeseen
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emer-encles such as 2 nndercstimation on delinqguent taxes or
the awvount of state aid.

A budzet is not complete unless 1t contains a lis% of
the anticlpated revenues wiilch will finance fthe propo=zed
expenditure prograr. The bhusiness manarer should become
fariliar with the scurces of 1income to the school district,.
He skould be remiliar with the income Irorn nroperty taxes,
federal and shtate contribuitlons, tuition, anticipation

warrants, and the mlscellsnpeous souurces ol lnecove.
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EHCES
l. Garber, Lee 0., Law and the 3chool Dusiness lManager,
(Danville, 1llinois: The Interstate Publishing Co.,
;997) _
2. The School Code of Illinois
SCITRCHE
1. 3tate Office of Public Iqstruc*ion
2. ©County Superintendent of 5Schools
BACK UROUND CCURSES

w
1. DRBusiness Law
2. School Law
3¢ chocl Administration

INSTRITCITONAL AIDS
Hone applicable

chool Code {emphasize finances)

ls Local “chssl districts are established by lesglslatores

as azencies of the state government,

2. The corporate powers cuuferred uson schocl districts

are expressed by state law.

2. The oollect on and use of school funds is regulated

by coastitutional and statutory r: >vislons.

The basir.ess mirnmer should be familiar wibtn i

.tate aid prorran.

e btnginess managesr s un 1d be thoroushly familiar
with short-term borrowing, bond issues, and debt
linitations,

6. Statutes relating to purchasing and the disbursement
of the district money 1s necessary infermaticn for
the business manager.

o wxistinn schoocl districts can be altered and new
districts created in many different ways.

« <come laws apply to all school perscnnel, rezardless
of whether they 2re certificated or noncertificated;
cthers apply only to certificated or noncertificated
personnel.

v =

-~

o
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The schnool board has the power to make rules and
rezulations for the control of pupils, and pupils
are bound to okey them unless they deprive the

pupil of his constitutional rights.

The business manager should know enough about school
law so that he can talk intelligently to the school

attorney.
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Underlyins all the duties of the public school business

manager 1s the law. Practically everythinz a business manager

does has legal implicatio ie need not be a lawyer, but he
should know encoursh about basic law so that he cen talk
intelli-ently to the school atftorney when necesgsal The

Peine "‘d' e

business managers shonld be alert te the need for an under-

of the law as il affects them and their functions.
They should know when to obtaln competent lezal advice, not

only to rescue themn from diifficulsy buf to avold difficulty.

Pollowing are scme of the more important areas with which

business managrer should be familiar,

LEGAL STATUS OF LCCAL SCIOCL ZCANDS

-

Local schoocl districts are established by leclslatures

as arencles of the state sovernment %o execute the state's

=3

educational poliecy. The work of the public schools 1s ¢

rovernmental function. ILiocal school disiricts are

l._h

recorporated by law for fthat pzriicnlar murpose,.

The cornorate vowers conferred unon school districis
are uvsually expressed by state law, Pollowing is a list of

such powers conferred ucon a typlcal school district:~

6. Lelpold, L. B., "Schocl Law", Zchool 3Zoard Jcournal,
(June, 1958), £. 23.




L. Tec sosgsess a coprporabe nane,
ce X0 acguire and Told real and cersonal oroveriy.

3. To convey such property wren necessary or sxnedler
to the nur-ose of the corporsation.

it, To contract and be contracted with,
C-lawe, rrlzs, and resulations,

4., To exercige the ri-nt of erminent donain,

U2

School funds consist orincinally of money set aside from
subllce revenues for the meolntenance of the public schools and
the advancement of -ublic educetion under constiftuticonsl and
statutory provisions, ‘fhey do nof belons to the local district
cut are leld oy the schiocl poard In trust for the soblic., The
orimary source ol money for the support of the puirlic schoels
rests in taxation. The collectlon and use of these Moo s Is

erulate” by
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The busliness ocrager sbonld he feiwdliar with the feneral

¥

legal 1sgsues of the state =21d program. ueneral orinciples
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soveralins distribntion of state aid is desiratle for ihe
bugsipess manarer as well ag other administrators.
he pouer of the loeczl schocl board o use school funds

Tor particualar ipr.oses 18 denendent on the statutes

taxes Tor the purposes lor which levied., Cihatutes relatinn
to mrcrasing and the safe-lieepings and otlher dlsbursewsents

L 3 PR 1 3 DA o P T I $=bn PO N
of the district T.nds sbounld be shudied Shovoa ol
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The business manager should be thorouchly familiar with short-

term borrowing, bond issues, and debt limitations.

