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| ACCOUNTING DEPARTMENT HANDBOOK |

INTRODUCT | ON

In November 1979, PAHO (Pan American Health Organization) conducted
a survey of ten Eastern Caribbean Water Utilities to determine the training
needs of each utility. The results indicated that ""Accounting Procedures'' was
ranked as the highest training priority in eight of the ten utilities. Consequent-
ly, a project was developed with the objective to update and streamline accounting
procedures and practices in Eastern Caribbean Water Utilities. This handbook is
a product of on-the-job training and interaction with accouhting department

personnel during project implementation. It is intended to serve three purposes:

1) To provide accounting staff with a day-to-day reference document;

2) To provide the Chief Accountant with a teaching aid for personnel

in his department; and

3) To provide water utility management with an overview and insight
into what to expect in the way of financial information from the
accounting system; and how to use this information in performing

their management functions more effectively.



INTRODUCTION (cont'd) -

The procedures outlined in this handbook are not intended as the
"ultimate' in accounting procedures for water utilities. MNor are they coésidered
to be an elaborate set of accounting procedures. What is presented in this
handbook, however, are the basic accounting procedures needed to ensure proper
financial accountability for all phases of water utility activities. Although
this handbook has been written to reflect the 'situation as it exists in Montserrat,

these procedures can also be adapted to meet the needs of other developing water

utilities.

Aithough this handbook presents basic accounting procedures, it is
intended for a reader/user who already has a familiarity with simple accounting
terms and principles.’ bonsequently,_although not all terminology is specific- .= .-

- .
ally defined, all procedures are é]eafly explained and set out. It should be
possible for a newcomer to the MWA Accounting Department -- with coaching from
the Chief Accountant -- to read this handbook and have a good understanding of
the workings and procedures of that department.

Another important feature of this handbook is the listing of the

responsibilities of each member of the accounting department staff found in

Unit 1.



Unit 1

Staff Responsibilities

Chapter 1: Staff Responsibilities
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The purpose of this Unit (s to provide accounting department personnel

with easy access to those pages in the handbook that refer particularly to their

responsiblities.

JOB RESPONSIBLITIES

Chief Accountant

1.

2,

(o ) ~ (o) un

o 0

11.
12,

13,

14,

Update cash receipts journal and total at end-of the month, . . . . .
Post month-end totals from cash receipts journal to general ledger. .
Cel’tify payment Vouchers, ® o e e o ® s & & 8 9 6 &6 o € s s * e e ° @

Signcheques....--......................-

Post month-end totals from cash disbursements journal to general ledger.

" Prepare monthly bank reconciliation. "« « « ¢« ¢ « & o ¢ ¢« o o s o o &

o

Post month-end totals from sales journal to general ledger. . . . . .
Cross-reference suppliers' invoices and purchase orders. . . . . . .

Post month-end totals from purchases journal to general ledger., . . .

Post individual totals from capital projects column in purchases journal

to each particular job card. =« ¢ ¢ ¢ ¢ ¢« ¢ o o o ¢ o o o« o o o o o o
Record all stores issue vouchers in S.1.V, journal, « « « « & « « & &
Post month-end totals from S.1,V, journal to general ledger. . « « .
Post individual tota]; from capital projects coiumn in S.1.V. journal
to each particular job card, + « ¢ ¢ ¢ ¢« ¢ s 4 4 ¢ 4 0 0 e o e e o
Transfer accumulated costs of capital projects from job cargs to

appropriate Utility Plant accountS. « « o o o «.0 o o o o o o o o o o

Page
. 34
. 34
. ho
. ho

40
. k2
. 50
. 52
. 54
. 54
. 55
. 55
. 55
. 57



Chief Accountant (cont'd) . Page

15. Balance Work-In-Progress account monthly to detailed listing of job
Cards. € & 8 s & & & 8 e+ S & e s & o 9 ¢ * s e e e s & 2 2 s o e 3 s o o 57

16. Approve Workers' Pay LiSt. & « o o o ¢ o ¢ o o o o o o o o s s o o « « o 66

) . . . 65,—68

& 70
18. Determine and record amount- of periodic depreciation charges in -

17. Prepare journal entries to record and distribute payroll. . . .

general Journal. o o ¢ « & « o ¢ o 2 o o o ¢ o o o ¢ o s o o o s s 0 e s 17
19. Prepare purchase orders. « « « « o ¢ ¢ ¢ o ¢ o o s o o o s o 0 0 s 86
20. Prepare yearly operating budget. « « « ¢« ¢ o ¢ o s o ¢« ¢« ¢ s « o ¢« ¢ o o 125
21. Prepare yearly capital expenditure budget. . « ¢« « ¢« ¢ ¢ ¢ ¢« ¢« o o o .. 127
22, Prepare yearly cash flow budget and update monthly. :. e e s 4 s s o e « 129
23. Prepare monthly statement of income (LOSS). « « « ¢ ¢ ¢ ¢ o o o o o o o 134,
2Lk, Prepare monthly reports on completed and uncompleted capital projects. . 1374ﬁ

25. Prepare yearly balance sheet. . « « ¢ ¢« ¢« ¢« ¢« o o o o o o o s s s s o & 137-

Accounts Assistant

1. Prepare payment vouchers. . « o « o « ¢ o o s
2... Prepare cheques. . . ¢ & o « « o s o &
3. Update cash disbursements journal and total at end of month. . . . « . . 40
b, Compare hours on time books with hours on time sheets and clear any

disScrepancies. « + o « o o o o o o o s o o o o o s o s s s 0 0 s e s s B3
5. Calculate individual employee's payroll. « « « ¢« s o ¢ o ¢ ¢ o s o « s o 63
6. Transfer individual employee's payroll on to Workers' Pay List and

calculate source deductions. « + « « « o s s « s o o o o s o ¢ o s o s o 65

7. Prepare analysis of time sheets. s« « o o« ¢ o o o o ¢ o o & s e e s s .. 68
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Senior Clerical Officer Page

1. Total water record SheetsS. « « o« « o o« o o o o s s s o s o o o » ¢« ¢ o o 50

2. Update sales journal -and total at end of month., =« ¢ ¢ ¢ ¢ ¢ ¢ ¢« o s o & 50

Clerical Officer

1. Update purchases journal and total at end of month. « ¢ « ¢ ¢ « ¢ o « & 5h

2. Maintain creditors' Tedger. . ¢ o« ¢« o o ¢ ¢ o ¢ o o o 54

Paxmaster

1. Obtain cash from bank. ¢« « ¢ ¢ o« o o «

2. ,Prepare pay paCketS- L I e e R R L I e O D R 67

3. Distribute pay packetS. « ¢ ¢« o o o ¢ o o ¢ ¢ o o o ¢ o o s o o o o o o 67

Storekeeper

1. Prepare purchase requisSition. . o o o o & ¢ o o ¢ o s ¢ s s o« & s o o o 86

2. Purchase mater}als and SUPPTIES. v o « o o o o o o o o o o o 8 o o s o o 86
td

3. Check quantity and condition Of GOOAS: v o o o o o o o o o « o o o o o o 89

L, Update stores ledger cards for purchases. « « % o o o ¢ o ¢ ¢« o o ¢ o 89
5. Fill requisition Orders. « « « o o ¢ o o o o o« o o o ¢« 5 o o s s s & s o 94
6: Prepare S.1.V.'S. ¢ o v 4 ¢ e b e s e e 0 s e s e 4 e 8 e e e e e e gl
7. Update stores ledger cards after issuing materials and supplies. « « « & 94
Meter Reader

T. Read MELEr. , & 4 4 v ¢ ¢ 4 o o o o ¢ o o o o o o scn o o s o s s o oo 106

2. Record meter reading on meter card. « ¢ « o ¢ o « ¢ o o ¢ o o o o« s o o 106

3. Compute quantity of water consumed. « « ¢ ¢ « o ¢ o o « o o o ¢ ¢« ¢ o o 106



Bil'ling Clerk

1.

Prepare customers' bills . . . . .

2. Update customers' iﬁdividual records
3. Update water record sheet .

Cashier

1. Receive payments from customers

2. Prepare customers' receipts . . . .
3. Update customers' individual records
L, Update daily collection sheet . . .

Page . .
. 109
. 109

. 103

. 116
. 116
.116

. 116
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Summary of Procedures . .
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Summary of Procedures
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. i

A chart of accounts has been designed that is based on the concept
of a douBle-entry accounting system. Under a double-entry system, the resources
(assets) of a utility equals its obligations (liabilities) and residual equity
(equity). This algebraic arrangement, assets = liabilities + equity, is the

fundamental accounting model upon which accounting systems are based.

The use of a double-eqtry system will facilitate record-keeping and
report preparation., Also, it automatically calls attentio; to many types of
errors and adds considerable reliability to the output of the aqcounting system,
Further, the dodble-entry system assists one in understanding the significance
of the relationship between balance sheet and income accounts, as well as between

assets, liability and equity accounts,

The subsequent accounting procedures outlined in this handbook are

based on the use of a double-entry accounting system.



MONTSERRAT VIATER AUTHORITY

CHART OF ACCOUNTS*

I. Balance Sheet Accounts

A. Assets and Other Debits

1. 109 - 159 Utility Plant In Service

Source of Supply Plant

100 Land
101 Storage Tanks '
: 102 Reservoirs .
103 Intakes
104 _ Other

Pumping Plant

110 - Pump Houses

111 ' ,Elécthical Pumps
112 Diesel Pumps

113 | Other

Water Treatment Plant

120 Water Treatment Equipment
121 Other

Supply and Distribution Plant

130 Suppiy and Distribution Mains
131 Meters .

132 Hydrants

133 Other

*  See Definition of Accounts beginning on Page 16,

- 10 -
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General Plant

140
145
142
143
144
145
146
147
148

Land

Buildings

Office Furniture and Equipment
Vehicles

Other Equipment

Stores Equipment

Tools, Garage and Shop Equipment
Laboratory Equipment

Other

Accumulated Depreciation

150 Accumulated Depreciation - Utility Plant
151 Accumulated Depreciation - General Plant
160 - 164 Work-in-Progress - Capital Projects Clearing
160 Work-in-Progress - Capital Projects
165 ~ 169 Restricted Assets '
165 Replacement Fund
170 - 189 Current Assets
170 Cash Float
171 - Cash in Bank
172 Accounts Receivable - Metered
173 " " - Water Sales to Ships
174 " " - Government Supplies
175 " " - Vacant Lots
176 " " - Water Connections
177 " " - Rechargeable Works
178 " " - Misceltaneous



L, 170 - 189 Current Assets (cont'd)

179 Accumulated Provisions for Doubtful Accounts “
180 Advances to Employees

181 Unallocated Stores

182 Accrued Utility Revenue

183 Prepaid Expenses

5. 190 - 199 Other Debits

190 Preliminary Survey Charges

B. Liabilities and Equity

1. 200 - 209 Long-Term Debt

200 Long-Term Debt

2. 210 ~ 299 Current Liabilities

210 Long-Term Debt Payable Within One Year . -

211 Accounts Payable .
212 Pension Scheme Payable |
213 Income Tax Payable

214 N.P.F. Payable

215 Insurance Payable

216 Union Dues Payable

217 Wages Payable

218 Salaries Payable

219 Accrued Expenses

3. 300 - 399 Equity

300 Capital Contributions

301 Contributions in Aid of Construction
302 Appraisal Increase of Property .
303 Accumulated Deficit or Surplus

- 12 -

.



Income (Logs) From Sales of Fixed Assets

Inc8me . From Sales of Unallocated Stores

o

Reservoirs

Intakes

--- II. Income Accounts
A. Revenue

1. 400 - 409 Water Operating Revenue
Loo Metered Sales
401 Government Supplies
402 Water Sales to Ships

2. 410 - 419 Operating Revenue
k10 Vacant Lots .
Lt Water Connections

, k12 Reconnections

3. 420 - 429 Non-operating Revenue
‘420 Rechargeable Works .

- 421 Rent of Equipment
C 422 (
k23
424 Interest Income.
425 Other Revenue
B. Expenses .

1. 500 - 509 Source of Supply Expenses
500 Personal Emoluments
501 Wages
502 Maintenance of Storage Tanks
503 " "
504 L L
505 Miscellaneous Expenses

- 13 -



2. 510 - 519 Pumping Expenses

510 Personal Emoluments
511 ‘ Wages
512 Fuel or Power Purchased for Pumping
513 Maintenance of Pump Héuses
" 514 Malptenance of.Pumping Equipment

515 Miscellaneous Expenses

3. 520 - 529 Water Treatment Expenses )
520 Personal Emoluments
521 Wages
522 Chlorine and Chemicals Expense
523 Laboratory Expense
524 Maintenance of Water Treatment Equipment
525 Miscellaneous Expense

L, 530 - 549 Shpp]y and Distribution Expenses
530 Personal Emoluments \ o
531 Wages
532 Water Connection Expenses
533 Maintenance of Supply and Distribution Mains
534 " " Meters
535 " " Hydrants
536 " " Standpipes and Bathrooms
537 Fuel and 0il Expenses - Vehicles
538 Vehicles and Equipment Expenses
539 Road Repair Expense
540 Miscellaneous Expenses *

- 14 -



550 - 579 Administrative and General Expenses

Public Relations and Entertainment Expenses

Conferences, Meetings and Seminars Expense

Workman's Compensation Insurance Expense

Books, Periodicals and Publications Expense

Depreciation Expense - Utility Plant

~ General Plant

550 Personal Emoluments
551 Wages
552 Travel Allowance
553 Stationery and Office Supplies
554 Electricity Expense
555 Postage and Telegrams Expense
556 Telephone Expense
557
558
559 Professional Fees
560 Maintenance of General Plant
561 Contributions N.P.F.
562 Contributions Pension Scheme
563 Group Life Insurance Expense
564
565 Bank Charges
566 Government Loan - Current Portion
567
568 Protective Clothing Expenses
569 Doubtful Accounts Expense
570 Miscellaneous General Expenses
580 - 589 Provisions for Depreciation
580
581 " "
590 - 595 Clearing Accounts
590 Payroll Clearing

- 15 -



DEFINITION OF ACCOUNTS

Assets and Other Debits 100 - 199

100 ~ 159 Utllity Plant in Service

This caption consists of five sub-headings, Source of Supply Plant,
Pumping Plant, Water Treatment Plant, Supply and Distribution Plant,
and General Plant. A schedule shoﬁing the original cost, estimated
useful 1life, and accumulated depreciation of the individual items shall
be maintained. The amounts on the schedule for the total original cost
and total accumulated depreciation shall correspond to the amounts in
the general ledger for the said accounts. * The cost of Utility Plant

in Service is allocated to the following accounts:

100'Land

This accoupt shall include the original cost of land acquired for

" the source of supply. _ .

101 Storage Tanks

This account shall include the original cost of all storage tanks
constructed in the water supply system.

102 Reservoirs

This account shall include the original cost of all resgrvoirs
constructed for collecting and impounding at the source of supply.

103 Intakes

This account shall include the original‘cost of all intakes constructed
at the source of supply.

104 Other

This account shall include the original cost of all other assets not

included in the preceding source of supply accounts.

- 16 - - ' - <
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110 Pump Houses

This account shall include the original cost of all buildings

used to house water pumps in the pumping system.

’

111 Electrical Pumps

.

This account shall include the original cost of electrical pumps
used in the pumping system.

112 Diesel Pumps

This account shall include the original cost of diesel pumps used
in the pumping system.

113 Other

This account shall include the original cost of all other assets
not included in the preceding pumping accounts.

120 Water Treatment Equipment

This account shall include the original cost of all equipment used
in the water'treatment process.

121 Other 0

This account shall include the original cost of all other assets
not included under water treatment equipment.

130 Supply and Distribution Mains

This account shall include the original cost of all mains used

in the supply and distribution system.

