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CHAPTER I
INTRODUCTION

Purpose and Need

The purpose of this study is to make & eritical survey of the
organizetion and system of sccounts used in Lane County end te
offer s constructive critiecism thereof.

The syster of sccounts now in use in Lene County appears to be
inedequate to serve the needs of the public. It fails to provide
informetion which the publie has e right to demend, and it fails
to give a true condition of comty finences.

There has been some ewakening in publie conseiemee to this
ecndition of affairs. Texpayers, who once were contemt to
pessively pay their assessments, mildly eomplain that they were
too high, and blindly hope that mext year they would dbe lower,
have begun to realize that they sre entitled to know where their
ngmuummwammﬁnuummm
properly and homestly. At the 1929 sessiom of the Legislature of
the State of Oregoen, House Bill No, 238, an excerpt from which
follows, was passed end beeame a part of the General Laws of Oregon
on June &, 1529:

Be It Enseted by the People of the State of Gregom:

Sectiom 1, The secretary of stete shall formulate and
preseribe a standsrd and uniform system of scecuntancy for all
runicipel corporationss provided, thet the provisions of this act
shall not apply to eny ecunty or eny muniecipal corporstion located
within any county having a populstion in excess of 100,000. The



mormhunmmmmmnmmm
to carry out the provisions of this act.

The act also called for the preparation and adoptiom of &
system of accountaney to be used as provided in seotion . Such e
system was actually formulated eand is called the Umiform System of
Accounting for Wunicipal Corporations of Oregom; but, unfortunately,
the thing seems to have gone little farther them this.

In fact, of the thirty-six counties in Oregon only Wultnomsh
has & system of accounts from which it is possible to secure ade-
quate informatiom with regard to county books. Only this one ecumty,
so far as could be determined, uses what is known es a double entry
system of accounting. !hmofﬁin(tbdwbhm)mcg
accounting and the setting up of budget estimates for the year as
& basis for expenditures affords en aceurate system, ninimizes nis-
eppropristion of funds and extravagances end makes it possible to
give to the public better statements of the actual condition of the
county at any time.

Other counties are still using various single entry systems
which are little more than remorandum scccunts of transsctions,
01d methods end forms devised years ago for sparsely settled farm-
ing commumities still pereist. Hephazard attempts to prop these
Qtﬂl'ﬁnhﬂmblnwmhﬂhlmmmtﬁ
affords the taxpayer little seecurity for or information sbout the
way in which his money is being expended. Municipal govermment in
general has lagged far behind in these matters. Under no considera-
tion would one expeet to find a moderm up-to-date busginess with



operating costs of some §700,000 annually depending upon such
unformulsble reports. And after all, government is & business.
It has receipts end expenditures, debits snd credits, and the tex~
payers are the stockholders. The safeguarding of publiec interest
derands thet every possible step be taken to further study of
county problems end introduece more efficient procedure.

Sesge

The Cownty of Lens was given detailed study decause it affords |
e fair example of the general sccounting practices used in the
ecounties of this state--perheps, this system is even better than
designed with the needs of this perticular ccunty in mind, but
with certain adaptations it would be applicsble %o amy other county.



CHAPTER IX
PRESENT COUNTY ORGANIZATION

Introcduction

mm;mmuMiagMcWW¢m
orgenisetion of the county is to show the procedure which the
accounts must serve and the persomnel provided for, GSee Fromtise
piece. It must mot, therefore, be inferred that smy attempt will
be made to set up a new organization. All eounty offices and
duties anssigned to them have been preseribed by law, so that no
major changes eould legally be made without further legislation.
Only certain minor changes will be off'ered which appesr to be
feasible end which would facilitate the proposed system. However,
several of the more popular plans of county reform which are being
considered throughout the country will be mentioned,

County Court

+  “The eounty court is composed of a county judge mmd two
commissionsrs. It convenes for the transsction of ecunty business
on the first Wednesday of each month., It sets upon all bills
contracted for the county; has charge of roads and bridges and

their construction, improvement end repairg has supervision of the
eounty poor farms levies all caunty taxess appoints electiom
offieials, fixes polling places and establishes election precinets. f



The ecounty judge has charge of probate business, his court
being in session st all times for this works has jurisdietion of
juvenile offenses and delinquencies; has sdministration of the
widows® or mothers® pensicn lews, and inmdigent soldiers' fund
lews, and hes the power of e eommitting megistrate."l

It is required thet all elains sgainst county funds must be
signed by at least two of the three officers, county judge and
tuoa-duionu mnmm. before any eounty funds may be
m. Also, MM pass upon expend itures not provided
for tn the Tolget.

County Clerk

1~ "Ine commty slark 3s the clerieal affiser of his county, also
mumm&.pﬁmmmmnm*m.—f—
All documents required %o be filed within e county, unless their
filing is otherwise specificelly provided for, are filed with the
county clerk. All business of the cirevit, probate snd commission-
w-'mrﬁommmmdnuﬂmmermm
mﬂlﬁﬁﬁam+mnnaimm-wmmf11uﬂﬁw
tfﬂiﬁdbjhhhfmmumhmmmm County
mmtmbyan.mmmummmnh
with him reports of tax collectioms end their segregstion. All
dnﬁuhsmclinmbymmatymrk.mm
voters, preperes bellots end issues eldetion certifi fie

- e

1 orogon Blue Book, 1933-34, p. 1544




¢
issues merriage licenses, dog licenses, licenses to shows exhibit-
ing outside incorporated cities smd sll licenses generslly required
%htcﬂdhy%m]&,uﬁh&oﬂmﬁopmﬁ“g Among
Mmmuumnu"tnumm.m’
bills of ssle, executioms, sttachments, liens on chattels, articles
of incorporation, notary commissions, certificetes of assumed names,
doctors® certificstes, fers nawes, soldiers', sailors' and marines'
discharges, and also the liens of meterial men, laborers sand others.
Tern of office, four yeers."? '

Because of the large mumber end diversity of the duties which
ere imposed upon the county clerk there must be a large staff of
mhw&hmhmrb‘m&'mkﬁwm“
assigned to this office. In Lane County there are, besides the
county clerk, ten persons employed in the verious divisions of the
elerk's office. Of the tem, two are employed as bookksepers, cme
for eollecting fees and recelving Wnﬁrf%sﬂ
acts a8 the probate clerk end stemograzher; one is employed for
Mmg.aummmcﬁwdomtﬁg.w
of titles, cireuit court recording and take care of election work.
A1l ten ere deputized and sot in the capacity of deputies.

Sy Yoy

—t "The ecounty treasurer is custodian of all county funds;
trustee of all trust funds, such as estates, fines and bail money;

-~

2 Ibvid, p. 186.



ex officlo tressurer of qll irricetion and drainege districts

within his ccuntys custodiem of all school district funds, unless

otherwise ordered by the county eourt, and keeps & record showing -

the segregation of all funds, ineluding smounte due eities and

other subdivieions. W'ummwbymm.-f'

Term of office, four years. »3
hmcomtyunmmqwudo&cm

bookkeeping, registering and cashing of warrents and prepering

the monthly turnover sheet or report of all funds expended during

the month.

Sheriff

T fhe sherife mst nandle al2 erintnmal work, civil suits of
ﬁsvcimltwm.mpmmﬁumim.m
temporary automobile license pernits, sell property st sheriff's
sale for delingent tazes, and collect taxes. |-

1 In counties of eny size the work of the collection of taxes
has developed and inoressed so much during the last few years
thet most of the counties of the stete bave what is kmown as &
tax depertment with a deputy sheriff in charges In lLeme County
such & division has been made, There are four persoms employed
in this department; ome doing the bookkeeping, snd the other
three, including the deputy, devote their efforts to the colleetiom
of the taxes and the semding out of tax stetements.