SCHOOL DISTRICITING

A school district can be created only by the authority of
the legislature of a state. It may be established by direct
legislative enactment or by a general law permittins the
eclectors of an area to orcanize a district under swecified
conditions. When once created, a school district is presumed
to continue without change until it is dissolved by the
anthority of the legislature. The dissolution, as well as the
creation, may be by direct legislative enactment or may be
done by the vote of the people.

Existing school districts can be altered and new districts
created in many different ways. The proc:dure to reorganize
school districts must be followed: the petition, notice of
election, hearing, holding of election, and approval by higher
school authoritles., The steps should be familiarized by the

business manager.

PUPIL TARANSPORITATICH

Pupll transportation is a fairly recent addition to the
responsibilities of the business manager. In the besinning
a few school boards pvaid psrents to »rinc thelr own and the
neizhbors! children to school. Sometimes these vayments were
challenzed as a misuse of school funds, and controversies
arose also as to the amounts that showuld be paid. Somebimes

the conveyances used by parents were far from safe. It was
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scon re=lized thot leocois
trancportation and to establiceh reasonable standards for
crovisien of safe facilitles. Since transportation ranlts
second only to teachers! salaries in funds expended, buasiness

manazers srould lteep abreast of transportation legislaticn,

PERROINEL ADMINISTRATION
Schiool versonnel may be classifled 7enerally as certirfied
and noncertified, Certificd employees include the largest

group of schiool employees and conslst of teachers, supervisor:

e}

’

princinals, heuods of departments, and the sunerintendent.
Noncertified employees include the office verscnnel, school

s drivers, school nurses, the maintenance and custodial staff,
The law regarding the administration of schocl versornnel mist
be considered in some of its aspects from the point of view of
its aoplication to certified and noncertified employees. Sone
laws apply to all school personnel, renardless of whether they

are certified or noncertifled persocnnel,

PUPIL REGILATION

On many subjects regarding the regulation of pupils, state
laws are not definite and leave reneral anthority to local
schiocl districts for the rezulation of pupils in these matters,
Thre schcol hoard has the power to wake rules and reculations
for the control of pupils, and puplls are vound to obey them.

Zowever, no bhoard rule may denrive the pupil of his constitutional

O

rights,
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Issues such as the fcllowing shonuld be studied: richt
to establish elegibility requirements in addition to tl.ose
provided by state law for the initial enroliment of pupils;
to prescribe a course of study; to discipline pupils by
suspension, expulsion, and corporal punishment; to deny

promotions and withhold diplomas; and to recommend for

scholarships.

4

BUILDINCS AND 3ITES

i

The state legislature has gsranted school districts the
specific power to acquire property for school purposes. The
local school board is given power to decide upon the need for
school buildin:r s and sites.

The procedures of selecting sites, acquisition of land,
bnilding construction, financing property, school-bullding
insurance, and the disposal of school property are some of the

problems confronting the administration of public schools,
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Linn, Henry ¥,, Sckool Business Adminigtration,
(Yew Yorlk: e Ronald Fress Company, 19CL6),
pp. 1197 - 528,
SO RCES
1. 3tate Cffice of Public Instruction
2. County Superintendent of Schools
BAChECTHD 20TAR8HS
1. S3chool Administration
2. Personnel Management
3. S3chcol Law
lto Insurance
IS8T CPI0TAL AIDS
None applicable
TINE
2 weeks
PROJTECIS
l. Types of insurance savallable
2. Fow insurance should he distributed

rOITIS
1.
2.
3.

I,
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There are several methods of handling insurance,
Zonds are divided into six general classifications.
Liability in
established,

70

Q

surance buving prcocedure has been

)

4 satlsfactory pro-ram of insuarance on school nroperty

mist he hased uvon a thoroush knowledge of what
insurable valunes are represented hy *he properties

to be insured,

An accurate inventory must
content,

Value and lccation of contaents 1s subiect ¢
continuous f{luctuation,

Workien's ccuanensatinn laws are different in many
states.

ne made of every item of

alrost
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A great many districts are beginning to huy accident
insurance for =211 pupills.