131 Meters

This account shall include the original cost of all meters used in
the supply and distribution system.

132 Hydrants

This account shall include the original cost of all hydrants used

in the supply and distribution system.

- 17 -



133 QOther

This account shall include the original cost of all other assets
not included in the preceding supply and distribution accounts.
140 Land

This account shall contain the original cost of land acquired for
general purposes.

141 Buildings

This account shall contain the original cost of administrative, stores,
maintenance, and other buildings not directly related to the distri-
bution system.

142 0ffice Furniture and Equipment

This account shall include the original cost of admjnistrative,
engineering and maintenance office furniture and equipment suéh as
typewriters, duplicating machine, adding machines, filing cabinets,
drafting tables, desks, tables, chgirs and other decorative furniture.
fenerally, items with an individual cost of $100 or more would be
included in this account. Items with a life expectancy of less than
two years may be expensed.

143 Vehicles

This account shall include the total cost of vehicles such as cars,
land rovers, trucks and motorcycles normally operated on the public
roads.

144 Other Equipment

This account shall include the total cost of all other equipment
such as air hammers, air compressors, heavy-duty equipment, etc.

145 Stores Equipment .

This account shall include the cost of equipment relative to the

storeroom function.

- 18 -
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146 Tools, Garage and Shop Equipment

This account shall contain the cost of all maintenance, shop and
garage equipment that would be used in servicing and repairing of
other utility plants, fixed assets and vehicles.

147 Laboratory Equipment

This account shall include the cost of all permanent laboratory

equipment and testing devices in excess of $100.

148 Other

This account shall include the original cost of all other assets
not included in the preceding general plant accounts.

150 Accumulated Depreciation - Utility Plant

This account shall be credited with the annual depreciation charge

with a corresponding debit to account 580. When an item of utility

. plant is disposed of, that account shall be debited with the total

accumulated depreciatién for that -item and the appropriate plant
accounts (100 - 139) shall be credited. The qifference between
original cost less accumulated depreciation shall be transferred from
the relevant plant account to account 422,

151 Accumulated Depreciation - General Plant

This account shall be credited with the annual depreci;tion charge
with a corresponding debit to accoun£ 581. When an item of general
plant is disposed of, that éccount shall be debited with the total
accumulated depreciation for that item and the appropriate General
Plant accounts (140 - 149) shall be credited. The difference between
original cost less accumulated depreciation shall be transferred from

the relevant plant account to account 422,

- 19 -



160 Work-!n-Progress - Capital Projects

This account shall containthe totgls of work in progress for each
individual project.  This account will be substantiated by separate
subsidiary ledgers which would detail the cost of the individual
capital projects. The cost to be included in work in progress will
be materials, labour, transportation, electricity, direct charges,
overhead and engineering. When the capital project is completed

and approved, the actual construction cost will be transferred to the
related plant account.

165 Replacement Fund

L%

This account shall contain the total excess funds set aside for

replacement of fixed assets such as vehicles, etc.

1Z0 Cash Float

-Thfs account shall contain the balance of the cashier's float.

L4

171 _Cash In Bank ) »

This account shall indicate the amount of funds on deposit with banks.

172 - 176 Accounts Receivable - Water Consumers

These accounts shall show the current unpaid balance of consumer

water accounts, The amounts for each individual account shall be
substantiated by a detailed listing of the ledger accounts.

177 Accounts Receixﬁble - _Rechargeable Works

This account shall contain the current unpaid balance of private
development and plumbing services. -The balance of this account
shall be substantiated by a detailed listing of accounts owed to

the Authority.
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178 Accounts Receivable - Miscellaneous

This account shall show the-current unpaid balance of miscellaneous
accounts receivabfe. This account will balance to the detailed
listing of accounts owed to the Authority for m}scellaneous accounts
receivable.

179 Accumulated Provisions For Doubtful Accounts

This account shall show the balance of consumer accounts whose
collection is doubtful. This account shall be substantiated by a
listing of all such accounts.

180 Advances to Emplovees

This account shall show the current unpaid balance of advances to
employees. This account shall be substantiated by a listing of

accounts owed by employees.

181 Unallocated Stores

This account shall contain the balances of matgria]s and supplies in
stock. This account shall be substantiated by a listing of the
subsidiary stores ledger,

182 Accrued Utility Revenue

This account shall include the amount of current revenue earned but
not yet billed as of the end of the accounting period.

183 Prepaid Expenses

This account shall include expenses paid in advance. At the end of
each month a péedetermined portion of prepéid expenses shall be

allocated to specific expense accounts. The purchase of stamps will
be reported as a prepaid expense but shall be allocated to specific

expense accounts at the end of the year.
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190 Preliminary Survey Charges

This account shall include the cost of ;ll preliminary investigative
study and engineering on projects that are as yet unfunded by loans
or other financing. When the project funds become available and
construction on the project begins, the accumulated cost will be
transferred to a job assigned under accounts 160 - 16h. A schedule
shall be maintained which itemizes the cost of each preliminary

survey charge and which balances to the ledger account.

Liability Accounts 200 - 299

200 - 209 Llong-Term Deg£

These accounts shall contain the outstanding, unpaiﬁ balance of

loans payable under each long-term debt account. For each account, an -
itemized schedule shall be maintained shpwing each loan,.repayments

to date, and the outstanding balance.

210 Long-Term Debt Payable Within One Year

This account shall show the current portion of long-term debt from
each account as calculated at the fiscal year end.

211 Accounts Payable

This account shall contain the unpaid invoices or bills to suppliers
for which shipment was received or services rendered within the
accounting period. This account shai] be supported by an accou;ts
payable subsidiary ledger (creditors ledger) showing the amounts

unpaid at the end of the accounting period.

212 Pension Scheme Payable

The balance in this account will represent social security deducted

at source and not yet paid to the pension scheme.
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213 Income Tax Payable

The balance in this account will represent tax deducted at source
and not yet paid.

214 N.P.F. Payable

The balance in this account will represent social security deducted
at source and not yet paid the N.P.F.

215 Insurance Payable

The balance in this account will represent insurance deducted at
source and not yet paid.

216 Union Dues Payable N

The balance in this account will represent union dues deducted at
source and not vet paid.

217 Wages Payable

-This account will function as a clearing account for the net wages payable.

L d

218 Salaries Payable ’

This account will function as a clearing account for the net salaries
payable.

219 Accrued Expenses

This account shall include the amount of current liabilities incurred
but not yet due as of the end of the accounting period. These items
are generally services that are incurred with the passage of time such
as salaries, wages and inteéest.

220 Consumer Deposits

This account shall be credited with amounts deposited by consumers
as required for connections or private developments, The account will

.

subsequently be debited as consumer charges are determined and billed.
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Equity Accounts 300 - 399

300 Capital Contributions

This account shall include the contributions made by Government and
other institutions that are not to be repaid. The amount shall be
substantiated by a listing showing contributor, date and amount of
each contribution.

301 Contributions in Aid of Construction

This account shall contain the accumulation of payments by contractors
or others for construction of projects which subsequently become
Utility Plant because ownership reverts to the Authority.

302 Appraisal lncrease of Property

This account shall contain the credit adjustments for the increase
in the value assigned to Utility Properties. Each appraisal must be
kept separate and each must indicate the date of valuation and the
person or firm who conducted the study.

303 Accumulated Deficit or Surplus

o

This account shall contain the residual of the accumulated yearly net

incomes and losses of the Authority.

Revenue Accounts 400 - 499

400 Metered Sales

This account shall include all net billings for water supplies to

metered customers.

401 Government Supplies
This account shall include all net billings to Government for water
supplied to standpipes and Government buildings.

402 Water Sales to Ships

This account shall include all billings for water supplied to ships.
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510 Vacant Lots

This account shall include all net billings for service charges for
vacant lots.

411 Water Connections

This account shall include all billings made to customers, contractors,
and others for connections of service lines.

412 Reconnections

This account shall include all billings made to customers for reconnection
of water supply.

420 Rechargeable Works

This account shall include all billings made to private contractors

and others for private developments and plumbing s;rvices.

421 Rent of Equipment

This account shall include all billings made to private tontractors and
others for rent of the Authority's equipment.

422 Income (Loss) From Sales of Fixed A

This account will be credited with the sale proceeds and debited with
the net book balue (cost less accumulated depreciation) of the assets
plus costs incurred in the selling of the item.

2;3 Income From Sales of Unallocated Stores

This account will be credited with the sale of materials and supplies
from the unallocated stores and debited with the related cost incurred
in selling.

ﬂgh Interest Income

This account will be credited with income from interest on bank accounts.
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L25 Other Revenue

This account will be credited with any other non-operating revenue
received which does' not fall under any of the above non-operating

revenue accounts.

Expense Accounts 500 - 599

500 Personal Emoluments

This account shall include the compensation, emoluments and other
consideration.for service on monthly paid officers and supervisors

of the Authority properly chargeable to source of supply operations.

501 Wages

This account shall contain the compensation of employees (other than
those described in 500) that are properly chargeable to source of

. supply operat.ions.

502 Maintenance of Stofage Tanks

This account shall include the cost of materials used and other expenses
associated with maintaining storage tanks.

503 Maintenance of Reservoirs

This account shall include the cost of materials used and other
expenses associated with maintaining collecting and impounding reser-
voirs.

504 Maintenance of Intakes

This account shall include the cost of materials used and other expenses
associated with maintaining intakes.

505 Miscellaneous Expenses

This account shall contain expenses which are not readily assignable

to other source of supply expense accounts.
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510 Personal Emoluments

This account shall include the compensation, emoluments and other
consideration for service of monthly paid officers and supervisors
of the Authority properly chargeable to pumping operations,

511 Wages

This account shall contain the compensation of employees (other than
those described in 510) that are properly chargeable to pumping
operations,

512 Fuel or Power Purchased for Pumping

This account shall include the cost of electricity and diesel fuel

used for the operation of water pumps.

513 Maintenance of Pump Houses

This account shall include the cost of materials used and other

‘expenses associated with maintaining pump houses.

514 Maintenance of Pumping. Equipment

This account shall include the cost of materials used, parts and
other expenses associated with maintaining electric and diesel pumps.

515 Miscellaneous Expenses

This account shall contain expenses which are not readily assignable

to other pumping expense accounts.

520 Personal Emoluments
This account shall include the compensation, emoluments and other
consideration for service on monthly paid officers and supervisors of

the Authority properly chargeable to water treatment operations.
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521 Wages

This account shall contain the compensation of employees (other than
those described in 520) that are properly chargeable to water treatment
operations.

522 Chlorine and Chemicals Expense

This account shall include the cost of chlorine and other chemicals
used in the water treatment process.

§2§ Laboratory Expense

This account shall include materials gnd chemicals used in the opera-

tion of the laboratory,

[}

524 Maintenance of Water Treatment Equipment

This account shall include the cost of materials used, parts and other
expenses associated with maintaining water treatment equipment, such
as chlorinators, etc.

525 Miscellaneous Expemses

This account shall contain expenses which are not readily assignable
to other water treatment expense accounts.

530 Personal Emoluments

This account shall include the compensation, emoluments and other
consideration for service of monthly paid officers and supervisors of
the Authority properly chargeable to supply and distribution operations.
531 Wages

This account shall contain the compensation of employees (other tHan
those described in 530) that are properly chargeable to supply and

distribution operations.
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532 Water Connection Expenses

This account shall include all direct cost required to perform
customer water connections. Such cost includes materials, labour,
transportation, and supervision.

533 Maintenance of Supply and Distribution Mains

This account shall include the cost of materials used and other
expenses associated with maintaining supply and distribution mains.

534 Maintenance of Meters

This account shall include the cost of materials used and other
expenses associated with maintaining meters.

535 Maintenance of Hydrants

This account shall include the cost of materials used and other
expenses associated with maintaining hydrants.

536 Maintenance of Standpipes and Bathrooms

This account ‘shall include the cost of materials used and other

expenses associated with maintaining standpipe$ and public bathrooms.

[+

537 Fuel and 0il Expense - Vehicles

This account shall include the cost of fuel and oil purchased for use
in normal operations for the Authority's transportation equipment.

538 Vehicles and Equipment Expenses

This account shall include the cost of repairs, parts, tyres, batteries
and licensing of transportation and other equipment. The cost will be
separated by individual vehicde numbers.

539 Road Repair -Expenses

This account shall include the cost of materials used and other

expenses associated with repairing roads.
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540 Miscellaneous Expenses

This account shall contain expenses which are not readily assignable

to other supply and distribution expense accounts.

550 Personal Emoluments

This account shall include the compensation, emoluments and other
consideration for service of month[y paid officers and supervisors

of the Authority properly chargeable to administrative operations.
551 Wages

This account shall contain the compensation of employees (other than
those described in 550) that are properly chargeable to administrative

and general operations of the Authority.

552 Travel Allowance

This account shall contain the cost of transportation, travel allow-
ance and mileage allowances incurred by approved personnel in the
Authority.

4

553 Stationery and Office Supplies

This account shall contain the cost of office supplies, stationery,
printing and forms used in the administrative function.

554 Electricity Expense

This account shall be charged with the cost of electricity necessary
to operate the lighting and equipment of the general office.

555 Postage and Telegrams Expense

This account shall contain the cost of postage stamps, cables and

telegrams incurred by the administrative functions,

556 Telephone Expense

This account shall contain the cost of overseas and local telephone

calls incurred by the Authority,
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557 Public Relations and Entertainment Expenses

This account shall include the cost of activities designed to promote
the services of the Authority and incidental expenses related with
entertaining guests of the Authorify.

558 Conferences, Meetings and Seminars Expense

This account shall contain the costs in attending conferences,
meetings, seminars and conventions. Included will be the cost of
transportation, meals, lodgings,and incidental expenses of outside
consultants, advisers, iBstructors, lecturers, etc.

559 Professional Fees

This account shall contain the cost of consulting, audit and legal fees.

560 Maintenance of General Plant

This account shall contain the cost of maintenance and repair of
office buildings and equipment.

561 Contributions N.P.F.

This account shall contain the employer's contributions of pensions for
the Authority's personnel to N.P.F,

562 Contributions Pension Scheme

This account shall contain the employer's contributions of pensions for

the Authority's personnel to the pension scheme.

§§§ Group Life Insurance Expense

This account shall contain the cost of heatlh and life insurance for
employees that is paid by the Authority.

564 Workman's Compensation Insurance Expense

This account shall contain the cost of insurance coverage for employees
in case of injuries that is paid by the Authority.

565 Bank Charges ‘

This account shall contain the cost of all bank charges.
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566 Government Loan - Current Portion

This account shall contain the cost of the current portion of the
Government loan.

567 Books, Periodicals and Publications Expense

This account shall contain the cost of books, periodicals, and
publications, subscriptions to magazines and newspapers.

568 Protective Clothing Expense

This account shall contain the cost of protective clothing for use
by employees during normal operations,

569 Doubtful Accounts Expense

- This account shall contain the estimate of consumer accounts whose
collection is considered doubtful in the current accounting period.

570 Miscellaneous General Expenses

This account shall contain expenses which are not readily assignable
to other administrative and general expense accounts.

580 Depreciation Expense - Utility Plant

This account shall record the periodic charges for depreciation of the.

Source of Supply, Pumping, Water Treatment and Supply and Distribution

Plants.

581 Depreciation Expense - General Plant

This account shall record the periodic charges for depreciation of the
General Plant.

220 Payroll Clearing

This account is designed to facilitate the handling of bookkeeping

by segregating the work invoived in distributing and allocating salaries

and wages to divisions, jobs, etc.

1l
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The control of cash is critical in any business because: (a) it is

usually in short supply; and_(b) it is easy to conceal and transport, and it is
desired by everyone.