5 14, p. 185.



Tr the sheriff's office proper two persone are employed,
one ss stenographer end the other devotes £ll his time to taking

care of feecs eollected, issuing temporery suto perrite and other
general office work.

Assessor

+’It£¢thodutyetﬁnoqdynmmmmm-
eble property vithin the county, except the property of publis
serviee utilities, which is assessed by the state tax commission,
uum“m-«m.nmmm.m
to the commercial growth or eulture of agriculturel snd hortie
ﬂmxmm.manmmkhm:mfm
property rust be assessed according to its welue end loostion on
fareh 1. Mnkingmmtﬁhﬁwdntyarm
sssessor to enter them in the ssoesswent and tex rolls, which ere
required to be completed by the second Honday of September, when
mmmww:mamnzagor&;mm.
county clerk and county sseessor, meets to review and egualise such
essessments, This work must be completed within ome momth. All
tax levies are certified to the essessor who extends them om the
tax rolls mad then delivers the rolls, usually in Jemuary, to the
sheriff for collection. Term of offise, four yesrs."

mmmmqkydnmmumm.m
duties being to bring all owmership pletts up to dete end make

- : . o <

¢ 1bia, 185.



necessary sadjustasnts in the assessents.
Inginese

m»wmnwwmmrmﬂ.m
his appointment must be apyroved by the state highway commission.
His duties are: to supervise the grading of roads end ditches,
pess on road comtracts, estimate costs for roed projects, bridges,
ete., and otherwise perform the gemeral duties of & civil engineer.
hmmmmmﬂwmthmdm
surveyor. ‘

Other Officials

Provisions have also been mede for a gounty coromer, health
officer, horticultural imspector, meat and herd inspector, school
superintendent, stock inspector, and veterinarian,

merwmow

The county is constantly referred to as the most backwsrd of
our eduinistrative umits, "the dark continent in the field of
Americen govermment”, In recent years there have beem a number of

proposals for the reorganization of the esounty unit. Some have
gone so far as to say that it should cease to exist at all and

that direet state control should be adninistered. In lieu of
such drastic change, a muber of states have considered the sounty

advinistrator or county president plan end the county manager plan.



10

f’(’ CLounty Administrator versvs Wj:m two plens

ere outlined in the report on the survey mede by the New York
Buresu of V¥unieipal Feseerch to the Governor of Virginis end his
Mtu-nmmuasfmmmpm&im
sdministrator is elected by the voters of the comnty for a temm
of four years, which is equivalent to the terms of the members of
the bosrd of suprvisors, All functions of the cowmty povermment,
except those of e judicial cheracter smd those pertaining to
slections are placed under the administrator. The hesds of the
memmm-mwwﬁ‘-mmmﬂm'
at his plessuwre,"® In differentiating between the two plans the

+

rerort goes om to say "The only difference is in the selection of

the two sdninistretive of ‘icers, the ccunty edministrator being
elected by the people snd the comnty mamager appointed by the board
of supervisors. The office of eounty aduinistrator is emalogous
to that of & strong mayor in ecity government, while the ecounty
uweneger is similar to the eity menager., Administrstive responsi-
bility is definitely fixed in either sese. The menager form,
however, has some advantages over the other form, as is apperent
from the working of the mansger plan in several of the Virginia
cities,"® ‘

Adventeges of ¥emager Type.--is is imtinated im the above
Wm.thmm.wmmiypmwhﬂnm

8 1bid, p. 13.
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recormended this plan to be used in Delaware and pointed out the
following advantages:

“l. It would establish an organizetion eccabining s high
degree of administrative centralisstion with an equal flexibility
and sensitivensss to populer eomtrol.

2. It wuld stimulate the introduction of efficient methods
dwmmw.

8. It would effect a considerable economy in overhead
expenses by elimineting superflucus offices and employees.

"4, It would place county serviece om a professiomal basis
8o that a nmen's continuance in service would depend upon the
character of his work and not upon his ability es a campaigner.

"5, It would ;lace the responsibility for goed or bad sovern-
ment squarely upon the voters so that the difference between the
two would be a matter of eiviec ideals instead of a matter of chanee
as it now 1s."7

Commission Plan.--FProfessor Faxey also cites the "Coswmission

Plan" which he says is the "mameger plen minus the mansger”. He
further states "The only thing to be said in behalf of the come
mission plan i that it brings about a greater degree of centrali-
zation than exists st present, and since it calms the fears of
those who suspect one-san power under all circumstances may be
obtainsble when the menager plam would mot."®

7 yaxey, Chester C. County Administrstion, p. 54.
¢ 1vi4, p. 7.



Fedivisioning of State.--~There has alsc been comsideradle
MWE%M&M&!M&MM&M
units based upon naturel and ecomomic sectioning. This has
jeot of a Socisl Scienes Symposium held at the University of
Oregon during the winter and spring terms of 195334,




CHAPTER IIX
SRESENT SYSTEM OF ACCOUNTS

Preparing The Buiget

Taxetion is the foundation of the finencial structure of the
county. Becsuse of the method of securing incowe by taxation sll
sunicipelities must prepare s budget of anticipeted imcome end
expense. The ideal situstion would of course be thet the snti-
cipated income should just equal the expected expenditures.
Faturally, this situation never exists, es some of the expected
taxes are not collected im the yeer in shich they are assessed and
conversely the setual expenditures oftem exceed those that are
enticipated.

In most instances, therefore, an allowence is made for ex-
mmm&ummmawnmuﬁcmmx
levy to be made in order to balsnce the budget,

in Lene County en estimste is made of the expenditures that
will be made in ell funds for the following yeer. Fach department,
such as the office of the sheriff, the treasurer, the clerk, ete.
will estimete the amount of momey they will meed for salaries,
supplies, equipment, etec. An estimate of expenditures end equip-
mmnrmmmmzhmmwmm
engineer and submitted to the county elerk. The sclerk them will
ascertain the amount of bond interest end redemption needed end
will also estimate what will be needed to take care of all other



funds sueh as the dog fund, the pension fund, ete. :

The elerk them prepares & 1ist of all funds and the smounts
thet are requested in each. Istimeted income from fines, fees,
interest, sale of lend, ete. is then prepared and shown ss a
deduction from the totsl budget request. GSee Budget for the Yeer
1538, Table 1, page lda. All state and city tewes levied are
added to the total of the county requirements which them repre-
sent the grend total emount required for the ensuing year.

The budget is then turned over %o the eounty court by the
elerk. The coumty court oamposed of the county judge end two
comrissionere goes over the budpet end mekee all revisione whieh
ere deened necessery. The revised budget is then prepered and a
public hearing is held wherein anyone in the county may come end
state sny cbjections thet he may have.

mm&uﬂutmmus.Mtﬁﬂm
hearing sre made by the clerk snd the new revised budget is sgain
pwmum*mhmmmrusymm
¥hen approved, the budget is sent back to the clerk and the levies
are made out im dollars end cents and these levies are turned

over to the sssessor.
The Tax 2oll

mummmwdzmmﬂmwmw
roll. All lend plstts are corrected as to ownership not later



Table I
EUDGET FOR YEAR 1933

¥idows' Pensions
County Fair Hosrd
4§ Club Agent .
Indigent Work Relief

§ $,180
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Table I, Cont.
General Fund Peceipts Itemired
Clerk’s Fees 17,000
Fines 500
Sheriff's Fees 2,000
Auto Liocense Fees 1,000
int. on Deily Balances 1,500
Sele of Lend 1,000
Dog Fund 2,000
Oreg. & Cal. Lend Grant 35,000 )
To be Peised by Taxation, Gemeral Yund 199,270.00
foed rund 140,700.00
uarket Foad Fund 86,000,00
County School Fumd 150,570,060
Bond Interest end Redemption 90,170.00
State School Fund §9,176,91
Stete Taxes 142,151.49
Tex Delinguent Fund 1186, 500.00
Total to be Easised by Taxation

$1,006,083,10



15
then FHerch lst of the taxeble year. After the tex roll is
written up the extensions of the tex assessment is let out by
contract.