It is irportant tc¢ nnderstand the wordin of
insurance policies,
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PART 8

INSTANICE

In spite of every precaution wiich may be taken by
schiocl officials and emgloyees, Scheol accelidents and cihor
wlsfortunes so.awetires ocecur, and these resuiv in injury to
property and szometime:s pecgle. Guod business adiministration
reguires careful consideration of lhe risks involved and ths
reduction of these to a minimua. One means of accomplishing
this recult 1s insurance, which substitutes a rclatively
small and definitely known premium cost for an uncertaln and
possibly large loss.

viethods or practices of hiandlinz the local insurance
vary a great deal., Following are soc:iie of the methods used
to handle insurance.

l. The superinfendent, husiness manager, or other
district officer 1is held resoonsible for this function.

2. The board, as a whole, or a coxmittee of the Losard,

1.
L

1andles and distrlbutes tue school insurance.

Q,

3. Authority is given to 2n insurance adviser, usually

asuranece asent or broker, who receives all or a

}.Jl

2 local

1=

large proportion of the irnsurance business Lla return Ior
this special service,
lie & local azents' association, as a unift, randles the

insurarce Tor the acheooel dlstrict, and the disiribution of



cormyilaslicons is made by the leoesl assocliatiocn to its
members,
Any one of the fore cing oreposals may secure accentable

results under
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sa2id in faveor of the first plan in 2reference to any of the

cthers, With a sinzle competent adninistrator handling the

Py . .

ingurance affairs fthe schocl district can purchase Intelli-ently

olanned insurance »robtectlion rather ithan a collection of
unrelated nolicies, Under this arran;ement, the insarance
arents and brokers ©
recardinz coverage and osollcies, Tis sinsle administrator
can pet advice from insurance representatives witihout
surrendering any of his resconsibllity or authiceity, 'There
should be no hesitancy in seelring rertinent infermaticn fron
well iafermed lusurznce sources,

e I'ive rest covuen Tyves of insurance that are of
lizportance to the school digtrict ave:

1. BSuarety bonds

-~ » v

2. DLiapvility Inenrance

3. Lnsurance on Schonl Froperty
l.. dorkmnen's Compensatiocn

“e  Stundent Accident and athletic Inmsurance

A surety bend 1s a centrsct in wiich one party assures

a second party that e will fuifill a valid ohlization of

W

It is not oossible for the bunaliness manazer Ho hecowe

Tanilier witlh all the varisus forrs of bonds as there ave

neve one person to contact to ~et infovmation
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approximately three hundred different kinds of wonds. tiost

of these are standard printed forms but bonds sre ccecaslonally
specifically prepared for an indilividual risk. For purposes

of clarification bonds are divided 1into at least six seneral
classifications, as fcllous:

l. Fidelty Bonds, designed to cover the honesty of
employees.

2. Contract Bonds, deslcned to cover the perfor.:ance of

contractual undertskings.

3. iduclary Bonds, deslgned to cover the fidelity and
faithful rcerformance of executors, administretors, guardians,
and receivers actin;; in fiduciary capacities in connection
with proptate and bankruptcy proceedings.

4o TLicense and Permit Sonds, designed tc cover licensees,
such as plumbers, electriclans, etc,

C, OCourt Londs, designed to be used in the liwtiration
of our courts,

6, iliscellaneons Zonds, consistingz of many various
forms.

‘"he business manage:r mizht use the followinz procedure
when buying liability insurance.

l. Checlk the state schoel laws to determine the tyve
and degree of liabllity plzced upon your school district.

2. Select type of insurance policy desired.

3« Prepare sgecifications for coverage desired, exposure

data, aand loss experilence.
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e Recelve and ozen bids or guotatisns in oublie at
specified time.

5. lMake award, receive, and check insurance policy,

occurrerices,

A satisfactory prosram of insurance on school property
riust be based upon a thorouzh knowledge of what insurable
values are represented by the properties to be insured. It

3 1mpossible to know how much proftsction to buy wilthout

pe

Iznowledge of the value of the proverty to be covered, In
the event of any loss the district nmust be able to eshablish
values for adjustments which ars »ald on the basis of actnal
value at the time of the loss, It is nsnally desirable to
have the buildin-s and contents appralsed separately as the
value of each 1s different.

The following methods are commonly used by school districts
to obbtain building apopraisals:

l. Appraisal by a professional firm of apprailsal
enzineers,

2+ Recormendations of an insurance company representative.