, The control of cash involves careful planning of cash needs and control
of expenditures and careful record-keeping to assure that all cash is properly

accounted for. Thus, control of-cash generally requires the following:

1. A detailed cash flow budget that specifies planned cash inflows and

. outflows (see Unit 5, pha#ter 1h).

2, A system of internal contr;l that incorporates careful delegétion of
authority for handling cash receipts, casH disbursements and the
related record-keeping. The details of the system of internal
controls are discussed in this unit.

3. Proper accounting for all cash receipts and cash disbursements

.including assurances that there are no unauthorized uses of cash
receipts or improper cash disbursements. This unit deals specific-

ally with cash receipts and cash disbursements.



CASH RECEIPTS

Cash inflows of the Authority come mainly from customers' payments
for water serivce. At the time cash is received by the Authority, a receipt is
prepared by the cashier which automaticélly transfers the information onto the
daily collection sheet (see Unit 4, Chapter 13). At the end of each day, the
daily collection sheet is added and cross-added and reconciled with the cash
taken in. Once reconciled, the cashier forwards the daily collection sheet to

the Chief Accountant and the daily deposit is then maée.

Since a large volume of transactions for cash receipts occur, a

special cash receipts journal (see Figure 3.1) is used. This special journal is
designed to accomodate all cash receipts. Therefore, it has a column for cash = -
debit and several columns are designated for recurring credits, and a general
column accomodates infrequent credits. The Chief Accountant maintains the
journal. As mentioned above, at the end of each day the cashier forwards the
daily collection sheet to the Chief Accountant. After each day's cash receipts
are deposited in the bank,.a copy of the deposit slip is reconciled with the daily
collection sheet. Once reconciled, the Chief Accountant enters the daily totals
from the daily collection sheet into the cash receipts journal. At the end of
each month, the columns are added and cross-added and entered into the general
ledger by the Chief Accountant (see illustrated cash receipt information on

flow-chart, Figure 3.2).
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FIGURE 3.1

CASH RECEIPTS JOURNAL

-

171 172 173 174 175 176 177 178 GENERAL
DATE JREF
CASH METERED |[WATER SALES GOVT. VACANT WATER =~ RECHARGEABLE| MISC- ACCT .JAMOUNT
TO SHIPS | SUPPLIES LOTS CONNECT 1ONS WORKS ELLANEOUS | NO.
POSTING

- Post alk mon;th—encii totals except General directly to the General Ledgen.

- Post the individual items in the General cofumn directly to the General Ledger.—
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FIGURE 3.2
FLOW OF INFORMATION REGARDING CASH RECEIPTS o
CASH
RECEIPTS

CASHIER

CHIEF T -

Payments from customers or other sources are made in person to the cashier.
The cashier prepares a daily collection sheet showing the amounts received.

At the end of each day the cashier forwards the daily collection sheet to
the Chief Accountant.

At the end of each day the cashier deposits the day's cash receipts in the
bank.

The Chief Accountant receives a deposit slip from the bank each day. The
deposit slip is reconciled with the daily collection sheet and the totals
from the daily collection sheet are entered into the cash’ receipts journal.

At month-end, the bank sends a bank statement showing the opening cash

balance, daily deposits, cheques drawn against the account and the closing
cash balance. The Chief Accountant then prepares a bank reconciliation.
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HIGHLIGHTS

The procedures :just discussed for handling cash receipts are adequate.

to attain control of all cash received. The highlights of the controls are:

1.. There is a continuous and uninterruptéd flow of cash from the initial
receipt to deposit in the bank. This requires:
(a) immeaiate counting of all cash receiv;d;
(b) immediate recording of all cash received; and-
(c) timely deposit of all cash received.
2. Separation of all responsiblities for the cash-handling and cash-
recording functions. In this manner an effective s!stem of internal
controls is implemented.

3. Continuous and close supervision of all cash-handling functions by

the Chief Accountant.

CASH DISBURSEMENTS

12

The Montserrat Water Authority also handles a large volume of cash
disbursements. To accommodate all cash payments, a special journal called a cash

disbursements journal (see Figure 3.3) is used. This special journal has a column

for cash credit and a number of debit columns including one for general accounts.
The debit columns are set up because- they are frequently recurring debits, and the
General column is for infrequent debits.

All cash disbursements are made by cheque. After the Accounts Assist-
ant receives the supporting doéuments (purchase order and suppliers' invoice) from

the Chief Accountant, he/she prepares a payment voucher (see Figure 3.4). From

the payment voucher, the Accounts Assistant prepares a cheque for the amount of
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FIGURE 3.3

CASH DISBURSEMENTS JOURNAL

171 211 217 218 GENERAL
DATE CHEQUE PAYEE CASH ACCOUNTS WAGES SALARIES ACCOUNT AMOUNT
- NUMBER PAYABLE PAYABLE PAYABLE NUMBER
POSTING ’

Ledgen.

Post all month-end totals except General directly to the General Ledger.
(Post the individual items in the General cofumn directly to the General
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FIGURE 3.k

PAYMENT VOUCHER

MONTSERRAT WATER AUTHORITY
PAYMENT VOUCHER

Voucher No.: Date

Cheque No.

Payee

Account No. Particulars of Payment Quantity Rate Amount

We certify that the above

Payment Authorized By

Payment Certified By

amount is correct as to the rates and prices,

Engineer/Manager

Received the above amount the day of - , 19

Chief Accountant

Signature of Recipient

-
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the voucher and then enters the information into the cash dibusements journal. At
the end of every month, the journal is added and cross-added by the Accounts
Assistant and forwarded to the Chief Accountant who then posts the monthly totals

to the general ledger.

Once the cheque is prepared and ente;ed into the cash disbursements
journal, the payment voucher, cheque and supporting documents (purchase order
and suppliers' invoice) are passed to the Chief Accountant (see illustrated
cash disbursements information on flow-chart, Figure 3.5). The Chief Account-
ant reviews all documents, certifies the payment voucher, signs the cheque, and
forwards the documents to the Manager/Engineer for final authorization. Once
the Manager/Engineer authorizes the payment voucher and counter-signs the cheque,
the cheque is distributed to the payee. The payment voucher with its supporting
documents is filed in order of cheque number within the month by the Accounts
Assistant.

HIGHL IGHTS .

o

The procedures just discussed for handling cash disbursements are
adequate to retain control of all cash payments. The highlights of the controls
are:

1. A1l cash disbursements are made by cheque. There is no petty cash
system.

2. Cheques are prepared and signed only when supported by adequate
documentation and verification.

3. Responsiblitiés are separate for cash disbursement documentation,
cheque writing, cheque signing and record-keeping.

4.  All cash disbursement and record-keeping functions are supervised

continuously and closely,
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FIGURE 3.5

FLOW OF INFORMATION REGARDING CASH DISBURSEMENTS
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The Chief Accountant receives invoices and bills from payees (merchants,
contractors, employees, etc.).

The Chief Accountant approves payment for invoices and bills and forwards
them to the Accounts Assistant.

The Accounts Assistant prepares cheques for the invoices and bills, has
the cheques signed, and sends them directly to the payees.

The payees present the cheques to the bank for payment and the bank
balance is reduced by the amount of the cheques.

The bank sends a bank statement, together with cancelled cheques, to the

Chief Accountant at the end of each month. The Chief Accountant then
prepares a bank reconciliation.
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BANK RECONCILIATION

It is also necessary that the bank balance according to the bank state-
meﬁt be reconciled monthly with the bank balance according to the Authority's
books., This reconciliation should be performed by an employee having no other
connection with the accounting records or the handlfng of cash., The reconcilia-
tion of bank book balances serves two important purposes:

1. control - it serves to check the accuracy of the records of both
the bank and the Authority; and

2, accounting entries ~ it provides information for entries on the

books of the Authority-for items reflected on the bank statement
that have not been recorded by the Authority (e.g., a bank service

charge).

Reconciliation of the bank balance with the balance of the cash in bank
account (171) requires an aﬁaf&s?s Aﬁ the monthly bank statement and the cash
reco;ds maintained by the Authority. Generally there will be a difference between
the two cash balances. The usual causes of differences between the cash balance
per bank statement and the cash balance on the books of the Authority may be
classified as follows:

A. ltems already recorded as cash receipts in the books of the

Authority but not ;et added to the bank balance on the bank

statement. .

1. Unrecorded deposits - deposits made up and deposited in

the bank by the Authority but not reported by the bank on

the current bank statement.
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Items already added to the bank balance but not recorded in

B.
the Authority's books.
1. Interest allowed the Authority by the bank but not vyet
recorded in the Authority's books:
2. Collectioqs by the bank for the Authority but not yet
recorded on the Authority's books. .
C. ltems already recorded as cash disbursements on the )

Authority's books but not deducted by the bank from the bank

statement.

1. Outstanding cheques - cheques written and properly
recorded in the Authority's books but not yet

cleared through the bank.

D. I tems alréady subtracted from the bank balance but not

recorded in the Authority's books,

1. Bank service charge.

g

It is possible to reconcile the bank and book balances by working from

the bank balance to the book balance, or the opposite, or to reconcile both the

book balance and the bank balance to a common amount known as the true cash

balance. The "true balance' method is recommended and illustrated in Figure 3.6.

sl
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Bank Balénce

Balance per bank
Additions:
Unrecorded Deposits
Deductions:
Outstanding Cheques:
No. L01 150
No. 410 200
No. 412 _53
TRUE' CASH BALANCE

FIGURE 3.6

BANK RECONCILIATION

$1,404

550
1,954

T A B LT K P e D T R Y T T L R R R AT

Book Balance

Balance per books
Additions:

Interest collected by
bank

Deductions:

Bank Charges

TRUE CASH BALANCE

- LY -

$1,535

20

1,555

$1,551
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SUMMARY OF PROCEDURES FOR HANDLING

CASH RECEIPTS

PROCEPURES

PERFORMED BY

(a)
(b)

(c)
(d)

Receive cash from-customers.

Write receipt which automatically transfers onto the
daily collection sheet. ’

Give the customer the receipt for payment.

Forward daily collection sheet to Chief Accountant at
the end of every day.

Arrange for the deposit of the day's receipts.

(a)

(b)

Receive a copy of the deposit slip from the daily
deposit with the bank.

Compare the deposit slip with the daily collection
sheet. y

Enter totals from the daily collection sheet into
the cash receipts journal.

Add and cross-add cash receipts journal at the end
of each month.

Post the monthly totals from the cash receipts
journ&l to the general ledger.

Cashier

Chief Accountant

Chief Accountant

Chief Accountant
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SUMMARY OF PROCEDURES FOR HANDLING

CASH DISBURSEMENTS

PROCEDURES PERFORMED BY

(a) Receive copy of purchase order and supplier's Accounts Assistant
invoice from Chief Accountant.

(b) Prepare payment voucher. |If several invoices are to

- be paid at the same time, list invoice amounts and

(c)
(d)
(e)

(a)
(b)
(c)
(d)
(a)
(b)
(c)
(d)

indicate total.
Prepare a cheque from the payment voucher.
Update cash disbursement journal.

Forward paymeﬁt voucher, cheque, and supporting
documents to Chief Accountant.

Review documents.

Certify Payment Voucher.

Sign cheque.

Forward documents to Manager/Engineer.
Review documents.

Authorize Payment Voucher.
Counter-sign cheque.

Forward documents to Clerical Officer for distribu-
tion of cheque to payee.

At the end of each month, the cash disbursements journal
is added and cross-added and passed to the Chief
Accountant.

Approve cash disbursements journal and post month-end
totals to the general ledger.

Chief Accountant

Manager/Engineer

Accounts Assistant

Chief Accountant
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SUMMARY OF PROCEDURES FOR PREPARING A

BANK RECONCILIATION
PROCEDURES

PERFORMED BY

Receive bank statement and supporting documents from the
bank. '

Ensure that all entries on the bank statement are proper-
ly supported by valid documents.

File the cashed cheques for each month numerically.
Pull previous month's bank reconciliation and mark off
any reconciling items which have been cleared in the

current month.

Carry forward to current reconciliation any uncleared
items from the previous month's reconciliation.

Prepare reconciliation - true balance method.

Chief Accountant

Chief Accountant

Chief Accountant

Chief Accountant

Chief Accountant

Chief Accountant
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This chapter focusses on recognition of revenue and expenses. As the

accumulated deficit or surplus of the Authority is compuzed by subtracting expenses ;
from revenues, it is essential that procedures for recognizing both revenues and

expenses be established. The first part of this chapter will discuss the recog-

nition of revenue while the latter part will cover recognition of expenses.

RECOGNIZING REVENUES

A general rule in accounting is that revenue is recoanized at _the time
d

when there has been an exchange tr ion i i C

services. In more visible terms, it is when ownership of goods passes (by possess-

ion, use or title) or when services are rendered. In following this rule, sales
of water service - which is the major item of revenue for the Authority - is
recognized on the basis of customer billings (as accrual basis accounting is
used). Once revenue has been recognized by the Authority, the revenue must then
be classified in order to facilitate management in the planning and control of
revenues,

The revenues of Montserrat Water Authorit? are divided into the following
three categories: Water Operating Revenues, Operating Revenues and Non-Operating
Revenues. Water operating revenues are revenues derived from the sale of water,

These revenues represent the major source of revenue to the Authority. The types

of water operating revenues, together with their account numbers, are as follows:

- 48 -



1. Metered Sales (400);
2. Government Supplies (401); and

3. Water Sales to Ships (402).

Although water operating revenues represent the major source of revenue
to the Authority, operating revenues }epresent ; significant amount. Operating
revenues are revenues that are closely allied to the sale of water and are
classified as follows:

1. Vacant Lots (410);

2. Water Connections (411); and

3. Reconnections (412).

Non-operating revenues are revenues not derived from the Authority's
normal operations of supplying water. Included in this category are:

1. Rechargeable Works (420);

2. Rent of Equipment (421);

3. Income (loss) from Sale of Fixed Assets, (422);

L. Income from Sale of Unallocated Stores (423);

5. Interest Income (424); and

6. Other Revenue (425).

Having discussed revenue recognition and classification, procedures on

how to record revenues will be discussed next.

RECORD[NG REVENUES

Sales of water to all customers are metered. The charge to customers,
therefore, is based on the rate schedule applied to the amount of water delivered
through each meter. In order to determine the amount of water sales, the
quantity of water consumed by each customer, as determined by a meter, must be

read and recorded monthly by a meter reader.
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After the customers' metérs are read, the readings aré entered in meter
reading books and forwarded to the billing department. OBce here, the billing
clerks prepare the customers' bills which automatically transfer onto the water
record sheet (see Unit 4, Chapter 12). The water record sheets are forwarded to
the Senior Clerical Officer who totals these sheets and records the information
in the sales journal.

The sales journal (see Figure 4.1), is a special journal designed to

accomodate entries for sales only. As mentioned above, the Senior Clerical

Officer maintains this journal. When the water record sheets and bills for jobs

completed (connections, reconnections, and rechargeable works) are received from

the billing department, the Senior Clerical Officer enters the amounts in the
sales jou}nal. At the end of each month, the columns are -added and the journal
is passed to the Chief Accountant. The Chief Accountant reviews the journal and
posts the month-end totals directly to the géneral ledger. The totals of the
various columns are debited and credited to their respective accounts receivable

and revenue accounts.

RECOGNIZING EXPENSES

The second part of this unit deals with the recognition of expenses.

Expenses may be defined as the use of assets and services in the creation of

revenue. A brief discussion concerning the cost principle is necessary before
procedures related to the recognition of expenses are discussed.