The tax roll is composed of lerge sheets over two feet in
Mn&mmmmﬁﬁ“n{hmgm
and both sides of a short sheet inserted between the two full
width shosts. Hach taxpayer hus Swo heriscntal limes extending
entirely scross the two full and two short sheets, with verticsl
colums setting forth the descriptiom of the property, improve-
nents, velue, smount of assesszents, ete.

ifter the roll is written end before the new ownership platts
ore changed the board of equelirzation must meet on the second
_mumﬁmmmﬁmm«pu&
receiving end sdjusting of compleints mede by tax payers. The
board must complete this work in thirty days.

Taxpayers' names are listed elphabetically, and when the
extensions ere made om all the sheets they are bound in volumes
sbout six inches thick. Lane County hae eight such volumes, with
volumes seven end eight being smeller then the first six.

¥hen all extensions sre made on the tax roll end are bound
in volumes, the assessor obtains a warrant from the county court
to turn them over to the sheriff who must collect the taxes
assessed on the rolls. The tex rolls must by lew be turned over
to the sheriff theirty deys before the first payment which falls



on Mareh 18th.

The sethod ueed in writing up the tax roll and the use of
the lerge volumes should be retained as they serve their purpose
aduirably, Were it mot for the fact that the public has access
to these books a card system might be used, but, ss it is, this
would caly result in added lsbor, There is too much danger of loss
of eards to meke such a method feasible.

Tax Collection

Gpon receipt of the tax roll by the tax department of the
shoriff's office, the deputy sheriff and his sseistents begin
meking out statements end sending them out to the texpayers. See
Form 1, pege 16a. It is not regiired by lew that eny form of
noties be riven by direet mail, but in Leme County notices sre
sent out for the taxpsyers® comvenience. |

A tezpeyer paying the entire tex assessed against him would
be allowed 3% dise-unt if paid om or before Narch 15th of the
eurrent year, Vhen payment is made the tax statement is inserted
in @ oash register which prints the smoumt peid slong the mergin
on the original snd the duplicste of the statement, The customer
receives the originel and the duplicsts is retsined by the tax
department as a desis for posting to the tax receipt journmal.
Fach receipt is mumberecd eonsecutively by the oash register so
that all reeeipts must be acecunted for. The total shown om the
cash register tepe must egual the totel of the receipts and also
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[ State and County $
>< School District No. $
< $
- $
County H.S. Tuition Fund $...ceceee.
'q‘ Union High School .......... $
m City $
@ Forest Patrol ... $...
$
Lo TOTAL TAXES $
Vol Page Line
m" Taxes are delinquent on this property
RO iNor N0.. 284 .
“EAmount $...
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TAX STATEMENT

of all State, County, School District, Union High
School, Cities, County High School Tuition Fund,
Forest Fire Patrol and of all other Taxes, appear-
ing on the Assessment Roll for the Year 1933
and Tax Roll for the Year 1934 on the herein
described property, which was assessed as of
March 1, 1933, at one o’clock A. M.

Due and Payable in the Year 1934

TAXES FOR THE YEARS

=33 - 1334

hssessment Roll 1933 - Tax Roli 1934

Discount of 3% on entire Tax if whole amount is
paid on or before March 15, 1934. Two per cent
Discount on each Quarter if paid 90 days before
due.

Taxes or Quarters thereof Not Paid become
DELINQUENT DECEMBER 16, 1934.

Interest on Delinquent Taxes Two-Thirds of One
Per Cent per Month.

Thiec ie nat a wvalid rasaint unilses hear.
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This Statement positively must be
returned when paying taxes, first, ‘L
second, third and fourth “‘quarters.”

Dates Due:

FIRST QUARTER MARCH 15TH
SECOND QUARTER JUNE 15TH
THIRD QUARTER SEPT. 15TH

FOURTH QUARTER DEC. 15TH

See back of this Statement for Special Levies
for 1934

Make Checks and Drafts Payable to

C. A. SWARTS, SHERIFF

This is not a valid receint unless bear-
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IMPORTANT TO TAXPAYERS

EXCERPTS FROM CHAPTER 326 OREGON LAWS.
1933, EFFECTIVE JANUARY 1, 1934, RELATING
TO COLLECTION OF TAXES FOR YEARS 1933-1884

Chapter 326
AN ACT

Section 69-720. The first quarter of all taxes levied
and charged shall be paid on or before the fifteamth
day of March next following, the second quarter owm
or before the fifteenth day of June next following, the
third quarter on or before the fifteenth day of Septem-
ber next following, and the fourth quarter on or befors
the fifteenth day of December next following. Interest
shall be charged and collected on any tax or quarts:
of a tax, not so paid, at the rate of two-thirds of §
per cent per month or fraction of a month until paid:
provided, that a rebate of 2 per cent shall bs allowee
on each quarter of the taxes on any separate parcel
of real property, or on the personal property, of any
taxpayer, for each full period of three months by
which the payment of such quarter precedes the dus
date thereof. All taxes or quarters of taxes not paid
on or before the fifteenth day of December shall be-
come delinquent. The days or dates herein specified
and provided are final as to the payment of all in-
terest charges irrespective of any such day or date
falling on a Sunday or other legal holiday. All interest
shall be prorated and credited to the several munici-
pal corporations and districts sharing in such taxea.
Except as to the prorating and crediting of interesi &#
herein provided, the provisions of this section, as here-
in amended, shall not become effective until January
1, 1934.

In order to receive the full benefit of 39 Disoceunt
the whole tax must be paid on or before March 18,
1934,

Address all communications to

C. A. SWARTS,
1 Sheriff and Tax Collector,
1 Hugene, Oregon,

1 2 0 ILICL il SCoule

mﬂ; Junowe
MmOys Mo|oq
sounbj} porulic

s s O oy rengy PG

$ R . _,‘ﬁ‘
1236500 Lid

SPECIAL LEVY FOR 1934 FOR LANE COUNTY—STATE AND COUNTY LEVY 25.0 MILLS. .

The following is a complete list of all special ltvles for Schools, Cities and for the State and County for Lane'County, Oregon,

for 1934
The levy for Count.y ngh School Tuitlon Fund (4.1 Mills) applies to all districts marked (x) and (px) where ap‘f)lylng to only
a part of ithe district.