3. DBased upon coniract cost data.

ll. Tpon estimate by the school staff,

Contents are considered to include all items of reserve
supplies and eguiorment or furnishings whiech are housed in =
building but which are not an integral part of the building
nor permanently attached to the building. ‘There are many items

of fixed eguipment commonly found in schools whiich may be



classed either 2g contents or as nart of the building. For
oirpocses of manacing the schooll's insurance program, the
Tollowinp considerations shiould be kept in mind relatlive to
borderline items:

l. Determination of whether borderline items are %o
be considered as contents or as part of the buildin:.

2. Care showld be exercised as to values to be included
in one category or the other, and that none are counted twice,

3, Since building rates are lower than content rates,
it 1s usually advantacecus to schednle any item which can
be considered oermanently fixed as part of the building
rather than as contents.

Districts not having maintained any systematic record of
contents and their value will find it necessary to establish
insurable values of building contents as of a ziven date. This
is done in order to hrave a starting point from which to tie all
chanr~es due to subseguent acquisitions and retiremen®ts. An
accurate inventory must be made of every item of content, by
location, and each item reflected in the 1nventory must be
oriced, e taking of an inventory is a relatively simple
matter, but the pricing may prove more difficult,

Value and location of contents is subject to almost
continuous fluctuation. Therefore, the core of the content
appraisal vprozrarm is & rerularly scheduled inventory, showing
the number, location, and cost of all items. An actual
ohysical inventory sho:ld be made each year, This should be

made by listins the items room by room, and building by



stancardization of prccecdures to he followed in the Invantory
shonld he develoned., Price each item inventoried cin the

bagls of current markeit nrices for repnlacement uwith a nsw

article of a siniliar lnind. The ftotal of each building
should be adjnsted for depreclabtion at the rate of 25. to
33 1/3; All requisitions and retirenents shonld be kept in

separate records,

Workren's compensation laws are so called because trey

and in the course of Htheir emplowmsent cnd corpensation o
thelir farilies 1n case such 1njurles result in deatr». o

1. »
i

coupensation is payable where there has been willlful intent
or intoxlication., Cenefits are 2a2id to the employee personally
unless death occurs, in which event they -o to his beneficiar

The weel:ly benefits are not to excsed 970 of the weslklw
wares cf the employee., 1In the case of the death of thre
ennloyee, the dependents are to recelve weekly ravnsnts,

Total naveents ran e from 5,520 to 59,420, If there are 1o

derendents, 200 is allowed for fineral expenses. In

ru
o
iy
)

case of total disability, weekly oavrents are allotted during

disability, the total vansin frow 4,820 to 9,400,
A great sany districts are verinninz to buy accident

insurance which nays the wmedlesl and hosolival expenses of

all injured pupils. When such coverage cannot be Lourht

« <

rr

(9]

r

6]

oy the dietrict, arransements have been nr le for ace’ lern’

insuranc: t» be pvirtased by the parents., Athleple Lo e




Ny

Fowever, o owonally purchased by tihwe district. Such plaas

,,
e

usually orovide approximalely U500 of expenses for .1.00 o

gy

2450 per vear., imite of coverajse are sometimes Ineressed
wien a 5,00 or 10.07 deductibkle clause is added to the
pelicy.

It seems to be a very worthuiile plan and is beiny widely
accevted by state schiool districts. The compsnies seem tc be
taking the word of the scheel administration and the claims

are usuaily paid prowmptlyv,., Many a family would find it o

zreat hardship o neet these expenses from thelr limited funds,

t—

t 1s important tc understand the wording

solic
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pPretations of
meaninm, the need for complete and accurate answers to all
guestions in the declarations, and the strict observance of

all policy reauirenents., ©Court decisions affecting bur-clary,

robbery, and ftheft insurance for a ten year period sucw that:7
"y J I

L. tlany cases btave heen lost by asgureds threugh
failures to comply wlth the »rovigsions of thelr
policles.,

2. GOorpanies have reneatedly heop relleved of 1liaobility
wrere there tas heer a viclation of the policles,

3. A1l guestions in the aospgllcation form shonld be
fully and completely answered.

3

£
*

The rcosponsibility for proper notice of loss
rests upon the assured and st* be made within
the t lmlt set in the policy.,

S Failure tc farnish procf of loss and to keep

accurate beooks of account and iaventory records
senerally prevents collectiorn In case of loss,

nry Z. and Joyner, Schuyler C., Insurance Practices

4 e

b 3 - b
in Schonl Adicinistration, (Wew York: e Ronald Press Co.,
1(2\'5’2) s Do "60



7.

visunderstandin.s ol coverara provisions nav
heen the most prclific sonrce of guits. The
insuring asreements, fre conditicons, exclusicons,
and limitations sro:ld e thoron~hly understood
by the assured to avold vossible loss,.