The cost principle, often referred to as the "historical cost principle',
is a basic accounting principle that underlies the entire accounting process. It
holds that cost (the amount of resources given up to acquire goods and services)
is the appropriate basis for initial accounting recognition of all asset acquisi-

tions, service acquisitions, expenses, liabilities, and equity. It also holds =
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FIGURE 4.1

SALES JOURNAL

WATER .
DATE | REF. METERED GOVT. SALES TO VACANT WATER RECONNECT I ONS RECHARGEABLE
SUPPLIES SHIPS LOTS CONNECTIONS WORKS

i

PISTING

- Post month-end totals directly to the general Ledgenr.

- 15 -

The totals of the various columns should be debited %o

thein respective accounts veceivable accounts and

credited fo thein rhespective revenue accounts.




that subsequent to acquisition, cost values are retained throughout the accounting’
process. So the original cost of goods purchased by the Authority or services
rendered to the Authority will be the measuring stick used in determining the
operating expenses of the Authority.

In examining the recognition of expenses, procedures related to
recording purchas;s must first be discussed. Since most Caribbean Water Authorities
- Montserrat included ~ are unable to '"bulk'' purchase many materials due to
financial constraints, a piecemeal -approach to purchasing materials is necessary.
This type of approach involves a large number of purchases; therefore, a large
number of transactions must be recorded. Rather than entering every transaction
in the general journal, a spécia] journal is used to facilitate the record-

keeping. This special journal is called a purchases journal.

A Purchases Journal (see Figure 4.2) is designed for purchases only.

The Clerical Officer maintains this journal. After materials and supplies have o
been purchased, recéived, and checked, the storekeeper forwards a copy of the
purchase order and supplier's invoice to the Chief Ac;ountant (see Unit 3, Chapter
8). Once the documents are received, the Chief Accountant compares the supplier's
invoice with the corresponding purchase order to make sure of these points:
1. Goods ordered musf have been received in good condition and be
those covered by the invoice;
2. Terms, unit prices, shipping charges and other details must agree
with order specifications; and

3. Computations must be correct.

if all documents agree, the Chief Accountant for&ards the supplier's

invoice and purchase order to the Clerical Officer.
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FIGURE 4.2

PURCHASES JOURNAL
211 181 553 538 533 570 160 GENERAL
DATE | INVOICE JACCOUNTS |UNALLOCATED|OFFICE |VEHICLES AND | MAINT. OF [MISCELLANEOUS | CAPITAL RCCOUNT |AMOUNT
NO. |PAYABLE STORES SUPPLIES | EQUIPMENT |SUPPLY AND GENERAL PROJECTS | NO.
EXPENSE EXPENSE DIST. MAtNS | EXPENSES JOB NO.
POSTING .

- Post all month-end fofals for the accounts dinéctﬂy fo the genenal

Ledgen except the General accounts.

- Post each individual item in the General accounts fo the particulan

account in the general Ledgen.

- Post the individual Ltems within the Capital Projects column fo the

particular fob cand.
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When the Clerical Officer receives the purchase order and supplier's
invoice from the Chief Accountant, the information is entered in the pqrchases B
Journal. The purchases journal has a column for credit accounts payable,

During the month, each amount in this column will be credited to the individual
creditor's accounts in the accounts payable subsidiary ledger (creditor's ledger).

There‘aré also several columns in the purchases journal for frequently
recurring debits and the General column for infrequent debits. The unallocated
stores column is for materials and supplies that are going to be used to replenish
the storeroom stock. The remaining columns are for materials and supplies that
are going to be put to immediate use, thus, they yill not be placed in the store-
room stock and will be expensed off right away. The amounts in the capital
projects column will not only be debited to the 160 account but will also be
debited to the par;icular j;b card in the capital projects subsidiary ledger.

At the énd_of each month, the purchases journal is added and forwarded -
to the Chief Accountant. The Chief ﬁpcountant posts all month-end totals for the
accounts directly to the general ledger except the General accounts. Each
individual item in the General accounts is posted to.the general ledger.

Once the Clerical 0fficer enters the information in the purchases
journal, the purchase order and supplier's invoice are passed back to the Chief
Accountant to begin the cash disbursement process (see Unit 2,\Chapter 3). After
the cheque has been prepared and approved, the documents are passed to the Clerical
Officer to debit the individual creditor's accounts in the accounts payable
subsidiary ledger (creditor's ledger). After this, the cheque is distributed for
payment.’

Expenses are also recognized at the time when materials and supplies are

issued from the storeroom stock. When the storekeeper issues materials from

the storeroom, a stores issue voucher (5.1.V.) is completed (see Unit 3, Chapter 8). -
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At the end of each day, the storekeeper forwards the day's S.1.V.'s to the
Chief Accountant to enter in the stores issue voucher journal.

The stores issue voucher (S.1.V.) journal (see Figure 4.3), is a

special journal designed to record all issues of materials and supplies from the
storeroom stock. This journal has a column for unallocated sto;es which will be
credited for the amount of each S.1.V. The corresponding debit will be recorded
in the several frequently recurring debit columns or in the General column for
infrequent debits. The amounts in the capital projects column will not only be
debited to the 160 account but will also be debited to the particular job card
in the capital projects subsidiary ledger.

At the end of each month, the S.1.V. journal is added and cross-added.
The Chief Accountant posts all month-end totals for the accounts directly to
the general ledger. The individual items within the capital projects column are
posted to their particular job cards. -

With the mention of capital projects above,accounting for capital
projects should be discussed briefly. Every capital project begi;s with a survey,
When the survey is completed and the project designed, the pre]iminary.charges
are’ posted to account 190. Once the project is approved, it is assigned a job
number, a requisition is prepared for materials to be used on .the project and
passed to the storekeeper. The storekeeper either has to purchase the. desired
materials or the materials are in stock and will need to be issued from the
stéreroom. The procedures for handling purchases and issues for capital projects
have already been discussed in this unit.

The total costs for materials, labour, transportation, preliminary
charges (transferred from account 190), and other direct charg?s and overhead

will be accumulated on a job card in the capital projects subsidiary ledger.
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FIGURE 4.3

. STORES 1SSUE VOUCHER JOURNAL

181 538 537 533 534 532 160 GENERAL
DATE } S. 1. UNALLOCATED | VEHICLE AND { FUEL AND MAINT. OF [MAINT, WATER CAPITAL JACCOUNT
NO. STORES EQUIPMENT OlL SUPPLY AND OF CONNECTION |JPROJECTS NO. AMOUNT
EXPENSE EXPENSE DIST. MAINS METERS EXPENSE JOB NO.
POSTING |

- Post all month-end fotals for the account dirnectly to the general Ledgen

except the General accounts.

- Post each individual item in the General accounts to the particular

account in the general Ledgen.

- Post the individual items within the Capital Profect column to the

particular fob cand.




Each month, the balance in the capital projects account (160) will be balanced

to the detailed listing of jobs from the capital projects subsidiary ledger.

When the project is completed and approved, the accumulated costs of

the project are transferred from the capital projects account (160) to the

appropriate Utility Plant account.

would be as follows:

GENERAL JOURNAL

The journal entry in the general journal

Page _J-10

DATE ACCOUNTS AND EXPLANATION

LEDGER |AMOUNTS AMOUNTS
FOLIO DEBIT CREDIT
6-1 Asset (specify) ? 100,000.00
Wonk-In-Progress - Capd 160 1 .
InProgress - Gepdied, 99,000.00

To necond transfer of completed fob

frnom the Wornk-In-Proghess account.
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SUMMARY OF PROCEDURES FOR

RECOGNITION OF REVENUE

PROCEDURES PERFORMED BY
(a) Read meter. Meter Reader
(b) Forward meter readings to billing department.

(a) Prepare customers' bills and update water record Billing Clerk
sheet.

(b) Forward water record sheets to Senior Clerical
Officer.

(a) Total water record sheets. Senior Clerical

Officer

(b) Post totals from water record sheets to sales
journal.

(c) At end of month, total sales journal.

(d) Forward sales journal to Chief Accountant.

Post month-end totals from sales journal to general
ledger.

Chief Accountant
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SUMMARY OF PROCEDURES FOR

RECORDING PURCHASES

PROCEPURES PERFORMED BY
1. (a) Receive supplier's inéoice and purchase order from Chief Accountant
storekeeper.
(b) Cross-reference documents for approval.
(c) Forward documents to Clerical Officer.
2. (a) Receive supplier's invoice and purchase order from Clerical Officer
Chief Accountant.
(b) Record approved invoice in purchases journal.
‘(c) Update creditor's ledger.
(d) Forward supplier's invoice and purchase order back
to Chief Accountant.
3. (a) At end of month, add columns in the purchases Clerical Officer
journal.
(b) Forward purchases journal to Chief Accountant.
L., (a) Post totals from the purchases journal directly to Chief Accountant
the general ledger.
(b) Post individual totals from the capital projects

column to the particular job card.

=~ 59 -




. SUMMARY OF PROCEDURES FOR

RECORDING . ISSUANCE OF STORES STOCK
PROCEDURES

PERFORMED BY

1.

(a) Receive copies of comp]eted S.t.¥.'s from the
storekeeper.

(b) Record all stores issue vouchers in the S.I.V.
journal.

At end of month, add and cross~add columns in the S.I.V.

journal,

(a) Post all totals from the S:1.V. journal to the
general ledger,

(B) Post individual totals from the capital projects
column to the particular job card,

Chief Accountant

Chief Accountant

Chief Accountant
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SUMMARY OF PROCEDURES FOR ACCOUNTING FOR

CAPITAL PROJECTS
PROCEDURES

PERFORMED BY

1. (a) Perform survey and design project.
(b) Prepare requisition for materials to be needed for

project.
2. Have project approved and assign job number.

3. Accumulated total costs for materials, labour, transport-
ation, other direct charges and overhead on job card.

4. Approve completed project.

5. (a) Receive advice that project is completed.

(b) Ensure that all accounting transactions covering the
period in which the project is completed are posted
to the job card.

(c) Transfer accumulated costs to the appropriate
Utility Plant account by a journal entry.

NOTE: Balance Work-in-Progress for capital projects monthly
to the detailed listing of the jobs.

Chief Engineer

Chief Accountant

Chief Accodntant

Chief Engineer

Chief Accountant

Chief Accountant
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CHAPTER 5: TIMEKEEPING AND PAYROLL

CHAPTER 5: TIMEKEEPING AND PAYROLL

Labour costs are one of the major cosé elements in the operations of
“water authorities. These costs must be carefully controlled for go;d management.
A typical system of accounting for labour costs includes keeping records of
time worked, computing and recording earnings, and charging labour costs to
specific functions of the Authority. This unit will deal with the three
procedures just mentigned. -
The proceﬁure for keeping records of the time worked by each employee
is called timekeeping. The time records serve as a gasis for figuring gross
wages. From these amounts, appropriate deductions can be computed to determine
the net earnings. The timekeeping at Montserrgt wgter Authority is done by the
Work Supervisor. This person completes a time book for all workers under his
supervision, At the end of each week, the supervisor forwards his completed
time book to the Accounts Assistant in the accounting department and is issued
a duplicate time book for the upcoming week. The time book in&icates the total
.hours worked by the employee each day, but it does not show the particular jobs
worked on, or what typé of work was performed. Since labour costs are charged
to specific functions of the Authority, some record showing the use of time

must be prepared. Employee's time sheets are used for this purpose.
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The employee's time sheet (see Figure 5.1) shows the week ending,

employee's name, description of work done each day and total hours and overtime
hours worked. At the end of each week, the employee submits his or her time
sheet to the Supervisor who checks the submitted times of each employee. After
a check has been made to ensure that the times are correct, the Supervisor
forwards the time sheets to the Manager/Engineer to be rechecked. Once checked
by the Manager/Engineer, the time shéets are forwarded to the Accounts Assist-_
ant in the accounting department.

At the end of each week, all the time sheets are received by the
Accounts Assistant, who must complete the following procedures:

B!  Comparison of hours shown on the t}me sheets of each émployee

with hours shown on the Supervisor's time book.

a3

Investigation of discrepancies between time sheets and time books.

(¥

Entry of earnings of the time sheets.

B3  Entry in the Worker's Pay List of the number of hours worked during

the week by each worker.

The timekeeping activity.described in the last step above provides the data needed

by the Accounts Assistant for computing earnings and completing labour cost records.
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FIGURE 5.1

EMPLOYEE'S TIME SHEET

MONTSERRAT WATER AUTHORITY

Time Sheet

Week Ending:

Name:

Day

Description of Work

Hours Worked

Regular

0.T.

Wednesday

Thursday

Friday

;

Saturday

Sunday

Monday

Tuesday

Checked by Foreman

Checked by Engineer

Total Hours

Notes

Hours

Rate

Due

Plain Time

Overtime

- 64 -




The record of hours worked each week by weekly paid workers is trans-
ferred weekly from the time sheets to the weekly Worker's Pay List (see Figure
5.2). After the hours worked by each employee Huring the week have been
entered on the list, hourly rate, gross pay and total earnings are computed and
extended. Appropriate deductions are made and entered in the proper columns, and
the net pay for each employee is determined.

At the end of the payroll period, the total gross earnings and the
tota!s for each of the various liabilities are posted directly from the Worker's
Pay List to the general journal. From the generél journal entry, the amounts are

posted to the general ledger accounts. The required entry is shown below:

DATE ACCOUNT AND EXPLANATIONS ’ LEDGER AMOUNTS
FOLIO DEBIT CREDIT

6-1 1 Paynoll CLearing 590 5,000.00
Income Tax Payable 213 500.00
N.P.F. Payable 214 500.00
Tnsurance Payable 215 . 200.00
Union Dues Payable 216 100.00
[lages Payable 217 3,700.00

To recornd weekly payroll.




FIGURE 5.2

WORKER'S PAY LIST

Worker's Pay List - Montserrat Water Authority

Workers Employed On

Voucher No.

Numbern; Hours{ Rate | Pay

Period: From To

Name N.P.F.|No. o#HourlyGross Totals Deductions Net Signature
N.P.F.| In. Other [Total ’ of
Tax Payablel Recipient

I hereby witness that the above payments were
made to the persons entitled to receive them.

[ hereby certify that the above pay

list is correct.

Signature Signature
Position

Position 1 certify that the above labourers
were duly paid by me.

Date Signature Date

- 66 -



Once the journal entry is completed by the Accountant, the employees
are paid., Montserrat Water Authority pays weekly paid employees by cash. The
Worker's Pay List is processed like any other payment voucher. A check is
drawn and cashed for the amount of the Worker's Pay List. The money }s turned
over to the paymaster. The paymaster places each employee's net earnings in a
separate pay packet. The recipient must sign the Worker's Pay List for each
payment received.

An employer is required to keep an individual record for each
émployee's earnings and deductions. This information is tak;ﬁ from the Worker's
Pay List at the end of each pay period and posted to the ;ndividual earnings
record of each employee.

The procedures for timekeeping, computing and recording have.been
dealt with. Charging labour costs to spécific functions of the Authority will

be covered next.
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CHARGIMG LABOUR COSTS

After workers' earnings are computed through various timekeeping
and recording operations, they are analyzed for further cost processing. Data
obtained by analysis are the bases for charging labour costs to specific
functions or jobs of the Authority.

Each week an analysis of the time sheets filled out by weekly paid
employees is prepared. The analysis shows the labour cost incurred on each job
or function of the Authority. An analysis of time sheets is shown in Figure 5.3.

Once the labour costs have been broken down at the end of the payroll
period, payroll_costs are transferred to various, labour heads through a general

journal entry shown below. The total costs are credited to Payroll Clearing

account. Labour costs are_debited to the various labour heads.