8ch. “No. *:4 No. Sch. No. Sch. Ne. Bch.  No. Sch. No.
Dist. Milis D Mills Dist. Milis Dist  Mills Dist. Mills Dist.  Mills
o e L | 35 x 91124 1147_°121 x 188 ___ 48 ' x 165.. 2
o .45 FJ—
g 8. 1.8 8
mil.eiC » 1.5
‘ 0.9 5.6
| 8- B.8 73
| x - B X .
i =
x il Vseeeee 9.
} x4 15.6 80 12.5
| % 120 14 g
. W 82 37
x 62 38T .1q83__ 1.4
x 63__"89 x 847124
| px 64" 69" ¥ 85 21
x 65— 86 . x 86... 387
| x es__ 2.7°" %Fig7 " 3¢
pX 67. ... 4.9 88......12.5
; ( 6877108 X 89132
x 69_"25.1; ., 90111
] i .
| A & - e O
EU= “"" "UNION HIGH scHOOLS
H | QL Yils
UH. No. UH. No. UH. UH. No. UH No UH. No.
S Py Dist. “Mills Dist. J Mills0- Dist. Mills Disi. Mills Dist. Miis Dist. Migis
. I 88 8BS 5. TT 701 " 0188 1184
| I |Eem 48 40 sel2r  &TT” 80 10710
| “County High School Tuition - i 2. 41 Fire Patrol 3.4
E3 I . J dimes . STATE AND COUNTY.
clwhurg‘l gy ~...82.8 © *Florence ... State and County Levy of 25 mills is sub-divided as follews!:
&:?g Grove 4L 809 Junction City General Fund 8.2 Milis
Eu el o -..-,.-.L...-'! 178 Market Road Fund 15 M
8ONE i L7. I ;
— s B\ ¢ % Bond, Interest and Redemption 30 Mis
] il o g State Taxes 8
, ‘ ! ;rotnn.s,o; CITIES s o e < 58 il
j_8 | W R Florence ... Age Pension 0 Mills
ooyl v B Ly - Uncollectible Taxes 15 Mills
32"11 “'3“‘""'53 - Springfleld ’ 25.00 Mills
et neeeie- D2 : ) Total . 25.00 Milla
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cash tsken in durimg the duy. The smoumt primted om the tax
statement should 8130 equal the asount shown opposite total taxes
on the guarterly statement on which payment was made,

Fach time a payment is made by the taxpayer, the tax state-
ment is checked with the tax roll for amounts end extensions.
Thus sny errors made in typing up the tax statements ere always
found and corrected. Any errors or discrepsncies in any payment
are issediately Drought to light as the system in use easily
affords & quick and acourate check,

The amount of the total tax is enlered om all four quarters
of the tax statesent. Vhen a taxpayer pays the rirst querter,
onewfourth of the total tax is paid, and one-fourth of each of
the itens llsted are consequently considered psid. If u rebate
is allowed because of prompt payment and amounts €0 less than
$1.00 the entire rebate is deducted from state and county, If
such rebate azcunts to more tham §1.00 it must be distributed pro
mmm's'msm listed on the stabtement.

The duplicate tax slips are sent to the bookkeeper who-
enters them in the tax receipt jourmal. Form 2, page 17a. It
would appear. that errors would be numerous when pestings are made
to the tax receipts journal., However, if the wrong distribdution
is mede the machine used in posting will primt the error instesd
dMsth&oMeMu&. ‘the bookkeeper
must then find the error and meke the necessary corrections before
she ecan continue. Thus, no errors may creep into the receipt




. JOURNAL NO.

TAX RECEIPT JOURNAL

LANE COUNTY OREGON

Juan co.. Kvazae, oz, 71007
cITiEs SCHoOLS HIGH SCHOO! | FOREST
TOTAL. STATE AND ] PORT OF

TAX COUNTY

| SESRSUR e FIRE
INTEREST PENALTY T siusLAW | pATROL
AMOUNT 3 AMOUNT A AMOUNT No.

Form 2
Tax Receipts Journal

JOURNAL NO.




marked paid on the stetement, lNevertheless, offsetting errors
88 betwsen any of the items oould be mede vhen the payment was
ressived, Tor instanes If the first querterly installmest wive
peid snd each item was divided by four im order to pest the correct
paymant to esch sosount, end an error of one dollar was made in
state and county, offset by a similar error in Uniom High Sechool,
the error might easily go uncorrected. Such an error would ocour
very infreguently, but it ie a possibility, eud no preesution
has been taken for its prevention. !ln.aﬂy‘ebd:‘&ntmﬁh-
used %o partislly eliminate smy such errors would be employing
mmrmhmm.unymvmmmm“m
. bookkeeper is behind on her turnovers., Such errors are not of
such grave importance as it is between schools, cities, and
state and county, and would probably not pay for the person em-
ployod.

After entering the tax receipts inm the tax reeeipt journal,
the bookieeper rakes out a tax turnover sheet in tripliecate
showing the distribution of cash eollected, distriduted to the
funds to which they apply. Ses Form 3, page 18a, This distribu-
- %iom is based on the amounte set forth in the tax roll. One copy
is retained by the tax department, one is sent to the treasurer,
and the other iz sent to the clerk.

During the rush periods when taxes fall due it is practie
cally impossidble for the bookkesper to meke up turnover slips




Received from

fund as written and stated herein, t6~\\'it:

TAXES FOR YEAR

00070800000000000000000:0000000000006500000000000000000000000008080002000008808008°0
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the following accounts to be credited to the respective

EUGENE, OREGON, 19

LTONTURNBULLFULLER CO. LUGENE, GREGON

te and County

vertising.

erest

of Eugene...

v of Springfield

of Creswell...

of Coburg..

of Cottage Grov

<

of Junction......................

of Florence

ly of Glenada.

Total..

ool Districts—

School Districts—Continued

Form 8
Tax Turnover Sheet
(Prepared in ‘riplicate)

Union High Schools—

Road Distric

Total

Port of Siuslaw..

Forest Fire Patrol..

J. D. Cox Drainage District

Collected for Poisoning Grey Diggers...........

SUMMARY

State and County...

Cities.

SChool DiStrietS. ..o oo
Union High School

Road Districts...

Port of Siuslaw.....

Forest Fire Patrol

J. D. Cox Drainage District
Horticultural Liens.

Collected for Poisoning Grey Diggers

Total




for the total cash taken in each day, so that e turnover slip
dmmmmwc'wuorﬂmmm
deposited with the treasurer. At the end of each day the tétal
cnsh taken in is deposited with the tressurer. It is importent
thet the cash be deposited with the treasurer each day us interest
is earned om the bamk m This necessitates additional
entries on the treasurer's books which will be discussed later.

The cash taken in during the day is ecunted by the deputy
sheriff amd reccneiled with the cash register tape. Any over or
ghort smcunts that ere small sre ignored and nothing dome to
belance them, cspecielly if they ere errors resulting from pake-
ing wrong change. ‘

Any errors made in ringing up the wrong smount in the cash
mmﬂnurm»wmwmmaaq‘mm
receipts in the tax receipts journsl. The tax deputy in charpe
dwilutiqmm;t:mhloégncfdlu&rﬁl'mw'
ecash turned over to the treasurer.

The forms end sydem employed in the tax office are very
effective and serve to reduce errors to & minimum. Nearly all
the proper checks are employed to avoid amy fraudulent prectices,
end it is thought necessary to discuss only one weskness, Under
the present set up any overage or shortage of cash is not re- ’
ported st the time it ccours end the total is not revealed until
the end of the year vhen all the year's receipts and tex turnover



20
sheets are turned in. Some knowledge of any diserepancies should
uwummwzm“wummcm.nu
there should be delivered to him the register tepe end en adding
machine tope of ell tax receipts. This would provide an sdequate
check on the tax depertment and would pmmt’ "lapping” or carry-
ing over ocash from day to day.