The definitlons of robtery and burslsry are

very specific, and theft =znd larceny are not
covered by those definiticns.,

The troader and nmore cosiprehensive tho insuring
arreements and the fewer the exclinzlons an

and rnodi-
fying conditicns, the less likelihood there is
of a dispute In case of loss or of misunderstanding

and misinterpretation.
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The lunch program is part of the total school prozr
The schocel lunch program is continuously aspraised
terms of desired ailms and objectives and needed
chances made to achleve the determined ~oals

State and federal acenciles contribute advice and
assistance %o the lunch progsram on reqgue Suo

School lunch operates on a nonprofit basi

s~

Scientifiic
and vroper storace and utilization of fcod concribnte

to

making

manaTement, careful food puPChQSLﬂ»

a meal reasonable in price,

an

e

~
n
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6. IMeal prices are set in consideration of the ability
of the children to pay, as well as to other available
resources,

T The charze for meals 1is reasonable so thai{ all

nildren may particicate,

8. -euls of high and balanced nutritional value
should he served

9, Quantlities are sufficient to supply the needs of
~rowlng boys and zirls,

10, Personnel are ca“efullv selected as to insure zan
adequate staff who d;ll operate a good program,

11, Competition with the school lunch program should not
he given by candy or soda counters,

12. No child is deprived of a school lunch because of
financial circumstances,

13. 1Ileals shiould be served in a healthful and pl=sasant
atimosphere.

1. Safe handling of food, proper dishwashin:
refrigeration and sto“ﬂﬂe, and clean work h“blts
are required.

15. Safety hazards, such as slipnery floors, unprotected
equlpment, leaky gas burners, poor electrical equip-
ment and broken furniture should be fixed or replaced
immediately.

16, Supervision of the program 1s continuous and
consistent,

17. Teachers and other staff members share in general
supervision of the program.

18, Student labor is not used as a means of cheap labor
to sustaln an inadequately supported program.

19, Assignrients given student help are both within theilr
abllity to perform adequately and in full consideration
of their health, safety, and level of responsiblility.
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Real impetus was ;iven

=

-0 the school lunch prosram during

the denression of the nineteen th

e

es, At that time certain

s

rg
government agencinss, with the agsistance ol many persons and

orzanizations within and without the schools, arran-ed for
thic purchase of foods that farmers could nct srofitably sell,
The preparation and service of these foods was detalled to
the thousands of unemployed,

Ey the end of this period the beneficial effects of the
school lunck on the health and scholastic progress of children
and on school attendance had been widely demonstrated. The
schools had besn firmly established as a substantial, stable
narket for farrm products, and Congress appropriated funds
annually for the purchase of foods for schocl feeding.

This asslstance was prrovided through cash subsidy and through
food purchesed from an anmial acpropriation according to a
forrmleae and on a matchine fund basis,

The size of the school lunch staff derends on many factors,
Included are the nunber and tywes of meals served, and the
nature of the service. It also depends to a large measure

onn the facilities avallable, Because of ftiese variables i+%

is not possiple to ive fixed standards Tor the determination



of staf? size. Iach local cperatic: narticular
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requirerents,
Staff needs can be established be following six basic
steps.
l. =Zstablish the type ol work fo he pnerformed.
2. Lstablishk the type ol perscanel to 4o the worlk,
3. DSetermine the dnties to be performed by each tyne

3

of persoanel,

. ZEreal; down individusal duties into s
)

18]

ecific tasks.

S. Deternine thec time reguired to perform each task.,.

6. Determine total time reounired for each tyne of wuwork
and coaveri to number of perscnnel needed,

Attentlon should be lven to peak worll periods of th
day. By careful plannins of mzal wreparation and serving: and

the use of some part-time help, the re-ular schocl lunch

U

taff can be keont at thre mininwm, Student help, under proper
onditions, @may be nsed durin~ servins time and during the
ciean-up period which follows,

Zome of the iwmportant ccnsiderations to bear in mind in

orranizin; a schoecl lunch program staff are:

a

I

1. Health is a most important quelification for
sciiool Junch worker, Srequent ghyslcal exanminatiocns should
be regnired.