Journal Entry Regquired - .
DATE ACCOUNT AND EXPLANATION LEDGER . AMOUNTS
FOLIO
DEBIT CREDIT
6~1 Sowrce of Supply 501 500,00
Pumping 511 500.00
Waten Theatment 521 500.00
Supply and Distribution 531 2,000.00
General 551 . 500.00
Work-TIn-Progress 160 1,000.00
Payroll ClLeating ' 590 5,000.00
To distribute weekly payroll cosk. .
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FIGURE 5.3

ANALYSIS OF TIME SHEETS

Source of Supply

$264

199
_37
$500

Supply and Distribution

Montserrat Water Authority
Analysis of Time Sheets
Week Ended May 8, 1981

PumEing Watef Treatment
$225 $300
190 120
85 80
$500 $500

. General
$250
140
_110

$500

Work-1n-Progress

$ 720 ' Job No.
680 17
425 15
175 - 9
$2,000 '
Source of Supply $ 500
Pumping ' 500
Water Treatment 500
Supply and Distribution 2,000
General . 500
Work-1n-Progress ) 7,000
TOTAL $5,000

Amount
$ 550
300

150

513000




The preceding procedures for timekeeping and payroll apply to weekly
paid workers. Monthly paid workers'.times are analyzed like those of the weekly
paid workers but are distributed to different accounts. Also, monthly paid
workers are paid by check instead of cash. The journal entries for monthly pgid
payroll are shown below.

Journal Entries Required

DATE ACCOUNTS AND EXPLANATION LEDGER AMOUNTS
FOLIO
DEBIT CREDIT

6-1 1 Paynroll CLearing 590 10,000.00
Income Tax Payable 213 2,000.00
N.P.F. Payable 214 ) 1,000.00
Tnsurance Payable 215 500.00
Union Dues Payable 216 . 100.00
Salaries Payable . 218 6,400.00

To recond monthly payroll.

DATE ACCOUNTS AND EXPLANATION LEDGER AMOUNTS
FOLIO
DEBIT CREDIT
6-1 | Sounrce of Supply 500 1,000.00
Pumping . 510 500.00
Water Treatment 520 1,000.00.
Supply and Distrnibution 530 1,500.00
Administrative 550 5,000.00
Tl Capital
Work-In-Proghess - Pro jects 160 1,000.00
Payrnoll Clearing 590 10,000.00
To distribute monthly payroll costs.
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HIGHL IGHTS

The steps in dealing with labour costs are shown below,

Record the number of hours worked each day by each employee (time book).

Record hours and type of work performed each day by each employee
(time sheets),

Convert labour hours into dollar ambuﬁts.

Prepare a record (Worker's Pay List) of total earnings, deductions and
net pay of all employees as a basis for posting labour costs,

Maintain a cumulative record of earniﬁgs, deductions and net pa9 for
each employee (individual earnings record).

Charge labour cost to specific jobs or functions of the Aﬁthority by

making a general journal entry from the analysis of time sheets,
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SUMMARY OF PROCEDURES FOR

TIMEKEEPING AND PAYROLL
PROCEDURES

PERFORMED BY

1. (a)

Receive time book from Supervisor and time sheets from
the Manager. . )

(b) Compare hours on time book with hours on time sheets.
(c) Clear discrepancies.

Calculate individual employee's payroll and record on time
sheets.

Check accuracy of individual payroll calculations.

Transfer individual employee's payroll on to the Worker's
Pay List and calculate source deductions. Add and cross
add Worker's Pay List.

Approve Worker's Pay List.
Prepare Journal Entry to record transaction.

Obtain cash from bank. Prepare pay packets. Distribute

pay packets and obtain signatures of payee.

Prepare analysis of time sheets and distribute Tabour costs
into divisions, i.e. Source of Supply, Pumping, Water
Treatment, Supply and Distribution, General and Work-In-
Progress.

Journalize in general journal the analysis of time sheets.
This is to distribute payroll costs.

Accounts
Assistant

Accounts
Assistant

Accounts
Assistant

Accounts
Assistant
Chief
Accountant and
Manager

Chief -
Accountant

Paymaster

Accounts
Assistant

Chief
Accountant
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The importance of depreciation as an expense may be readily seen upon
examination of the financial statements of any business with a relatively large
investment in plant and equipment. It is underétanéable then that depreciation
is of particular importance to water utilities because of the large investments
in the water utility plants. This Chapter deals with determining and accounting
for depreciation.

Depreciation may be defined as the accounting process of allocating

the cost expiration of plant and equipment against periodic revenue. Stated

differently, as the economic service life of the asset expires with the passage
of time and through use, the gost thereof must be systematically ;llocated to
operations as a current cost (depreciation charge). This is in conformance
with the matchiné principle.

There are four steps involved in determining and accounting for depre-
ciation. The first step involves examining the causes of depreciation. The
next step is to consider the factors in calculating the depreciation charge.
Thirdly, a method of deprec{ation must be selected and the fourth step is the

actual recording of the depreciation charge.
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CAUSES OF DEPRECIATION

The causes of depreciation may be classified as follows:

PHYSICAL FACTORS FUNCTIONAL FACTORS

1. Wear and tear from operations. 1. Inadequacy.
2. Deterioration and decay resulting 2.. Obsolescence.

from the action of time and other
elements.

The two physical factors, as they affect the service life of a water
utility plant asset, are self-explanatory. Iéadequacy occurs when facilities are
no loﬁger large enough to meet the increased service required, although still in
good condition and quite capable of the service originally expected of it.
0bsolescenc; may arise as a result of the outﬁoding of a water utility plant asset
due to new désigns, inventions and other improvements.

Depreciatioﬁ aécounti?g takes into account all predictable factors that
tend to limit the economic useful;ess'of é water utility plant asset to the
Authority. The periodic depreciation charge must be based upon the physical and

functional causes of depreciation when estimating the service life of an asset.

FACTORS 1IN CALCULATING THE DEPRECIATICN CHARGE

‘The periodic depreciation charge should represent the allocation of the
original cost (less the net salvage_value).of the utility plant (excluding land)
over the estimated useful life of the asset, Therefore, the factors which must be
considered in caluclating the periodic depreciation charge are:

@ Original cost.
Bl Estimated salvage value.

B Estimated service life,
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Clearly, determination of depreciation is based on one tiactual' and two
‘'estimated''factors. The original cgst of an asset represents the actual purchase
price or costs to construét the depreciable asset, The salvage value is the
estimated amount which may be recovered through sale, trade-in allowance, or by
other means when the asset is finally retired from service, In estimating the
service li%e of an asset; consideration must be given to the causes of deprecia-
tion acting to terminate the useful life of the asset (see causes of depreciation).
The Authority's past experience for a particular type of asset and information

relating to probable future conditions must be taken into consideration as well.

METHOD OF DEPRECIATION

There are a number of depreciation methods that one can use to compute
the depreciation charge that should be recorded each period. However, the
straight-line method‘of depreciation is recommended because of its simplicity.

The straight~line method relates depreciatioq directly to the passage
of time rather than specific use. This method allocates an equal ctharge for
depreciation in each of the periods of the service 1ife of the asset. Under the
straight-line method, the depreciation charge (D) per period may be determined
by dividing the original cost (C) minus net salvage value (S) by the total
number of estimated years (N) in the service life of the asset: The use of this
formula for computing the periodic depreciation charge is illustrated below.

D=C-S§ or D= 100 - 10 = $30 per year
N 3

The application of straight-line depreciation for the above illustrative

example and the accounting entries involved is presented in Figure 6.1.
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FIGURE 6.1

STRAIGHT-LINE DEPRECIATION METHOD

DEPRECIATION ACCUMULATED BALANCE UNDEPRECIATED
YEAR EXPENSE DEPRECIATION ACCUMULATED ASSET
(DR) (CR) DEPRECIAT QN RAIANCE
0 -- -- -- $100
1 $30 $30 $30 70
2 30 30 60 Lo
3 30 30 90 10(Salvage
$90 $90 value)
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RECORDING DEPRECIATION

The periodic depreciation charge is recorded as a debit to both
Depreciation Expense - Utility Plant (580) and Depreciation Expense - General
Plant (581) and a credit to the corresponding contra asset accounts, Accumulated
Depreciation - Utility Plant (150) and Accumulated Depreciation - General Plant(151)
in the General Journal at the end of each accounting period. The entry is illus-

trated below. -

General Journal Entry

DATE ACCOUNTS AND EXPLANATION LEDGER AMOLUINTS
) FOLIO
DEBIT - CREDIT
6-1 | Depreciation E - utitity
p/e. n Expense PNt 580 30.00
Deph , : E - GQJ’Le)La,@ *
ep. a:,ca,twn xpense PPant 581 _ 30,00
cewnuwlated Depreciation
= UFLlity Plant 150 30.00
Accumulated Depreciation
= Gon P 151 30. 00,
To necornd Zthe depreciation expensel for 19B.
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SUMMARY OF RESPONSIBITIES FOR
PROCEDURES DEPRECLATILON

PERFORMED BY

Approve the cost, useful life and net salvage value
of the depreciable asset as indicated, before it is
recorded in the books of account.

Apply stréight—]ine method of deprec¢iation to
depreciable asset.

Record amount of periodic depreciation in accounting
records by a journal entry in the General Journal.

Chief
Accountant

Chief
Accountant

Chief
Accountant
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T T A I T N Y

CONTROL ACCOUNTS, SUBSIDIARY LEDGERS AND SPECIAL JOURNALS

CHAPTER 7¢

T O T R T Y

RN MR

. _ - ARSI A S L~

The general accounting procedures outlined in the preceding units apply
information processing tools known as special journals, subsidiary ledgers

and control accounts. This unit examines these elements of the system.

CONTROL ACCOUNTS AND SUBSIDIARY LEDGERS

The general ledger is the main ledger; it includes an account for each
asset, liability, equity, revenue and expense. To facilitate record-keeping for

accounts that involve a large amount of detail, selected general ledger accounts

are designated as control accounts to which only summary information is posted.

The details related to these control accounts are maintained in a separate

A

subsidiary ledger. Thus, a control account is supplemented by its specially

designated subsidiary ledger. For example, accounts receivable, because of the
large number of consumers, is designated as a control account in the general
ledger. It is therefore supported by a separate accounts receivable subsidiary

ledger which is composed of individual consumer accounts.

SPECIAL JOURNAL

Both general and special journals are source journals used in the
system. Even though exéensive use is made of special journals, there is a need
for a general journal in which to record those transactions that cannot be
recorded in special journals. These transactions include payroll and adjusting

and closing journal entries.
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A special journal serves the same purpose as a general journal except

that it is designed to handle only one type of transaction because of the large
vo]ume of transactions of a particular t&pe. Each special journal, therefore,
is designed specifically to simp]ify the data processing tasks involved in
journalizing and posting a particular type of transaction. The special journals

used in the system are as follows:

1. Sales Journal - designed for sales entries only;

2. Purchases Journal - designed for purchases only;

3. Cash Receipts Journal - designed fdr all cash receipts;

L, S.1.V.. Journal - designed for all unallbcated store issues; and

5. Cash Disbursements Journal - designed for all cash payments.

EOSTING

The mechan}cs for pgsting-amounts from the special journals to the
general ledger are simple. At the eﬁd of each month, the amount. columns
(except for the general column) are added and posted to the general ledger. The
general column is posted individually to the general ledger. Figure 7.1 shows

a ﬁictorial view of source journals to be posted to the general ledger.

SUMMARY

This Chapter was intended to review the conecepts underlying special
journals, control accounts, and subsidiary ledgers. This Chapter also serves to

emphasize two primary efficiencies that may result from their use:

2 journalizing is simplified; and

- a posting is simplified.
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Also, it can be seen from the discussions in Chapters 3 and 4 that the
use of special journals result in two more efficiencies for the accounting

department:

B .subdivision of work is simplified; and
= a highly trained person is not needed to maintain a special journal

or a subsidiary ledger that involves only one type of transaction.
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FIGURE 7.1
PICTORIAL VIEW OF SOURCE JOURNALS TO BE POSTED

TO THE GENERAL LEDGER

GENERAL

JOURNAL

4§a PURCHASES

JOURNAL

SALES

JOURNAL

GENERAL | A

LEDGER

CASH

RECEIPTS

JOURNAL

CASH

_ D1SBURSE-
& MENTS
JOURNAL

S.1.V.

JOURNAL
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i CHAPTER 8! PURCHASING MATERIALS

The last unit presented the procedures required for recording and
posting the Authority's cost figures to the general ledger. Now it is time
to discuss where the cost figures originated. The next three chapters will

examine the detailed procedures and records to account for materials purchased

.and used.
. MATERIALS P X

The responsibility for purchasing materials and supplies is given
p

to the storekeeper. This person.musf buf materials in correct quantities, at
a proper time, and at the most economical cost to the Authority. Also, the
storekeeper has to keep informed on various sources of supply, negotiate
purchases and follow through on deliveéries. The routine work of the store-
keeper begins upon receipt of a requisition order.

A requisition order (see Figure 8.1) is a properly authorized written
request for materials and supplies. A préject supervisor prepares an order
for materials and supplies needed for an upcoming project or an area supervisor
requisitions materials daily for normal operations. The requisition order is

prepared in duplicate. The original is sent to the storekeeper as a request

for materials. The carbon copy is retained by the requesting supervisor.
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FIGURE 8.1

REQUISITION ORDER

Requisition Order

From

No. 58
19

To

Please Supply:

Signed
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When the storekeeper receives the requisition order, a check of the
stores ledger cards is made in order to find out if the items requested are in
stock. |If not, a source of supply must be selected. In choosing a supplier,
the storekeeper considers availability of materials, dependability, quality of
materials, delivery date and similar factors as well as price.

After the supplier has been chosen, the storekeeper completes a

purchase requisition. A purchase requisition(see Figure 8.2) is a properly

authorize? written request for the purchase of materials and supplies. An
original and one carbon copy of the purchase requisition are made. The
original is sent to the Chief Accountant. The carbon copy is retained in the
storeroom files.

Once the Chief Accountant receives the purchase requisition from

the storekeeper, a purchase order is prepared. A purchase order (see Figure

8.3) is a written authorization to the supplier to deliver the specified mater-
ials and supplies. The order contains all necessary details, such as descrip-
tion, quantity, unit price and account number or job number -to be charged.

Three copies of the purchase order are prepared by the Chief
Accountant. The original and second copies are forwarded to the storekeeper,
with which he_purchases the materials and supplies. The final copy remains
with the Chief Accountant.

A written order must be completed for every purchase. The Chief
Accountant or Manager must authorize every purchase. At the end of each
month, the Chief Accountant verifies that all numbered purchase ofders either
have been sent to the suppliers, as shown by carbon copies, or are on hand.

This ensures that purchase orders are used only for authorized purposes,
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FIGURE 8.2

PURCHASE REQUISITION

Purchase Requisition

From

No. 77

To

Please Supply:

Signed
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FIGURE 8.3

PURCHASE ORDER

MONTSERRAT WATER AUTHORITY

No. 2218 Date

Local Purchase Order

To

Piease Supply the Following ltems

Ordered By Authorized By

Account No. Job No.

{tem Description Quan- Cost

No. tity | Unit Cost Total

Items checked and found correct.

Signature

Date
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The storekeeper eﬁsures thaé the materials and supplies along with
their invoices are delivered to the storeroom. When the materials are received,
thg storekeeper is respons.ible for unpacking them, checking quantities and
physical condition. After counting and inspecting the materials, the storekeepe;
signs the purchasg order ver?fying that the items have been checked and fqund
correct. Occasionally, damaged or defective materials are received. These

items will be returned to the supplier immediately.

If the materials and supplies are to be kept in inventory, the

storekeeper records the receipt of materials.in the stores ledger by making an

entry on the appropriate stores ledger card (see\Figure 8.4), A separate card
is kept for eacH type of material. The card shows receipts, issues and balance
.on hand, atong with identification.

Once the entry i; made on the appropriate stores ledger card or if no
entry is required: the- purchase order and supplier's invoice are forwarded to

the Chief Accountant by the sforekeéger., The flow of information and documents

related to the purchasing of materials and supplies is illustrated in Figure 8.5.