Income from Sheriff's Office

The sheriff's office proper has other incaie vhich is turned
over to the treasurer. All fees snd fines collected sre entered
in & four colun ledger showing the smount of cash received from
each soures. All casih is placed in a cash register and & cash
register slip is given when each payment is made. 5 receipt bock
is also used for all fees and fines ccllocted. It is made out im
duplieste snd mmbered consecutively. The foliowing is & semple

of the receipt:
COUNTY OF LANE
Sheriff's Receipt No.
Fugene, Uregon #19.
Received from L)
Case No.___ fm't, vollars
Cuse Bo, __ Am't, For.
Case Yo, Am't, . v,
o Thoriff
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The sheriff's office also reeeives applicstions for temporary
permits for sutomobile licenses which are renitted direct to the
secretary of state.

The sheriff sets up his budget in a book having fourteen
eolumns placing in each the budget estimate for expenses that was
spproved by the county court and listing under them all actusl
expenses incurred, Such & ook gives the sheriff the total amount
of each expense snd how much he has left.

It would be adviseble to use such s book in every departwent
if it were kept ecourately. Om the other hand if many expenses
were not entered the disadventages would at once be spparent,

Wﬁm of Cash bﬁr the Treasurer

Upon receipt of the money from the tax department the
treasurer issues a reeeipt similar to the following:

Cel «STARTS
Sheriff & Tax Collector late 16

RECEIVED OF C.i. SYARTS, Sheriff and Tax Collector of Lane County,
Oregon, the following amounts of cash, covering:

19 Tex Heeeipte No. to Fo. Inggme :

SR
i




These receipts are set up on pads, four to & pege. The
tressurer checks the mumbers on the tax receipts but does not
cheek the total of the receipts so that the cash subnitted may
not represent the total of the tax receipte. The receipts are
often left in the troasurer's office until the tax turnover
shest is submitied, and them it is sent to the tax depertment.

The weskness in this method of receiving cash is thet
lapping eculd still go on in the tax office without the treasurer's
or anyone else's Inowledge. It would seem that a better method
would be for the tax department $o deposit the day's cmsh with
the treasurer aceompenied Ly - the cash register tape. £ receipt
 would be made out in triplicste, the origizal given to the tex
collector and the dupliesto to the clerk. The clerk's office
ugimmbpnnumiptﬁttwmgmmmu
and has control of the genmeral books, and all transactions should
go through this office. |

For sll other reseipts of funds a different receipt is
issued for esch. Thet is, when momey is sent in from sales mede
by the poor ferm, cnme receipt book is used for thet, end when
mmrm.xmm.numﬁ,mmytmu
used.

When the cash is received each day from the tax office an
entry is made on the treesurer's books crediting unsegregated
funds, eince no entry can be made on the funds until the turn-
over sheet is received from the tax department, 4ill other cash



received is immediately credited to the proper fumd to which it
epplies. Tax receipts sre eredited immedistely to umeegregated
funds snd deposited in the bank as the bank ellows interest om the

ig eseh turnover shest is received from the tax department
en entry is mede cherging wmsecregeted funds end erediting the
mw&wsmmh. fee Yorm 4, pege 23a. Since cach
turnover represents the funds im total and not segregated accounts,
and each mcsount represents of the total budget. These percentages
are then applied to each turnover received, and each fund end its
subsidiery seecounts sre then credited with their respective portion
of the smount cherged out of vmsegregated funds., This method of
distributing taxes collected to the different funds snd secounts
is used because there is no way of knowing what part of the col-
leetions belong to any ome fund., Any ecllections mede for specifie
funds sre of course credited to that fund,

The use of unsegregated funds is advantagecus in that it
pernits interest to be earned on what would otherwise be idle
funds, as the bank would not allow interest om @aily balance when
deposited by the sheriff, becsuse the belance in many of the dif-
ferent acecounts during certain times of the year would be almost
nil.

The method used im distributing tax collections by budget
percentages ie fair to wach fund, and seems to be the only eguitable



COUNTY TREASURER'S TURNOVER SHEET 2%
Iv. B. Dillard, County Clerk of Lane County, Oregon: EUGENE, LANE COUNTY. OREGON, _ 183
Herewith find warrants and vouchers paid by me for month ending........... ...198......
e ey as shown by Treasurer s Record of Cashy book ..o LUty Gregon.
RRAN:"I::‘""“"“"‘““'-""» 10 REGISTER AMOUNT INTEREST TOTAL
Form &

freasurer's Turnover Sheed

Received the above Voucher, am ing to$........ this....... Sy Seie s e ABYIOT, LN T8




COUNTY TREASURER'S TURNOVER SHEET

. B. Dillard, County Clerk of Lane County, Oregon: EUGENE, LANE COUNTY, OREGON, 193
Herewith find warrants and vouchers paid by me for month ending........ g L e 198. ...
Pn account of .. as shown by Treasurer’s Record of Cash, boo

GRACE SCHISKA, Treas!
KOXECHAPNAN cO., EugENE. oRE. 87242

RRANT No. REGISTER AMOUNT INTEREST TOTAL

Received the above Voucher, amounting to $. gt GRS s A OF 2 193.. ..

County Cl
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wethod thet can be employed,

The fumd sccounts end all other ascounts ket by the treasurer
are regular ledger sheets to which postings are made by a posting
machine, All.mktMMmmuungumjml
and postings are made st the end of the day., This book is called
the treasurer's day book,

The treassurer's eash book is very simple. It has debit,

eredit and balance colurme, Following is the form now in use:

COUNTY TREASURER'S CASH

This oash account represents the total of =ll cash, The
sccount ie debited with unsegregated taxes, fees, fines, licenses,
Mfm.mta,nwpowfmprm.afmm-tb
elerk's office, and is eredited when payments sre made from the




different funds. At present, five bank sccounts are used. The
cash sccount acts ag & controlling sccount for these five sube
nwmm‘emu,

The disbursements side of the treasurer's bocks will be
| teken wp through the warrent which will be discussed from its
inception to its final peyment by the treasurer.

mlnjpm mmammnn@_

Yhen the budget is fimally approved by the county sourt it
is sent back to the county clerk who enters the budgeted smount
of each fund and its subgidiary accounts. The budget emounts
for eath amccount in the general fund are entered in the space
provided in the *balence of budget' colwm of ‘exhibit of gemeral
fund warrents ledger'. See Form 5, page 25a. The blank colwms
at the top are filled in with the budgeted smount of each expense
that will be incurred in esch sceount, and the kind of expense i
written in just ebove the smounts.

Mmtm».mrozthmrfﬂnwmm
funds, See Form 8, pege 25b. On the rosd fund form the budgeted
amount for each account is entered im the upper left hand corner,
The different kinds of expenses incurred eculd be ascertained by
reference to the warrants icsued and exarining the supportiag
elaim,

Any expenses charged sgainst the funds sre entered at the end



Wonthyof ==t SREE

KOKE-CHAPMAN CO.. EUGENK, ORE. 68084

WARRANT

NAME
NUMBER

EXHIBIT OF GENERAL FUND WARRANTS
LANE COUNTY, OREGON

—I193—

_ Account

WHAT FOR

MONTH'S
EXPENDITURES

CURRENT YEAR PREVIOUS BALANCE OF
TO DATE BALANCE BUDGET




25a

EXHIBIT OF GENERAL FUND WARRANTS
LANE COUNTY, OREGON

Monh jof - == S0 8 & 1930
L - Account
KOKE"CHAPMAN CO., EUGENE, ORE. 68084
WARRANT NAME WHAT FOR MONTH'S CURRENT YEAR PREVIOUS BALANCE OF
NUMBER EXPENDITURES TO DATE BALANCE BUDGET

Form §.