2. Cleanlinese is ekin to health in Importance, Con
tinmious supervision should be gilven to insure ~ood perscnal
acpearance, bodlily cleanlinesc, and neat work habits and

procedures,
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the lunch progras, Lanecessery loss of time due %o accldent
effects elficiency.

Foods and sui»lles may be:

=

by g - Y o am b - . -
1. Furchasad or op3c

o

fied for purchase by thoe scrool
lunch dirvecsor, business manazer, or by tihe cafeteria nanscs
2. suprcnased 1In part by the business manager or the

P individual schools,

'.3

director and in part by unanagers o
3. Urdered directly by cafeterla wanagers from dealers
on the baslis of prices ohtaliizd by the busliness manazer or
ourchased by tne basiness manazer.
The method selected depends upon the local situation.

5

Methods one and three provide upice advantazes because of

-

larger volume buying of both staplss and perisbhiables,
Good purchasing procedure reguires:

1. Reguests for wholesale prices from more than one

,,,-
e}
=

firm on the has

2+ fFurchase a2t lowest price 1If the relicbility of the
dezler and osrevious experience indlcate that specified
grality 1s ascured,

3¢ Inspect and chieck of &1l iterns for gualliy and
guantity with corder and involce on arrvival,

lie Censtant comparison for cost and quality of ncw =nd
old typos of Tood zrocessing., “or exarmple, pecled potatoes,

nrefabricated meats, and lrozen foods now uvsed In many schools



. - + P S T PR . U S 7
prepoaration and woovni and type of storase recired, butb

5. Purchase in amcunts indlicated for numbers Lo bhe

served, usin: standard recines and in consideration of proper

i S -

Proper storare 1s essential to aveid food waste, protect

,;

quality, and insare Zood sanitation., Refrizerated storage

*

is required for serishables foods, willr, and bread uvnless

suflicient zerc supace lg avallable to perxit the freezing of
bread fer one or more da
deliveries are dezirabls for ueats, frults, and vegekbables,

s sometlmes possible to ohialn deliveries only every

o

buat it
other day or twice weekly in some communifies,

~able dconated commodlties are too

e
1]
ot

£ quantities of penr

larze to be accomnodated in the individoal school, or in a

central warehouse, 1t will be necessary 50 rent refri-erated

storaze for these occaslonzl nses,

Fh

A censrsl warel.ouse for all :foods nay te required 1

(1) there is inadeguate shorage in most schoocls of the

%)
c4
-
o
o
O]

(2) if extra storase space in the larcer schools is not

o
<
4
s,_lt
'—.I

able and space for occasionszl mze cannot be rented; and

.
el
~

e

In fwo lerse clticee, business manasers state that a
central warehouse enables them %o purchase Irom 2rocessors
rathier then jobbers. They can thus obtain prices lower than

those available from vendors maxing drop dellveries., Dilfer-

-



Ea - - - 1.2 e} & . ¢ o . Y gy e
anaintenance, and ogzeratiecon o a central focd warshonce, 1

as

|,_J

»
delivery costs. These business managers also state that they
find 1t easlier to control gualify and deliverles when handling

all foods from a ceaftral warei:cuse.

Yoet schocls, on the cother hand, prefer to purchase in
auantities for which they can provide storagze at the polnt of
vreparasion and to avold tre exnense of building and of
operating central food stores thrcurhout the school year and
duvring months in which schoels are not in session., They find
"swot buying' more advantazeous than contract buying; and they

- h)
nurchas

D

many stanles weeltly or monthly for frequent turnover.,

i

=

his ¢

)
<

0ids tie~up of too larze a proportion of funds in
inventors, assures use of foods before deterioration, and
prevents surpluses which mist be stored throuch summer

months, They prefer to buy perishables freguently and directly
from vendors who are equipped for proper storage and delivery.

The federal prosjram of donated cormodities 1is uncertain
as to items, amounts, and annual renewal and would not seem
to warrant large expenditures to provide permanent central
storase for these commodities,

Few prograrns have attained the ~oal of selling the lunch
at the cost of focd only, but the trend throuchout the state
geems to be toward the acceptance by district boards of a
financial policy which recognizes the linchroom as a teaching

lahoratory and the operation as a nonprofit enterprise.