PRINCIPLES OF INTERNAL CONTROL

The purchasing procedures outlined on the preceding pages are practical

and efficient., They also follow important principles of internal control.

% | A request for a purchase.must bé made by an authorized person.

] A purchase order must be prepared and apgroved by an authorized
person after a requisition has been received,

5 All materials received must be carefully checked to see that they
correspond to those ordered and are in good condition.

B!  Various steps in the purchasing procedure are delegated to different

persons to lessen the risk of fraud or error:

- B9 -



FIGURE 8.4

STORES LEDGER CARD-

MONTSERRAT WATER AUTHORITY

Stores Ledger Card

Material Location

Minimum Stock

Date | Ref. Received | ssued Balance

Unit Unit . Unit
Units Cost Amount Units Cost Amount Units Cost Amount
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FIGURE 8.5
FLOW OF INFORMATION AND DOCUMENTS RELATED

TO THE PURCHASING OF MATERIALS AND SUPPLIES

Supervisor Storekeeper Accg:;i:nt Supplier
ﬁequisi—
tion
p
Order
RE
Purchase
Requisi- :-
tion
3
Purchase

"ﬁ Order
1y
}3 . Materialg

and
r —s Supplies
5
Sourceé
Docu-

Ay

. ments .!! E

Description

The requisition order is prepared in duplicate by the supervisor indicating
the items and quantities desired. The original copy is forwarded to the
storekeeper.

The purchase requisition is prepared in duplicate by the storekeeper
indicating the items to be purchased and- the quantities to be purchased.
The original copy is forwarded to the Chief Accountant.

A purchase order is prepared by the Chief Accountant indicating the desired
items to be purchased and the quantities to be purchased. Three copies of
the purchase order are prepared and the original and second copies are
returned to the storekeeper to purchase materials. The remaining copy is
kept by the preparer.

Materials and Supplies are sent from the supplier to the storeroom along with
the supplier's invoice.

A copy of the purchase order and supplier's invoice is forwarded by the
storekeeper to the Chief Accountant for payment.
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SUMMARY OF PROCEDURES FOR

PURCHAS ING MATERIALS
PROCEDURES

PERFORMED_BY

1.(a)
(b)
(c)

2.(a)
(b)
(c)

Receive requisition order from supervisor
Prepare purchase requisition from requisition order.
Forward purchase requisition to Chief Accountant

. Receive purchase requisition from storekeeper
Prepare purchase order from purchase requisition
Forward original and second copies of purchase
order to storekeeper

Purchase materials and supplies
Ensure delivery of materials and supplies to store-

room
Check quantity and condition of goods

Sign and date 'lltems checked and found correct' on

the purchase order
Update stores ledger card

Forward purchase order and supplier's invoice to
Chief Accountant

Storekeeper

Chief Accountant

Storekeeper

Storekeeper

Storekeeper

Storekeeper
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i CHAPTER 9: STORING AND ISSUING MATERIALS

Control measures for purchasing must bé matched by safeguard proce-
dures for storing and issuing materials. These precautions are needed to avoid
theft, obsolescence, damage and waste. Controls should begin the instant that
materials arrive in the storeroom and from the moment that their receipt is
recorded on the stores ledger card.

STORAGE

Admission to the storeroom area is restricted to the stores personnel .
under the immediate supervision of the stgrekeeper. The storekeeper is
responsible for the stores ledger, for the protection of materiali in the store-
room, and for the identification of the materials. Each type of material is
assigned a letter'and number, indicating its location. Materials and supplies
are'stored in a systematic manner in bins, on racks, or on shelves.

L5sUANCE

The use of all materials must be limited to properly authorized pur-

poses. No materials or supplies may.be requisitioned from the storeroom without

a written form called a requisition order (see Figure 8.1). This requisition is
prepared in duplicate by the area or project supervisor. The original copy is

sent to the storeroom and the remaining copy is kept by the preparer.
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Upon receipt of the requisition order, the storekeeper checks that the
requisition presented to the stores is properly completed and duly authorized.
&e;t, the storekeeper checks the stores ledger cards to find out if the items
requested are in sto;k. If so, the storekeeper fills the requisition order with

the correct items in the correct amounts.

Then a stores issue voucher (S5.1.V.), (see Figﬁre 9.1), is prepared by

the storekeeper in triplicate showing the quantity and description of the item
issued, narrative and head for charges, and the signature of issuer and receiver
of the issued items. .
, Once the items are received and signed‘for, the storekeeper enters the

-unit price and computes and enters the total cost on the S.l1.V. After completing
the cost computations on the S.1.V., the sto}ekeeper records the entry in the
issued section of the stores ledger card, computes the new quantity on hand and
records it in the bélance sec;ion.

A stores ledger card (see Figure 8.4) is kept for all types of materials

and supplies on hand. Each card serves as a perpetual inventory record., The
stores ledger is a subsidiary ledger controlled by the Unallocated Stores account
in the General Ledger. At the end of the accounting period, the sum of the
dollar amount balances on the stores ledger cards should equal the balance on the
control account.

Once the information from the é.l.V. has been recorded on the related
stores ledger card, the storekeeper forwards the original and second copies of
the S.1.V. to the Chief Accountant and keeps the remaining copy attaéhed to the
corresponding requisition order for the storeroom files. The flow of information
and documents related to the issuance of materials and supplies are illustrated

in-Figure 9.2.
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FIGURE 9.1

STORES ISSUE VOUCHER

Stores Issue Voucher

Montserrat Water Authority No. 4360
Stores to be charged to Head
Date Signed:
Storekeeper
Ref. | No. ‘Materials Issued Rate Amount Remarks

Received the above stores in good condition

Date : Recipient

Materials above required for the following work
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FIGURE 9.2
FLOW OF INFORMATION AND DOCUMENTS RELATED TO

THE ISSUANCE OF MATER!ALS AND SUPPLIES

Supervisor Storekeeper Chief
Accountant

1

Requisition

Order E'

2
Stores

Issue

Voucher M

k]

Materials

&g supons

Supplies

Description’

The requisition order is prepared by the supervisor indicating the i tems
and quantities desired.’' The original copy is forwarded to the storekeeper.

A stores issue voucher (S.1.V.) is prepared by the storekeeper indicating
the items and quantities of materials issued from the storeroom and unit
prices of all materials issued. Three copies of the S.1.V. are prepared
and the original and second copies are sent to the Chief Accountant. The
remaining copy is kept by the storekeeper.

Materials and supplies are issued from the storeroom to the requisitioning
supervisor,
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PRINCIPLES OF INTERNAL CONTROL

The preceding procedures for storing and issuing materials reflect
certain-principles of internal control.
= Admittance to the storeroom is restricted.
8 Stores ledger card records are maintained covering all receipts and
issues.
E} Each type of material is clearly identified, stored in a particular
place and carefully protected while in storage.

Eﬁ Materials are issued only upon proper written authorization.

[

The accounting system permits a periodic check of the stores ledger

against the balance of the Unallocated Stores control account.

- g7 -



¥

. SUMMARY OF PROCEDURES FOR

ISSUANCE OF STORES STOCK
PROCEDURES

PERFORMED BY

Check that the requisition order presented to the stores
is properly completed and duly authorized

Fill requisition order with the corrett items in the
correct amounts

Prepare S.1.V. intriplicate showing the total price of
item issued. Cross reference the S.l.V. to the
requisition order

Ensure that the prices listed on the S.1.V. are in
accordance with the established pricing policy. Ensure
that the S.l1.V. is arithmetically correct

Update the stores ledger cards from the S.l.V.

Forward two copies of completed S.1.V. to the Chief
Accountant

Storekeeper

Storekeeper

Storekeeper

Storekeeper

Storekeeper

Storekeeper
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CHAPTER 10: CONTROLLING INVENTORY

The materials and supplies inventory of Montserrat Water Authority is
comprised of different items, including chemicals for the treatment of water,
maintenance materials and supplies, construction materials and supplies, and
materials held primarily for jobs and contract work. Wiéh substantial capital
investments flowing in and out of the storeroom daily, it ‘is essential that the
Authority maintain an effective inventory system to contrgl and safeguard these _ -
investments.,

PERPFTUAL INVENTORY SYSTEM -

—

A perpetual inventory system is advocated and is particularly useful
to control and safeguard inventory. When this system is used, detailed subsidiary
records (stotEE_]edger cards) are maintained for each item of invenéory. ~An
Unallocated Stores control account is maintained on a current basis. The detailed
inventory records for each different item provide for recordiﬁg receipts, issues
and balances on hand in both quantities and dollar amounts. Thus, the physical
amount and valuation of materi;ls on hand at any time are readily available from
the accounting records and consequently, a physical inventory count is unnecessary
except to check on the accuracy of the inventory records from time to time. Such

checks (physical counts) are usually made at least annually.
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Since perpetual inventory records are kept by the Authority, unit cost

and total cost are computed each time materials are received or issued. In order

to obtain the total cost :(valuation) of inventory, the average costing method

is applied.

AVERAGE COSTING METHOD

Under this method, the units and cost of each new purchase are added
to the balances already on hand when the purchase is received, and a new average
cost per unit is computed. At the time materials are issued, they are charged
out at the new average cost per unit. When another purchase is received a new
average cost per unit is calculated. In order to learn how this method is
applied, examine the transactions on the following pége (Figure 10.1).

One major advantage of the average cost method is that it minimizes the
influence of wide fluctuations in the purchase price of materials and supplies
during the period. The principal drawback is the large number of mathematical
computations that have to be made if puréhases occur frequently,

Figure 10.1 shows that a perpetual inventory system opeFates to record
and control both receipts and issues of materials. Entries are made on the -
stores ledger cards as follows:

R Materials Purchased. Entry recorded as goods are rgceived. Data
taken from purchase order,
B Materials Issued. Entry recorded as goods are issued, Data taken

from S.1.V,

Related entries will be.made in the Unallocated Séores account in the General
Ledger as follows:
% Materials Purchased. Summary posting at end of month from Purchases

Journal's Unallocated Stores column.
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FIGURE 10.1

AVERAGE COSTING METHOD

Jan. 1 The beginning balance on hand is 100 units, costing $1 each; total
cost $100.
3 50 units are purchased at $1.75 each; total cost $87.50. This brings
the balance of units to 150 and balance amount $187.50 (100 + 87.50).
The new average cost is $1.25 (187.50 * 150).
7 10 units are issued at $1.25 per unit (the unit price appearing in the
Balance section on the line above).
12 15 units are purchased at $2.50 each, total cost $36. This brings the
_ balance of units to 155 and balance amount $211 (175 + 36). The new
average cost is $1.36 (211 + 155).
16 25 units are purchased at $3.10 each, total cost $77.50. This brings
the balance of units to 180 and balance amount to $288.50 (211 + 77.50).
The new average cost is $1.60 (288.50 + 180).
30 20 units are issued at $1.60 per unit (the unit price appearing in the
Balance section on the line above). .
MONTSERRAT WATER AUTHORITY
Stores Ledger Card v
Material 3" elbows Location c-3
Minimum Stock 150
Received Issued Balance
Date] Ref. | Units Unit Amount Units Unit Amount Units Unit Amount
1981 Cost Cost Cost
1-1 |Bal. 100 1.00 100.00
3-1 1P.0.1 50 1.75 87.50 ‘150 1.25 187.50
7-1 |stv 1 10 |1.25 | 1250 | 1m0 {1.25 | 175.00
12-1 |P.0.7 15 2.40 36.00 155 1.36 211.00
16-1 |P.0.10 25 3.10 77.50 180 . 1.60 288.50
30-1 |S1vV 9 20 1.60 32.00 160 1.60 | 256%50
* Adjusted for round-off difference,| $.50.
1 | | |
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Materials Issued. Summary posting at end of month from S.1.V,
Journal's Unallocated Stores column, .
At the end of the period, the balance of the Unallocated Stores account

should equal the total of the dollar amount balances on the stores ledger cards.

REASONS FOR DIFFEREMNCES o -

With any inventory system though, some differences are almost certain
to occur in inventory records. Some reasons for these differences might be the

following:

Failure to post receipts. '
[ =] Failure to post issues.
i Incorrect posting of receipts and issues.

Computation errors in day-to-day posting.

Another di.fference, such as the following, may arise from the nature

of the materials and supplies or from storage conditions:

N

Spoilage as a result of natural processes or from storage conditions.

The following differences require special attention:

quses due to theft of materials by employees.

| ] Losses arising from theft by outsiders owing to inaélequate storeroom
protection.

] Losses due to short weight or short measure.

B Losses due to unnecessary or deliberate scrapping of materials that

are still useful,
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ADJUSTHMENT. TO UNALLOCATED STORES

If differences do occur between the balance of the Unallocated Stores
account and the total dollar amount balances on the stores ledger cards, an
adjustment of inventory needs to be made. Adjusting for an inventory shortage

is done in one of two ways:

1. The individual stores ledger cards must be corrected. A shortage
is recorded by an entry in the Isshed section of the stores ledger
card for the material found to be short. The cost is computed on the
regular costing basis as though the missing materials were being -
charged out on a requisition on the period closing. date.

2. A general journal entry is made to adjust the Authority's Unallocated
Stores account for the het shortage. A debit to Inventory Shortages

and a credit to Unallocated Stores needs to be made.

A
Since the Authority's unallocated stores represent a large investment,
any loss may involve a great deal of money. The Chief Accountant must be

constantly on guard to see that the Authority's unallocated stores are conserved,
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Unit 4

Billing and Collection Procedures

Chapter 11: Meter Reading

Surmary of Procedures

Chapter 12: Customer Billing
Summary of Procedures
Chapter 13: Customer Collections

Summary of Procedures

: - 104 -

v



*



.- CBWMP ACCOUNTING DEPARTMENT HANDBONK ~{ UNIT
W
i

CHAPTER 1t1: METER READING

AR

Customers' billings and collections form an important phase of the Water
Authority's Bperations, in that customers payments for water service provide the
main continuing inflow of cash to the Authority. This phase of the Author}ty's
operations must be well planned and effective prgcedures must be established to
ensuré this continuing inflow of cash., This unit focuses 6n billing and

collection procedures. To facilitate discussion the unit is divided into three

T

chapters as follows:
. Chapter 11 - Meter Reading
Chapter 12 .~ Customer Billing

Chapter 13 - Customer Collections

METER READING

Unless the Authority charges its customers a flat rate per period for
water service, the charge to customers will be based on the rate schedule applied
to the amount of water delivered through-each water meter. In order to determine
this amount, the quantity of water consumed by each customer, as determined by a
meter, must be read and recorded monthly by a meter reader.

When a water utility has a small number of metered customers, meters
can be read within a few days. However, when a water utility has a large number

of -metered customers, meter reading must be scheduled continuously throughout
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each month. In order to establish meter reading on a continual basis, the area
serviced by the Authority must first be divided into meter reading districts.

Once the service area is.divided into meter reading districts, a
schedule to read meters on a continuous cycle each month must be established.
For example, if the service area is divided into twelve districts, three districts
can be read during the %irst week of every month, three districts can be read
during the second week of every month, and so forth. At the end of every week, the
meter readings are sent to the billing clerks to be processed. It should be noted
that a meter reader should be rotated from one district to ano;her each month.

Rotating meter readers serves as an importamt internal control measure.

At the time the meters are being read, the meter reader records the
readings on a meter card (see éigure 11.1). A meter card is prepared for each - :
metered customer and shows the name, address, account number and meter number, as ]
well as the present-reading, consumption and observatigns. The meter reader also
computes the quantity of water consumed at this time." This way, the meter reader
can note any abnormal consumption, examine the meter himself, and record his
findings on the meter card. Abnormal consumption figures may result from erron-
eoﬁs meter readings, leaks, or defective meters.