EXHIBIT OF CLAIMS AND WARRANTS

DRAWN ON ROAD FUNDS
LANE COUNTY, OREGON

Yy R O e - Account

Month of 79348

KOKE-CHAPMAN CO., EUGENE. ORE. 65873

BUDGET ‘WARRANTS OTHER BUDGET
No. TO WHOM PAYABLE WHAT FOR BALANCE ISSUED DEDUCTIONS ADDITIONS BALANCE




EXHIBIT OF CLAIMS AND WARRANTS

26b
DRAWN ON ROAD FUNDS
LANE COUNTY, OREGON g
Month of 193 -
No. TO WHOM PAYABLE WHAT FOR BBAIIJ,IA)S\?(')I‘E W?SRS%AEI;TS DE%;E;}SNS ADDITIONS B%ﬂfgn

Fora 8.
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of the momth and deducted from the budget balance. Thus, after
each month's posting the balance of any fund or account may be
obtained. Any transfers from ome fund to enother are authorized
by the court.

No offsetting enmtries sre made. At the end of the year the
budget balances are ignored, new ,ccounts are set up and new bude
get balances are entered on them, Dudpet estimates sre nerely set
up as marks to shoot at and no attempt is made to elose out the
eccounts at the end of the year or to show or carry forward the
surplus belance to the next period.

All of the gemeral books ere operated om a single entry
systum end represemnt only memorandum sceounts. It is true that al-
rost any kind of information desired may be obtained if sufficient
tmmacrmrtmq:u'ehmuagwﬁuwmw
by the eounty elerk, but it would be very diffieult to obtein eff
hend & true statement showing the fixed asset sccounts, the
current opersting accounts or the inventories of supplies, ete.

¥hen the budget is received the total of the estimated
revenue should be set up with an offeetting emtry to some income
aceount and a similar procedure followed when taxes ere levied and
paid. Such & system is edventageous from the standpoint of comtrol,
accuraey, the preparation of statements, and in meking possilble
the presentation to the publie of the true condition of the county
at any time.



The Varrant

mmdmnuma&ogmmdu
eounty and consequently all claims smst be filed in the clerk's
office. A eolaim represents a dobt owed by the sounmty to the
person presenting it. A claim must be made out settinmg forth the
nature of the elaim, the smount due, and the fund from which it
is to be paid. Then such a elaim ie properly filled out and
signed by the payee it is semt to the coumty court for spprowal.
See From 7, page 27s, for elaim used in Lene County. Any one of
the two commissiomers snd the county judge must sign each claim
and spprove it before a warrent mey be drawn. All cocunty warrants
exeapt schocl warrante are issuwed by the county clerk,

After securing the g provel of the olaim by the court, the
ecounty clerk draws & warrant for the emcont newed im the eleim,
Under the pregent system there are different warrants for sach
fund, and these are designated by different colors attached to
stubs in & bock snd come in sheets of five. e

The cleim smd the warrant sre entirely separete units and
both are drewn without the signeture of the tressurer. 4 much
better method would be to have the claim attached to the warrant
so thet the person receiving the warrant would also have & stote
ment of the items for which the warrant was drawm. The treasurer
munamhmuammmma.

Fach werrant when msde out is run through a cheek protestor



Z—All claims must state in detail dates of
e or dates supplies were furnished, rate per
month or year, or price per unit. Claims not

27a

ing these items will be returned for correction. e 19
LANE COUNTY, OREGON
TO DR.
ADDRESS
DATE NATURE OF CLAIM AMOUNT
A A M SHE T ,' S e R Wb el O S i i e 1) | S el )
; Cleim : 3 e e

ereby certify that the
above bill is correct |

| hereby certify that | performed
the labor or furnished the above

}
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AN o T PAYMENT OF THIS ACCOUNT
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------------------------------------------- County Commissione;
T T County  Commissioner
Warrant No.......... . i

Kagene, Ope.t = Lo 4o 0 o S B SO

County Clerk: Please deliver warrant for within

Payee




zachine, and the musber snd the amount of the werrant is placed

on the stub to which the warrent was attached,
The warrant is then emtered im the werrant register. GSee

There is a warrant register for each fund, and

The following routine is earried out vhem warrents sre drawm

in groups, such as selaries, ete.

{6)
The Clerk chels the
warrant with the »ill
for erras.

{7
Clerk writes werrant

register from the
warrants;



WARRANTS ISSUED
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TERM , 19

‘Lﬂhen Cancelled

No. | To Whom Pay. [Delivered Io | Vhat For Amount
Form 8.
Clerkis Warrant Register
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The cash position of the eounty is not always such thet it
can redeem its warrants in cash. Vhen such is the case the warrants
are presented to the treesurer for payment and the treasurer signs
his neme in the ppper left hend cormer merked "presented end met
paid for went of funds". The warrant ie then stemped with the
next serial muber opposite the register nunbey end the warrant is
entered in the treasurer's warrent register book which is kept by
funds. See Form 9, page 20s.

Yarrents that ere not registered in the treasurer's office
do not draw imterest. They must be registered before imterect
may be earned. All reglstered warrants ere called for payment as
fast es cash acoumulates. Yarrants sre called in the order in
which they ere entered im the warrant register. After sufficient
funds have acoumulsted the treasurer places in the newspapers of
mmnmmuwﬁmmmmxa.___hb.
e 7111 be called for payment om a certein futwre date.

A1l interest om the warrants called is computed by the
treasurer and entered in the werrant register, extending the totals
of each to be paid., See Form §. Interest ceases on the call
refers to the werrent register, finds the number of the warrant,
fills in the interest and totel amcunts on the warrant smd makes
out a check for the amount, or pays in cash if the warrant is for
s szall acount.
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Then a sufficient number of the warrants called have been
m.mtmmq;tmmnum.zw
ing all the peld werrente by warrast nusber end the amounts of
each, mmummm‘wmmwmtw“
to the ccunty elerk.

mmwawm&mmmm
Mﬁcmm«uﬁ.ﬁﬁn“uwmwrwd
then sorts them according to funds. After this is dome, he
Mm'mmﬁm'uxmermmmm,
Form ¥o. 8, page 28a. The werrsnts are then placed in & heavy
sanille envelope and £iled by date, by fund end by werrant mmber.
The werrants ere not placed in a permanent file until ell warrants
for the partieular fund have been cancelled.

mm&muucun-m-mmrgmmam
fevent funde in the clerk's office and the warrants are used as
a basis for charging the respective funds to which they apply in
the tressurer's office, The tresgurer's cash is not eredited
until actusl cash payment is wade at which time cash is credited
end the funds cherged es per the total shown on the total column
on the left hand side of the wrrent. fach fund is thus cherged
with the smount of interest which hes been esrned on the warrants
drewn sgeinst thet pertieunlsr fund.

The !rmw'srm

¥eny of the books used by the treasurer have beem mentioned
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during the discussion of receipts and disbursements, The relation-
ghip that exists between the different secounts will bte discussed
here in order to give an idea of the operstions of the treasurer’s
department.,

As was mentiomed previocusly, sll daily transactions are
entered in & journmal known as the treesurer's day book and posted
et the end of each day. For instance taxes received from the tax
department will be recorded as a debit Cash end a eredit to Un-
segregated taxes. Vhen werrents sre paid an entry is made debit-
ing the different funds and crediting Cesh. At the end of the day
these items are posted to their respective aceounts.