These vary widely wiltl size of overation, local food prices,

and wage rates,

o]

Schiools participating in the federal lunch »rogram are
not considered to show a orofit nntil the balance exceeds an
avera e rmonth's operatin: expenses., Minds above this amo

are used to rediace the price of the meal, to Lmprove the

ouality of the mesal, or %tec »urchase equipment. They may

[

not be used for permanent [ixtures, alterations, or remodelirn .
The state reimwurses the school district in part for the
lunch program. The amount of reimbursement 1is dependent upon
the kind of mecal served, Surplus commodities are also
distributed by the state.
Mo matter how small the food service, adeguate records
for control are necessary for ©ood buslness manasement,
Necords are not an end in thewmselves. They are useful cuides
to management providing essential informatlion, concerning

patronagce, personnel, equipment, materials, and money.
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Plnancial Accounting for Tweal and State School
Systems, (Washin-ion, D.C.: United 3States
Goverx nmunt Printin~s Office, 1957},

Serhool B 151ness Manarement Fanibock, (Almany, M.Y.
The \ta"o Education Department, L955),

County oupehlntendent cf Schools
Shate (ffice of fablic Instruction

RIS PR NS

THE TR CVICTAL ATD
re

ﬁrlaCLpleq of ;Poonﬁtin
Frineiples of Account
Advanced Accounxlng
dilting

Cost Accountin

g
Accounting Systems

btub@ “ort forms
School Treasurer!s bocks

State reports
Wew acccounting systen

SARID
The number and the kin d of financial records for =
zerool system will be larcely determined by the size
ol the systew,
Pinancial reporis should be prepared monthly or
oftener, to show thaz carrent condition of the
budretary accounts,
o business can be eff’icientlv adninistered except
cn tve basis of enmple, meaningful, and aceurcie
inforuation.
Freper use of ample snd accurste inform:tion
or unmsizes 2 schiool qdm;$1°t“‘tion.
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Irpress uvon all nersons from whom reports are
reqguired the necessity for the information reguested,
Do not ask for Information which does not serva
either a current or an archival purpose,

Whenever vossible, =all purely clerical work should
pe delezated to a clerk,

Facilities shonld be pnrovided for the filing of all
records.

A1l lands, buildin;s, aad eguipment owned by a school
system should be prooverly accounted for the sarme as
all revenues,
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Yo buginess can be efficlently operated without suffilc
and accurate ilnformation which will show current operations
and ald in leonz ranze planning. Accurate filnancial informa~
tion 1s indispenczable to the admiaistrator and the lack of
this information has many times caused distrust by 1interested
cltizens, iiere important, however, 1s that the educatvional
policles of tiie school system are deterrmined by accurate
financial infornation, Ancother way in wnich an efficient
accountling system assists in conducting the work of the schiool

system 13 in the maling cf the budget. 4 Jood financlal

P

accounting system lists e

5}

chi 1tem of income durin: the prsced-

year and 1t also lists each 1tem of exgenditure for the

sarme perliod of time, This information 1s necessary for the

Terialsture ¢f I1linols has decreed that on

adopt a new sceountin, srocedure, The business mano-ers that
iere interviewed sireed that the business mana er traloee
shonld becore faclliur with this new systesm as 16 will zoon be
saed o my sl sebocl sy in .
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wizit ke enconntered.

The new acconntiny gysfen will have a wminlmom set of
basgiec amccoanits that every scheol will eventually keep.,
Accounts heyond these, cnlled onticnal acceunts, are providad

i
1

Tfor districts that desire to oxvoand thelr accounting systens,
an old aroblem in Tinaencial accounting bag heen the

psense of a clearcut distinction heiween supplies and eq

e

uine
ment., [The new syctem establishes criteris for each of the

two and incliudes an alphabetlcal list of the usual items of
x

Taih



ParT 11

If time allows, the followine subjects mi

considered: Fayroll rractices and Frocedures; Revolving

Mund; Debt 3ervice (Bondinz); and Personnel Records,
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WHAT SHOULD BE THE EDUCATIONAL BACKGRCUND OF A BUSINES3 MANAGHR

l. In my personal opinion, I think the major field (undergradﬁate
vork) of a public school business mcnager should be:

2. In graduate work, I think the major field of concentration
should be:

3. I believe that the public school business manager .should have
formal training in the following business subjects:s

1. Principles of Accounting

2. __ Principles of Accounting: Intermediate
3. Advanced Accounting
« __ Cost Accounting