It is fairly safe to assume that a meter reader will miss some readings
in a given district during the wéek scheduled. The Authority can require the
meter reader io return to the location.the next day to secure the reading or an
estimate bill (based on the past three months!' copsumption) can be sent to the

customer whose meter was not read. This procedure is acceptable and recommended

as long as two or more consecutive estimate bills are not permitted.
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FIGURE 11.1

METER CARD
METER CARD
Name Acct. No.
Address Meter No.
DATE
PRESENT CONSUMPTION ) OBSERVATIONS
FROM TO
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SUMMARY OF PROCEDURES FOR

METER READING

PROCEDURES PERFORMED BY
(a) Read meter. Meter Reader
(b) Record meter reading on meter card.

(c) Compute quantity of water consumed.
(d) Forward meter cards to billing clerks at end of

each week,
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CHAPTER 12: CUSTOMER BILLING

" In Chapter 11, procedures for determining the amount of water consumed
by each customer were discussed. This chapter will examine the procedures for
billing each customer for water consumed. It should be noted that when a water
utility charges customers on a flat-rate basis(unmetered), the procedures will
be the same as those outlined in this chapter.

There are a number of systems which may be used by a water utility to
prepare bills, process collections, and maintain customers' records. For small
water utilities, it is appropriate to use a manual system. A pérticular manual
system is outlined in this chapter and the next which is called the '"Duplicate
Processing System''. This system provides for maximum efficiency and internal
control,

CUSTOMER BILLING

As mentioned in the preceding chapter, the meter reader forwards the
meter cards to the billing clerks in the accounting department. From these

cards, the billing clerks must:

H Prepare customers' bills;
B Update each custoimer's individual record with the amount billed; and

E. Update water record sheets.
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in order for the bllling clerks to accomplish these three tasks, the '"Duplicate
Processing System'' must be employed. Fighres 12.1 = 12,4 illustrate How the |
syséem operates,

Once the system is in operation, It is important that individual
customer records be grouped according to how the service area was divided for
meter reading purposes., Thls division can provide information for each district
In regards to sales of water (both quantity and dollars); total and average
customer consumption; and number of residentiql,commercial and industrial

customers. This type of information can be used in evaluating present rate

]
%

schedules and developing new water rate schedules.

This division aiso allows for bookkeeping controls to be kept. The
individual account balances can Le reconciled periodically with district control
balances; and district control balances reconciled with Customer Accounts
Receivagle control accounts 1n,orqer‘to fapilitate discovery and ;orrection of
bookkeeping errors., This system also~provides for the routine verification of
bills to see that consumption has been correctly cgmpﬁted, rates have been

correctly applied and unpaid balances have been correctly carried forward.
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12.1 ILLUSTRATION OF CUSTOMER BILLING (STEP 1)

q‘c

Place Individual Customer's Record underneath Water Record Sheet, 1ining up first blank 1ine on each.
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12.2 TLLUSTRATION OF CUSTOMER BILLING (STEP 2)

Place Bill over Water Record Sheet, 1ining up accordingly.
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12.3 ILLUSTRATION OF CUSTOMER BILLING (STEP 3)

Record necessary information on bjll and remove bill from peg board
in order to record customer's name and address.
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12.4 I1lustration of Customer Billing (Step 4)

Because of the carbonized backs on the bill and the Water Record Sheet, both Water Record Sheet and Individual .
Customer's Record are updated at the same time the bill is written. , )
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y SUMMARY OF PROCEDURES FOR

CUSTOMER BILLING

PROCEDURES PERFORMED BY
1. Receive meter cards from meter reader, Billing Clerk
2. (a) Prepare customers! bills, Billing Clerk

(b) Update customers' individual records,

(c) Update water record sheet.
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CHAPTER 13: CUSTOMER COLLECTIONS

Unit 4 is divided into three chapters: meter reading, customer billing
and customer collections. Meter reading and customer billing were discussed

in Chapters 11 and 12 respectively. This chapter focuses on customer collections.

CUSTOMER COLLECTIONS

Upon receipt of payment from customers, the wétér utility must prepare
a receipt for each customer, uﬁdate each individual customer's record and summar-
ize individual collections, so that a decrease in the Customer Accounts .
Receivable control "ac¢ounts can be recorded. Using the ''Duplicate Processing
System'', the cashier is able to perform these three functions at one time.
Figures 13.1 - 13.4 illustrate how the system operates.

Since bills are sent to customers for water already consumed, the
wafer utility is in effect extending credit to customers on a contiﬁuing basis.
This iﬁevitably leads to some losses due to uncollectibility. ' These losses are
considered to be a normal expense ;f business. However, to ensure that these
losses are kept to a minimum, a water utiliéy must establish credit and collect-
ion policies. To ensure that these credit and collection policies are being
followed, listing of past-due customer accounts by age should be prepared
periodically. This process involves an analysis of each individual customer
account that is past due. It requires the preparation of an aging schedule

similar to Figure 13.5.
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13.1 ITlustration of Customer Collections (Step 1)

Place Individual Customer's Record underneath Daily Collection Sheet, Tining up desired line on Individual
Customer's Record with first blank line on Daily Collection Sheet.
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92/s0-9TM 4



( "\
.
PAILY COLLECTION SHEET g
- <
PN B B B - Q
s A1 e el = I FRCR R ]
METERED WATE|A —=[14 _ —d = — =]+ — = [——1~l- o }_‘
Ll == b il L4 Wend ~l e ) o -] ’L--L
. o— — e me—an P ey ISR — -} - —=J . - —— i3] Py
e L —— Ipppepe progmepy O IES ¥ =1 I I oy iy ot 8 B
—— -~ — —_— - 1~ t111 bl el - L - — 1Al ] ~
= = ’ = — =] el I O A e PN ~
———— S e A el ~t=F  ---13 ]~ 1=
i S S e o Wt - B P £ 1 B o
) B RNl el Rl Bl Rl (V4 IV Lot - 7 -
e S e T H] RECENT o o) b
Py S [P B S AN =N DA DA St R e I e — % e (Y oy gy e — L\
e e el Y o I e ™ I M e B G —_ = -] D - e X
e N P R R D PR g 11 T ()

/]L
<
L?
2./
A
=

- 811

2 ejolaeis ha g siyfe

13,2 I1lustration of Customer Collections (Step 2)

Place receipt over Daily Collection Sheet, Tining up accordingly.
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13.3 IMlustration of Customer Collections (Step 3)

- T. PaTRiCk

Record necessary information on rece1pt post amount received to proper summary column on Daily Col]ect1on Sheet

and remove receipt from peagboard to give to customer.
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13.4 I1lustration of Customer Collections (Step 4)

Because of the carbonized backs on the receipt and the Daily Collection Sheet, both Daily Collection
Sheet and Individual Customer's Record are updated at the same time the receipt is prepared.
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HIGHL IGHTS

This Unit has examined the necessary procedures required to maintain

an effective billing and collection system. They include the following:

1. The amount of water consumed by each customer must be determined

at regular intervals;

2. Each customer must be billed for the amount of water he/she
consumes;
3. Payments from customers must be received, hence, credit and collection

policies must be established to ensure customers pay their bills; and

b, Proper records of the amounts due from each customer must be

maintained.

FIGURE 13.5

. AGING SCHEDULE FOR ACCOUNTS RECEIVABLE

EUSTOMER RECE IVABLE NOT PAST DUE
BALANCE PAST DUE OVER 60
DEC. 31, 19B 1-30 DAYS |31-60 DAYS DAYS
ARCHER $ 300.00[ $ 120.00| $ 100.00{ $ 80.00 .00
HOYTE 525.00 85.00 70.00 115,00 $ 255.00
SEALY 210.00 110.00 90.00
Pv
ST. JOHN 175.00 60.00 45.00 L0.00 30.00
TOTAL $17,250.00} $10,100.00{ S$4,150.00] $1,750.00} $1,250.00
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. SUMMARY OF PROCEDURES FOR

CUSTOMER COLLECTIONS

PROCEDURES PERFORMED BY
1. Receive payments from customers. Cashier.
2. (a) Prepare customers' receipts. Cashier.

(b) Update customers' individual records.

(c¢) Update daily collection sheet.
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CHAPTER 14: BUDGETS 1}

In the previous units, attention was focused on the accounting pro-
cedures designed to record financial transactions after they have taken place.
Howevqr, with inflation, high interest rates, high labour costs and the fact
that money is in:very short supply, alert management cannot afford to sit back
and wait to-see what happens. Instead, management must try to plan operations

- in advance and control these operations in order to achieve planned results,
. This unit examines.thp-financial tools which management will need to plan and
control the operations of the Authorfgy effectively.

One such tool through which management can plan future operations is
the budget. The budget is a formalized plan which sets out in monetary terms
the e#pected results of the Authority. There are few tools as useful to manage-
ment as the budget. The budget forces management to look ahead. In this way
they can make definite plans, see prospective troubles, and tak; corrective

action if necessary. It also provides a means for coordinating activities and

plans so as to achieve the basic objectives for the Authority.
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This Chapter examines the three basic budgets which are essential
if management desires to successfully plan future operations. They are the

operating budget, capital expenditure budget and cash flow budget.

OPERATING BUDGET

The operating budget (see Figure 14.1), is an important aid to

management in planning for sufficient ltevels of revenue to meet the costs of
rendering service to customers. |t also provides the groundwork for planning
capital expenditures and developing the cash flow budget.

, The Accountant assists management in prgparing the operating budget.i
However, preparing a successful éperating budget and adhering to it does not

just happen. There are a number of principles and procedures that must be

followed. They include:

m The operat}ng budgeg must .reflect attainable goals with
respect to revenues ané exﬁense;. It must not, therefore, be a
Utopian model based on wishful thinking.

B8 The operating budget should be based on a rigorous analysis of
past results, modified by probable future chang;;T

s The budget period must be of reasonable length. The standard
period for planning operations is one vyear.

a A monthly report should be prep;red'comparing actual results with
the budget. Any significant difference between the two should be

explained and corrective action taken where necessary., (See

statement of income on page 135).
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FIGURE 14,1

STATEMENT OF ESTIMATED INCOME!

Year Ended 31 December'19 B

(With Comparative Figures for 19 A)

Original Actual? Proposed
Budget Budget
19 A 19 A 19 B

(Expressed in Thousands of Dollars)

Operating Revenues:

Sale of Water $1,000 $1,100 $1,400
Vacant Lots 50 25 Lo
Water Connections 150 175 200
Reconnections 50 25 60
Total Operating Revenues . 512250 §12325 §1,700
Operating Expenses: ' .
Source of Supply $ 150 $ 100 $ 150
Pumping 250 koo 500
Water Treatment 50 60 80
Supply and Distribution koo 3ko 350
Admintstrative and General 300 200 320
Depreclation Expense 50 50 60
Total Operating Expenses ’ $71,200 $1,150 §3zﬁ€0
Net Operating Income 50 175 ) 240
Net Non-operating [ncome 50 35 60
Income before !nterest Expense $ 100 $ 210 $ 300
Interest Expenses: )
Interest on Long-term Debt . 50 50 70
Other Interest Expenses 20 Lo 45
. Total Interest Expense 70 - 90 " 115
Net lncome $ 30 $ 120 $ 185

|
|
|

Notes:

(1) The above represents a sample summarized operating budget which should
be prepared for the approval of the Board. All amounts will be
supported by detailed schedules which should be available on request.

(2) Since the next year's budget will be prepared before the end of the

current year, "Actual' represents the actual of the first ten months,
plus estimates for the remaining two months. )
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Preparation of the operating budget begins with the estimation of
operating revenues. Operating revenues are a function of water demand (if
a large portion of custoﬁers are metered). Past water sales are analyzed
and future conditions such as an increase in water connections and other
conditions are forecast. From this Aata, operating revenues can be estimated
for the céming year.

Next, operating expenses are to be determined. The use of historical
data is an important factor in estimating operating expenses. Historical data
serves as a useful guide in estimating labour and materials required for
activities that have been performed by the Authority in the past. To the extent

that past circumstances are not expected to exist in the future, historical data

must be modified in order to develop budgeted operating expenses.

-

The final step is the preparation of the estimated statement of income

(or operating budget) for the coming year, reflecting the results of the budget -
plan. Once prepared, it is presented to the Board for approval. All amounts
in the operating budget will be supported by detailed schedules which would be

available to the Board on request.

CAPITAL EXPENDITURE BUDGET

In addition to the operating budget, a capital exﬁenditure budget should

be prepared. The Capital Expenditure Budget (see Figure 14,2), is management's

plan for additions to and retirements of the utility plant. This budget not

only emphasizes desired changes in the utility plant, it also focuses attention
on financial, manpower, and materials requirements thus compelling management to
make early plans to meet these needs. In addition, the capital expenditure

budget serves as a tool of management control over capital expenditures.
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Project No.

10

11

12

13

Description

Construction of Storage

Tank at Long Ground

Replacement of Mains
in Plymouth
Expenditure

Retirements

St. John's Reservoir '
Expenditure

Retirements

Replacement of Pumps
at Salem
Expenditure

Retirements

Total Expenditure

Total Retirements

FIGURE 14.2
THREE YEAR CAPITAL EXPENDITURE SUMMARY

198, 19C anp 19D
(ExPRESSED IN THOUSANDS OF DOLLARS)

Estimated Expenditures Expenditures Budgeted Expenditure or Retirements
Expenditures or or
or Retirements as of Retirements 198 19¢C 19D
Retirements 31 December 19 A Needed to Complete
$ 500 - $500 $200 $300 -
250 $200 50 30 15 $ 5
(60) - (49) (11) (7) (3) (1)
1,000 100 900 150 250 " 500
(125) (2) (123) . (15) (8) (100)
E
50 - 50 25 25 -
_ (25 == __(25) (15) (10) -
$1,800 $300 $1,500 $405 4590 $505
$ (210 $(51 159 $(37) $(21) $(101) -




N

_.' _ finance plan to indicate how the operating and capital budgets will be financed.

The capital expenditure budget should be prepared for a period of at
least three years and should be revised annually. The current year is dropped,
the plans for the two remaining years are reviewed and modified if necessary
and the budget is extended for an additional year, so that it remains a three

year plan,

The capital expenditure budget is supported by individual project

budgets (see Figure 14,3). Typically, each individual project budget will
include the following information:
1. Project number.
2. _Description of project, .

3. Proposed starting and expected completion dates,

L, Estimated costs.

5. Estimated incremental revenues and expenses associated with the

project.

The individual projéct .budgets along with the capital expenditure

budget should be submitted to the Board for review and approval.

CASH FLOW BUDGET B

1

Based on the operating budget and capital expenditure budget, a cash

flow budget should be prepared. The Cash Flow Budget (see Figure 14.4),

indicates the expected cash receipts, disbursements and cash balances’durihg °

the period. This budget results from the need to prepare a comprehensive

The cash flow budget should be prepared for at least one year and by quarters,

with the earliest quarter forecast by months.
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FIGURE 14.3

INDIVIDUAL PROJECT BUDGET

Project No. 11 Classification: Supply and Distribution Mains

Description of Project:
Replacement of six blocks of 6 in. 'main with 10 in. main

Location:
Downtown Plymouth area

Justification for Project:
10 in. main will replace badly deteriorated 6 in. main
thereby reducing maintenance expenses and ‘increasing
reliability of service. Additional capacity resulting
from replacement will enable the Authority to meet
service demands of new customers in adjacent areas.