The cesh book hes already been deseribed. See page 24. It
is debited with all recoeipts and is credited with all disburserents.
A1l payments and receipts are supported by warrants or receipts.
is has previously been mentiomed, the cash book is reslly a control
of the five bank sccounts.

Sehool werrants sre drawn by the respective school districts
so that they do not pass through the treasurer's office. Ledger
sccounts of all sehool districts sre kept by the treasurer and
when they sre in need of funds the treasurer orders the bank to
trensfer the smount ordered from the treasurer’'s acocount to that of
the sohool district end then sends the school distriet a receipt
for the signeture of the sehool clerk. After it is sigmed it is
returned to the treasurer's office.



OFFICE OF TREASURER, LANE COUNTY, OREGON

Eugene, Oregon, District No.

Warrant No.

Received From Grace Schiska, Treasurer

Warrant In Amount of- Dollars $

Taxes For.

Pagt experience hes proved this method very Wutcry,
es many of the cistriet clerks meglect to return the receiptss
therefore, there is no recoréd obtained concerning the transferring
of funds, 4 better method would be to meke it necessary for the
school clerk to sign and return the receipt before funde sre trange
ferred,

For the treasurer's information a journmal is kept of the bank
acoounts of all school districts which shows the balence om hand
et all times. All school werrants must of course be presented to
the tressurer for payment, but when paid they sre returned to the
school district from which they originated. No reeord is had of
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the expenditures made by the shool districts. Ia order to provide
records of such disbursements, school warrants should be retaimed
by the eounty clerk end filed by districts, returning %o the
sehool elerk for his recorde a signed slip listing all the warrents
received and paid.

mmmmwmzﬁagmmm
are kept on ledger sheets snd postings are made by machine,

mmww

The treasurer keeps & file of all bonds redeemed and all
interest paid on coupons. Each bond number is placed at the top
of a manile folder,size § x 143 , on the outeide of whieh is placed
the title of the bond, the total issve, demominmation, masturity
date and intercst rete. On the inside of the folder is a space
for the bond and eighty small squares mumbtered from left to right
to which each coupon is posted whem paid. Mhnwm
arrangenent and its use is to be eommended as it gives a complete
record of each bond. FRecently & lew has been passed prohibiting
munieipalities from issuing other than serial bonds, so that the
use of this unique method of keeping cancelled bonds will be
greatly inereased.

At the begimning of each year the treasurer computes all
bond interest and adds to thet the amount that will be needed to
redeen bonds falling due. This amount is withheld from all funds
in order to insure bond interest payment snd bond redemption.

260201
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This is en excellent practice as it prevents any possibility of
defaulting on scheol and county bonds.

A11 school and coumty bonds when issued ere entered im the
bond register. See Form 10, page 33a. This adequstely takes
gere of all bonds that are issued end all imtersst coupon payments
thet ere made, The bond records should logleally be kept in the
clerk's office leaving to the tressurer the duty of receiving end
disbursing cash. Under the present method records of bonds sre
kept in both the office of the clerk and thet of the treasurer
causing ummecessery duplicetion of work. The clerk must heve accems
to the bond records when drawing the werrant. Any cther record of
them is superflucus.

The Clerk's &

411 of the scoounts used in cunnection with the drewing of
the werrsnts have been discussed.

In Lene County & seperate office is used for the receipt of
mfmamu-h.mhs.m..mam
dog, and beer, licenses, ete. Iach transaction thet is made in
this office is entered in the fee book which has coluwms for the
No., dete of reception, nae of grentor, neme of grentee, kind and
So. of instrumemt, the recording smd eireuit sowrt fees, probate
ecourt fees, marrisge license fees, signature of the treasurer,
to whom delivered, book and page recorded, snd date delivered.
Each entry is given the mext serial number, and on all instruments



Neme of Bond Issue

Series Date Sold
Nominal Rate of Interest % Interest Payable
Effective Rate of Interest %

No. Par or Date Date |Priece at |[nterest Coupons

of | Bond Holders Face of Ret. Thieh

Bond Value | Mat. Retired || First | Others

Form 18.

Bond Register




Dete of Issue

imount of Issue, &

Amount Received, §

Price

Coupons

Last

D..t@ Pd d

Date Pd

Date Pd|Date Pd

Date Fébato Pd

Date Fd
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that are received for recording and filimg there is placed the fole
lowing sticker on which is starped the time end date received.

State of Oregon,
County of Lane—ss.

I, W. B. Dillard, County Clerk and ex-
officio Recorder of Conveyances, in and for
said County, do hereby certify that the with-
in instrument was received for record at

MAY 281934 M
and
Recorded
In Book on Page ..........oh
Lane County........ it Records.
County Clerk.
By Deputy.

The cash received is placed in a cash register, and a cash
register ticket is given out ss s receipt., The treassurer comes in
daily and receives the cash and places his signeture on the fee
book jJust under the last entry. At the end of the month the
treasurer posts the total received from the fee book in the tressur-

ér's cash book and eredits the general fund Imergency mecount
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and gives a receipt to the fee department for the total receipts
of the month,

In sctual practice, however, the tr-ssurer does not pick up
the cash daily but only whenever it is felt that enmough money has
been teken in to meke it worth while. The cash should de de-
posited deily with the treasurer and s receipt cbtained for each
deposit. The items meed not be listed, since they sre all deposited
in one sccount. At the end of the month the treasurer could check
the total of the fee book with the total receipts and the cash
register tape.

There are five enmployees, a part of all of whose time is dew
voted to the recording and filing of all records yresented to
the fee department,

The county at present has seven sctive funds. They ere:
general fund, rosd fund, market rosd fund, bond redesption fund,
old age pension fund, dog fund end county school fund, See
bBudget for Tear 1038, page 14s sud b. For all of these funis
Form §, page 28a, is used except the road fund for which Form 6,
rage 26b, is used., Jimny transfers from one fund to snother must
be authorized by a werrant from the scunty court,

A bond register is kept by the olerk and is a duplicstion of
Form 10, pege 34a, used by the eounty treasurer,

in insurence ledger is kept Ly the clerk with columng headed:
polioy Bo., ccupany, expirstion dete, insured upom, face of poliecy,
and premium, Insurance is earried om the followings ecurt house,
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ecunty jail, public liability, ecunty fair, shops, poor farm, rest
cottage, dwellings, check or draft alterations, and burglary.

The smount of insurence policies sre szall and the method in use
scens to be adequate to £it present needs.

Some of the most importast items of which no records are kept
are fixed aasets, equipment and supplies. The most important of
thess “rom the standpoint of current operations is the item of
supplies, A1l supplies are purchased out of the egquipment fund,
which is a general fund sceount. During the year all purchases
of equipment and supplies are charged tc this fund, ifter the
eurrent year is past no further record is kept of the emount of
nateriels, supplies, equiprent, or any other items purchased dure
ing the past year. As far ss the county records are concerned none
of these items exist.

Mnxmnmwmm&n:m«aw
ment which camounted at that time to mearly $60,000. Some resord
should be kept of such a large investment, pertieularly whem a
large pert of it ie composed of meterials and supplies. It would
be stretohing the reeln of the imsginetion to cemceive of any
wodern business opereting with a sizdler amount invested without
et least keeping some memorandum records.