S. __ Auditing

6. __ Financial Statement Anslysis

7. __ Income Tax Procedure

8. __ Accounting Systems

9. __ Budget Accounting
10, __ Office Management

1. _ Typewriting
12, = Personnsl Menagement

13, : Business Law
14, ~ Office Machines
" 15, __ Business Administration

16, __ Others (List)

17. —

18. __

19, __

20. —

L. I believe that formal training should also be in the followving
subjects:

1. Economics

2. : Insurance

3. __ School Law

k. T Mathematics

c. Public Speaking and Speech
&, __ Others (List)

Te

8.

g,
10,

5. Do you believe that teaching experience would be helpful?

WAAT SHOULD BE THE P..RSONAL QUALIFICATIONS OF A BUSINESS MANAGER
1.

2.

3.
L.

5.
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Following is a list of the major duties of a public school

business manager that I have found in my preliminary stuiies, Please
feel free to adl other duties or any other information that you think
might aii in making this a more successful course,

Insurance

Budigeting

Accounting

Purchases

Supply Management

School Law - :

Maintenance

Transportation

School Lunch

Supervision of Noninstructional Personnel

In this portion of the survey, we are attempting to find not

anly the duties but also:

l, Recommsnded textbooks or other references.

2o, Courses that you would suggest for background.

3. Instructional aids needed,

e Approuc%mte time to be spent (on basis of a thirty-six weeks
course)e

S« Projects to aid in teaching.

6, Points to be stressei,

7. General comments.

INSURANCE
1, References (1)
(2)
(3)
2, Courses (1)
() -
R
3. Instr. (1)
Adds (2)
)
be Time (1)
S. Projects (1)
(2)
(3)
6. Stress . (1)
(2) —
(3)
7. Covments (1)




BUDGETING

1

3.

1.

References (1)

Courses

Instr.

Alds

Time

Projects

Stress

Comments

ACCOUNTING

1.

2.

3.

g h.

References

Courses

Instr.

Aids

Time

Projects

Stress

Comments

(2)
(3)

(1)
(2)

6

(1)
(2)
(3)

(1)

~113=
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PURCHASES
References (1)

1.

2.

3.

L.

5e

6.

Courses

Instr.

Aids

Time

Projects

Stress

Comments

(2)
(3)

(1)
(2)
(3)

(1)
(2)
(3)

()

SUPPLY MANAGEMENT

1.

2.

3.

L.

5.

6.

References (1)

Courses

Instr.

Aids

Time

Projects

Stress

Comments

(2)
(3)

(1)
(2)
(3)

(1)
(2)

(3)

(1)

-11h-
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SCHOOL LAW
1. References (1)

2.

3.

e

6.

Te

Courses

Instr.

Aids

Time

Projects

Stress

Comments

MAINTENANCE

1.

2.

3.

L.

5.

References

Courses

Instr.

Aids

Time

Projects

Stress

Comments

(2)
(3)

(1)

&) S

(3)
(1)
(2)
(3)

(1)

(2)
(3)

(1)
(2)
(3)
(1)
(3)
(1)
(1)
(2)
(3)
(1)

(2)
(3)
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TRANSPORTATION
1. References (1)
(2)
(3)
2. Courses (1)
(2)
(3)
3. Instr. (1)
Aids (2)
(3)
S. Projects (1)
(2)
(3)
6., Stress (1)
(2)
(3)
7. Comments (1)
SCHOOL LUNCH
1. References (1)
(2)
(3)
2. Courses - (1)
(2)
(3)
3. Instr. (1)
Aids (2)
(3)
5. Projects (1)
(2)
(3)
6. Stress (1)
(2)
(3)
7. Comments (1)

-116-
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SUPERVISION OF NONINSTRUCTIONAL PERSONNEL

1. References (1)
(2)
(3)
2. Courses (1)
(2)
(3)

3. Instr, (1)
Aids (2)
(3)

Llc Time (l)

5. Projects (1)

6. Stress (1)

7. Comments (1)

1. References (1)
(3)

2. Courses (1)
(2)
(3)

3., Instr. (1)
Aids (2)
(3)

4o Time (1)

5. Projects (1)
(2)
(3)

6. Stress (1)
(2) 3
(3) B

7. Comments (1)
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Use this page for any additional comments or suggestions.




	Eastern Illinois University
	The Keep
	1960

	A Proposed Outline for a Course in School Business Management
	Donald L. Pyle

	tmp.1569262236.pdf.h_mLr