Estimated Incrementalr Cost of Project:
_ Cost of laying 10 in. malin _
o Direct cost: Labor . ... . . ... . ... . . .5 50,000

Matérials , . + . . . .. . . . . ._ 150,000 $200,000
Indirect cost: Engineering and supervision . . . 40,000
Administrative and general . . . 5,000 45,000
Total COSt: & & v v v v v e e e e e e e e e e e $245,000
Cost of retiring 6 in, main:
Removal €OSt & v v v v v v & « s o o « o« o » 5,000

Total cost of Project v v v v 4 ke e e e e e e e e

I

Estimated. Anpual Incremental Income from Project: K .
~- - *-="|pncrease in Operating Revenues , . « . « « + « « . . .$ 20,000
.--Decrease in Operating Expenses . . . . « . . . « « « . 7,000

Increase in Operating lncome . . . . . . . . . . .

Estimated Period of Construction: From April 19 A to May 19 D
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FIFURE 14.4
STATEMENT OF ESTIMATED CASH FLOW

Year Enpine 19 B

1ST QUARTER 2ND_QUARTER 3RD_QUARTER 4Til QUARTER
Jan. Feb. March
Estimated cash balance, beginning of period  $ 50,000 $852,485 $ 51,615 $ 66,275 $ 24,905 ($_8,390)
Estimated cash receipts during period: ’
Sale of Water $100,000 $100,000 $120,000 $350,000 $370,000 $381,000
Vacant Lots 2,000 2,000 2,000 6,000 6,000 6,000
Water Connections 1,000 1,000 1,000 3,000 3,000 3,000
Reccnnections 500 500 500 1,500 1,500 1,500
Rechargeable VWorks 210 350 1,750 4,790 6,215 . 5,315
Rent of Equipment 430 510 2,740 6,255 5,430 6,210
Sale of Fixed Assets -0~ -0- -0- -0- 2,170 29,175
Sules of Unallccated Stores 610 1,125 760 . 3,170 3,660 4,200
. Capital Contributions 40,000 40,000 40,000 120,000 120,000 120,000
Contributions in Aid of Construction 25,000 20,000 20,000 65,000 65,000 35,000
- Loans ~0- -0~ -0 - -0- -0 - -0 -
- Customer Deposits 500 500 500 1,500 1,500 1,500
' Other 115 200 375 1,330 1,200 1,395
Total cash received $170,365 $166,185 $189,625 $562,545 $585,675 $644,295
Total cash available - $220,365 $218,670 $241,240 $628,329 $610,530 $635,405
Estimated cash disbursements during period: . ‘
Salaries and Wages $ 01,175 $ 92,345 § 02,720 $372,00n .$381,000 $384,000
Purchase of Materials and Supplies 50,495 47,990 53,145 151,645 157,215 162,990
Interest , 25,000 25,000 25,000 75,000 75,000 75,000
Purchase of Fixed Assets -0- -0 - -0- -0- -0- -0-
Loans -0- -0- -0- . =-0- -0- -0-
Other 1,210 1,720 2,100 5,279 £,255 6,170
Total cash disbursed - $167.880 $167,055 $174,965 $603,915 $619,470 $628,160
Estimated cash balance, end of perfod $ 52,405 § 51,615 $ 66,275 $ 24,905 (3 8,890) $ 7,245
The statement of estimated cash flow should be for a period of at least one
year with greater detail included for the months immediately following. The
cash flow statement should be updated monthly.
r . CL ' Y « »
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Since  the cash flow budget is prepared for a year in advance, the
estimates are somewhat unreliable. The budget, therefore, needs to be updated
monthly in order for the estimates to serve as useful financial tools in
planning.

The cash flow buaget is of crucial importance to management. It
permits management to anticipate future cash deficiencies and will assist
management in plqnning ahead for short-term or long-term financing as needed.
The cash flow budget not only provides a tool for advance planning but later

it will serve to evaluate actual results so that the managerial effectiveness

and efficiency can be measured.
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The responsibility of management when conducting the affairs of the

v

Authority is to achieve its basic objectives for the utility as established
by its policy making group. In achieving these objectives, management must
RN Lﬁién operations in advance and control these operations in order to achieve
planned results. Chapter 14 discussed the finanéial tools (budgets) . through
" which management can effectively plan future operations. 'This Chapter will
examine the tools which manage?ent will need to control these éperations. - -
For control purposes, management will need to have déc8ss to periodic = .
performance reports. The purpose of these reports is”to erfabie management to
compare actual results with the budget plan in order to call immegiate-atten-

“tion to problem areas and deviations from pTaﬁélA'TEe-PepoFfé also provide a

R

ii-quickly and easily understood means of measuring performance. - : -

'-.l., Wt - . - - roa -t a H N
Pt When preparing reports for managemert, the accourtant must observe

4

4 ma

a number of well-established reporting principles: They incfude: '~ '~

oo 3T . N G T RS- PR

B To be useful, a report must berpresented while it can provide
,information needgq to influence decisions, iTherefore,‘rgpo[§§
must be §ubmitted on a timely basis. 7 L
2 ReporFs must be accurate. However, when management dggire§~alﬁ
information quickly and asks for approximate figqus, thpvaggoyntant
should not hesitate to provide them with the undersggnding|?h$p

they are subject to later correction. -
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] The higher the echelon of management to which a report is directed,
the more summarized the report should be. However, complete
information can be made available to those who want it.

& Reports must be clear, not only to the accountant who prepared

them, but also to the reader for whom it was prepared.

Keeping the above reporting principles in mind, the accountant should
provide management with reports concerning operating results, capital expendi-
tures and financial position.

The primary report for controlling operations is the month]yﬁgtatement

of income (see Figure 15.1). This report compares the actual operating results

for the.month with the budgeted figures for the same month. Also includeq are

the actual and.budgeted figureé for the year to date. The statement of ipcome

-enables management to spot troubled areas, seek explanations for significant

differences between . actual and budget figures and to take corrective action when

necessary.  , - . . : -

If specific problem areas on the statement of income require further

analysis, management should be provided wjth a detailed schedule of the statement

of . income (seg:Fjggrg j5.2) showing the problem area(s). From.this information,

managémentﬁpan detect the pre;jse,qrea(s)rof trouble, seek explanations from

those responsible and take corrective action if necessary.

o~ - +

In‘éddit}on to ménfhly operating reports, management is aI;o concerned
with reports that show the amount of capital expenditures and status of capital
expenditure projects. These reports provide management with control over capital
expenaifﬁres by.comparing actual and budgeted cost. From these comparisons,

P 1 , R . . - .-
significant variations can be investigated so that proper control action can be

taken for the remainder of the project and/or for future projects.
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Gperating Reveéues:
Sale of Water
Vacant Lots »
Water Connections ‘
Reconnections
TotaI Operating Revenues
Operating Expenses: »
s Source of Supply
Pu:ng'in_g .
Water Treatment u
Supply anﬁ Distribution

- €L -

2]

Adm1nistrat1ve and General
Depreciaticn Expense
Tota] 0perat1ng Expenses

Net Operating Income (Loss)
Net Non-operating Income ‘
Income (Loss) before Interes£ Expenses
Interest Expenses:

Intergs§ on Long-term Debt

Cther Interest

Net Income (Loss)

=
Q
o
(1]
e

l

o FIGURE 15.1 )
STATEMENT OF INCOME (LOSS)

MoNTH EnpED 31 May 19 B

Year to Date
OVER OVER
ACTUAL BUDGETED (UNDER) ) ACTUAL BUDGETED (UNDER)
$112,170  $105,000  § 7,170 $561,115  $525,000 $36,115
1,725 2,000 (275) 8,175 10,000 (1,825)
1,125 1,000 125 5,615 5,000 615
220 500 (280) 1,830 2,500 620
$115,240  $108,500  § 6,740 $576,785  $542,500 $34,285
$ 2,410 $ 2,600 $ (190) $ 12,905  $ 14,000 $(1,095)
22,115 | 21,500 615 114,150 113,450 700
6,005 7,210 (1,205) 38,110 42,190 (4,080)
45,220 “‘ 26,170 19,050 176,500 148,500 28,000
22,000 )"' 2,05 " (15) 111,250 113,000  (1,750)
10,000~ 'to,000 ' -0- 50,000 50,000 _-0-
$107,750 -y 89,405  $18.255 $502,915  $481,140 $21,775
$ 7,490 ° §19,005 ° ${11,515) § 73,370 $61,360  $12,510
11,220 10,000 1,220 55,330 50,000 5,330
$ 18,710, —:$ 29,005, ;~$(10,295) $129,220  $111,360 $17,840
g, e
20,000 20,000 -0- 100,000 100,000 -0-
-0- NS WA + -0- -0- -0-
$ (1,290)  § 9,005 . $(10,205 $ 20,220  $ 11,360 $17,840

A3

The above format of reporting monthly/quarterly operations will enable the manager

to seek explanations for significant differences between actual and budgeted and

* ]

. \
to take corrective action where ficessary,
N N )
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-DETAILS' OF 'STATEMENT OF TNCOME (LOSS)

Month of May Year to Date

Ch Over Over
: , " ;Actuql-? . Budgeted . ... {Under) Actual Budgeted {Under)
. a1 ‘ e L - )
Operating Expenses:
Source of Supply $ 2,41_0»" ' $2,600  ($ 190) $12,9¢5  § 14,000 ($ 1,095)
Pumping 22,115 21,550 615 114,150 113,450 700
Water Treatment ' CoeoosT 7,210 7 (1,208 38,110 42,190 (4,080)
—@s{upmy and Distribution ' 45,220 26,170 19,050 176,500 143,500 28,000
' Adninistrative and General 22,000 2,005 (15) 111,250 113,000 (1,750)
o Depreciation Expense 10,00 10,000 -0- 50,000  _ 50,000 - 0-
?\ Total Operation Expenses $107,750  $89,495 $18,255 - $502,915  $731,140 $21,775
———&} Supply and Distribution Expenses ) _
Persanal Emoluments © . 1,800 $ 1,800 -0- $ 9,000 §$ 9,000 -0--
Wages | ©a7,110 10,250 6,360 72,655 64,255 8,400
Water Connection Expenses 600 750 (150) 3,200 3,750 (550)
Maintenance of Supply and Distribution Malns 15,910 7,850 8,060 50,420 41,210 9,210
L " Meters | 510 50 10 2,300 2,500 (200)
" " Hydrants - 105 170 (65) 650 859 (200)
"- " Standpipes and Bathrooms . 1,700 : 320 1,330 6,150 2,000 4,150
. Fuel and 011 Expense - Vehicles . 5.4'1\0 ' 3,200 - 2,210 ‘ 21,170 16,000 5,170
*.  Vehicles and Equipment Expenses 1.,'7- 1,200 * . 590 s.sad h 6,000 2,630
-.0- 1,610 2,435 (825)

Road Repairs Expense ' -0= -0-
Miscellaneous Expenses " 285 130 "155 665 500 165



Reports on the amount of capital expenditures and status of capital ~
expenditure projects should be prepared for management on a monthly basis,
Figure 15.3 is a monthly report comparing actual and budgeted capital expend-
féures for projects completed during the month. Figure 15.4 is a monthly
report comparing actual and budgeted capital expenditures for projects not
yet completed.

Reports concerning financial position should also be prepared for
management. Iheseureports usually take the form of a balance sheet. The

l 1

balance sheet (see Flgure 15.5) should be submitted to managemeht on a yearly

-

or quarterly baS|s and should provide comparatlve data fog at least two com-

- - b=
i

parable perlods. Management will be particularly lnterested in the wo;klng

-

capital position (current assets minus current liabilities). Management -may

want to keep more up-to-date with the working capital position and deﬁﬁrgjdéify

or weekly reports concerning the Authority's cash position and/or monehli'reports‘ ’

concerning aged listings of aCcounte receivable, listings of us?ge of materials

-~ LT

and supplies and a summary of debt service. ) : i

A

ST

w

Managers are not the only ones interested in the Authorlty s working

capital positfon. The Caribbean Development Bank (CDB), banks and other loan
. \ h

[y

agencies also require balance sheets from their borrowers. i;;

It can be readily seen how important budgets and management reports

are in‘planninb and controlling activities of the Autndrity. Tn% Manager and

-

P ‘ : X i -
the Chief Accountant must work together to ensure that.’appropriate and accurate
3 -

R [

. financial data is qsed as the basis for effective managemént decisions.

>
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. PROJECT NO.

10

- g€l -

PROJECT NG.

11

12

13

>

t
X

Construction of Storage -

Tank at Long Ground

TOTAL

DESCRIPTION

Replacement of Mains

i

in Plymoﬁth B
St. John's Reservéir

Replacement of Pumps
at Salem

TOTALS

DESCRIPTION

FICURE 15,3 -

REPORT. ON CAPITAL PROJEETS COMPLETED' DURING THE MONTH

ACTUAL " BUDGETED"
. EXPENDITURE EXPENDITURE
s - .
T2 $511,020° “.$500,000
) "* } ¢
3511,020 00,0

FIGURE: 15.4

BUDGETED

EXPENDITURE

'$ $250,000

$1,000,000

’$ 50,000

$1,300,000

-

REPORT ON UNCOMPLETED CAPITAL PROJECTS AT THE END OF THE MONTH

COMMITTED EXPENDED

T $815,110 K $214,990 .
$122,150 " $503,850

- : C ,

$ 27,360 - - SN
$164,620 $723,840

OVER

' SUNDERZ

$11,020

NOT EXPENDED/

COMMITTED

$.19,200

.$369.000

$ 22,640

$411,540

-
't""

COMMENTS

- STight cost overrun

due to wage
increase for workers

STATUS OF
PROJECT

75% completed

50% completed

Not "Started



- 6L -

ASSETS

Current Assets

Cagh « « o « ¢ o ¢ o o 0 s 0 v o v s
Accounts Receivable =+ ¢ « ¢ ¢« ¢
Accumulated Provisions for Doubtful
Accounts (Deduction) =« « « - -
Advances to Employees = - = « « « -
UnaTlocated Stores « » » « ¢ « « «
Accrued Utility Revenue =« « « «
Prepaid Expenses « « - « - - R

Total Current Assets « « « « &

Other Debits

Preliminary Survey Charges

Restricted Assets

Replacement Fund « « » ¢ « ¢ ¢ o o &

Utility Plant

Accumulated Depreciation (Deduction)

Utility Plant In Service . . . . . .

Work-In-Progress - Capital Projects

FIGURE 15.5
 BALANCE SHEET

5] DecemBer 19 B

198 19 A

§ 52,065 § 35,170
126,770 151,250 -

(15,210) (11,440)

39,105 45,400
1,104,040 950,500 -~

56,170 47,120 -

12,440 3,650

$1,375,370  $1,267,650

7,415 2,550
67,500 52,660

8,661,295 7,421,560
(1,350,000) {1,230,000)
7,291,295 6,191,560

599,960 460,990

7,801,255 6,652,550
$9,341,540  $7,975,410 & -

'

LIABILITIES AND EQUITY

Corrent Liabilities
Long-term Debt Payable Within

One Year « 4 « « o o s o -

Accounts Payable ., .. .. ..
Sundry Payables . . .. .. ..
Accrued Expenses . . . . . . .
Customer Deposits . . . ... .
Total Current Liabilities

Long-Term Debt
Dm . . L) L] - L] . - L ] L] » - .I L]
Barclay's Bahk . . ... ...

Other., . . . .. . ¢ e v oo

Equity
Capital Contributions . ., . ..
Contributions in Ald of
Construction , ., . .. ..

Accumglated Surplus ., . , . . .

Total Equity . . . ... .

»Balance

19 B 19 A
. $ 600,000 $ 600,000
. 52,125 49,550
. 1,640 2,440
. 2,550 3,455
. 1,660 955
. 657,975 656,400
. $1,870,550 2,470,550
. 30,000 20,000
. 5,455 -0-
1,906,005 2,500,550

. 2,440,500 2,000,500 .
. 4,200,000 2,710,400
. 137,060 107,560

. 5,777,560 4,818,460

a4 *

$9,341,540

h—

571975.4{0 .

.
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