Ho requisitions ere issued for meterisls used. The materials
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used on road repeirs would be cherged to maintensnee, but any price
wight be used, as it is doudtful if the actual price of nany of the
materials used is kmown.

in inventory should be taken each yeur of the meterials and
supplies on heand. All materisls and supplies used should be
mnmumm-ummumwmyma
cherge of all stores. Under the prosent system there is e tempte~
tion to have large stocks om hand rether tham to carry the inven-
tories at & ninimun, There is elso danger of theft. Repairs to
machinery sre sade by the shop workuen, which necesssitates keeping
a supply of tools, sume of mhich ere very expensive.

A1) fixed assets ineluding equipment and mashivery should be
set up on the books in order to show the amount of money that is
invested therein end to afford & record of the purchase and sale of
suy such items. In lien of deprecistion, it is wise to use the
method already in effect of cherging renmt to esch job based on the
smount of time the egquipment is used on the job.

County Enmpiuveer’s Cost Hecords

Yo itemized cost records for the construction snd meintenence
of roads is kept by the county clerk. This duty falls on the
eounty engineer. All time sheets end a record of materisls used
in construction end reintenence of rosds, bridges, ete. are sent
to the engineer to be entered on his records, After they we
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recorded Lhey are returned to the county clerk to be filed., See
l‘mll.pcgq&h,tﬂrtiumm

The coumty emgincer is im cherge of all comstruction snd
saintensnce of county smd merket rosds. The rosds in the sounty
mmqmﬂudm and each division is given a number,
subdivided, snd lettered alphabetically. The different kinds of
road construction snd mmintensnee sre bBroken down into verious
subdivisions and given nmumbers to designete each,

To illustrste: Hepaire have been mede on roed division No.
1, northern sectiom A. Crushed rock was hauled and pleced on the
road. mmw-pmnronm:laqunmckyﬁt
total mmount of lsbor and expense. INech division and subdivision
dﬂﬂ”cm&.lmwm-imw.
mmwmxum«-m-p.g.mmtpwmm
of road. At the end of the year the totelexpenses of construction
and reintensnce of cach small division of all eounty end merket
roads is kmowm, mmm.:n-huammmhh.m
umwmmmmmmawworﬁ-
Mywumtmuztmm.um%mmw
all the pest years*reports end add them together,

4 much better plen would be to hove sll the sctusl construction
costs of all roads cerried as & cherge %o am appropristion on the
Wmmxmmtuaw-cmﬂmmmm
Atmuammmtmm-msmwnmh
mupmﬁ-a@lmm.rn-ﬁhGWimM



LANE COUNTY, OREGON
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PAY ROLL NO.

PAY ROLL, MONTH OF 2198« CGOUNTY OFFICE

We the ur(lidle)x'figne}(‘i, \\{)hose 1%‘ufimes
‘are subscribe elow, hereby certify on
ENTER BELOW THE DAYS OR PART OF DAYS OF LABOR PERFORMED _honor that we have performed the ser-
N Tl e Amount Xices as herein r%ndered, and that t‘Ke
shs 0. O ate p ave not received payment on e ¥
I Posttion Days Month Due Warrant No. same or any part thereof, and that the REMARKS e
amounts set opposite our names are
justly due us from Lane County.

112/3/4/5/6/7 /8910111213 [14 /1516 17 1819 |20 21 |22 |23 24 25 26 27 2829 30 31 SIGNATURE

10

Form 11.
Time Sheet

11
12
13
14
15
16
17
18
19
20
21
22

INVINIVIO J0 HYALVNDIS HHL LOOHLIM NMVIA HE LON TIIM INVIYVM

23
24
25

TOTAL

1, being first duly sworn, depose and say that the foregoing Pay Roll is just, true and correct; that the persons whose names appear thereon actually performed labor as stated on the
dates shown, and that the amounts are actually due and unpaid.

Checked by

(SEAL)

County:.

Subscribed and sworn to before me this ; day of

County Clerk.




NO. OF CLAIM AND WARRANT

FROM ..

ADDRESS ..

ACCOUNT OF

AMOUNT, $ieeeeee

BEBEIDY St O e s Ol Moty 1 S0

County Clerk.

Deputy.

ALLOWED IN THE TOTAL SUM OF

Dated this................day of....

Commissioner.




CHAPTER IV
PROFOESED SYSTER

Introduction

A11 of the most importent cffices and accounts in the sownty
Nave hosn Clasaossd snd ertbicians sade of sesh, The Susk o
hand 18 to sttempt to correct those faults ss they exist and to
Justify changes suggested both from the standppint of ecomomy and
better sscounting practice. | -

Basie ,

For the benefit of those who ere mot femiliar with the modern
methods of munieipal scsounting it is thought best to give the
besie entries thet must be mede fros the time the budget is prepared
to the actual closing of the books at the end of the fisesl period.

A11 of the gemeral books will be kept in the clerk's office,
50 that vhen em entry is stated as being mede om the gemerel books
it is to be understood that the books in the elerk's 6ffice are
the omes referred to.

vhen the budget is finally epproved by the eounty court an
entry should be made in the gemersl books debiting Istimated
Revenue and erediting Surplus Available for Appropristion. This
entry sets up the total revenue expected, the surplus account
being the clearing account when sppropristions ere made. See Form
12, psge 40a, for the entries snd sccounts which they effeet.



FOR¥ 128
I LUSTRATION OF 8A5IC

ENTRIES

Surplus fvailsble for Approp.

Oeve i

fow Guesa
e
Este E%eav:dmzim Jes. for Unccllestible Tames
Goeen oo Frmes
CAP thital tagsots
(leowa f_ g'a.
5‘:

sweithen the budget is approved.

bweihen taxes are levied, debit Taxes Receivable end eredit
Egtimsted Revenue with the smount that it is estinated will be
received and eredit Leserve for Uncollectible faxes for the
exmount believed uncollectible.



FORE 12
ILLUSTRATION OF BASIC ENTRIES, CoNT.

ce=ihen sppropriations are nade for the verious funmds, debit
Surplus Aveileble for Appropristion end eredit Appropristionm,
which is the conirolling sccount for all the funds.

dewincome expected from f-es, mmt debit Gemeral Fund
Feeeipts end oredit Estimsted Revenue with the expected receipts.

e--then taxes and estimeted gemersl fund receipts are collected,
debit Gash snd eredit Taxes Receivable and Estimated Ceneral
Fund Receipts.

r;-&-wmumm,wswuumm
of which it is the econtrol end eredit Cagh.

g=-then fized assets such s equipment are purchasged, Appropristion
is dedited and Cesh is oredited. At the same time the cepital

saset is debited and Cepital Surplus is credited.

g'=hssets tokem into the eapital fund ere debited to the asset
account and eredited to Cayital Surplus through the capital
sceounts jJournal.
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A% such time when taxes are levied an entry should be mede on
the general books debiting Taxes Reseiveble and crediting Zsti-
neted Hevenue and Reserve for Uncollectable Taxes. Taxes Heceive
sble may be thought of as Accounts Reeeiveble for an industrisl.
Sinee they represent & part of revemue they should be credited to
that account snd, of course, removed from the levemue ledger,

The Revenue Ledger is a ledger giving the detail of the estimated
revenue,

4 eredit is mede to Reserve for Uncollectible Taxes for the
anount of taxes levied that are estimeted to be unccllectible durw
ing the yesr,

After the taxes are levied the sporopristions mey ‘e mede for
the verious funds. The ippropristions scecunt is the comtrolling
sceount for all the accownts,which sre in effeet the subsidiary
accounts. Vhen the sppropriatioms sre made, Surplus Availeble for
Appropristion is debited and Appropriations and it subsidiary
aceounts are credited. This entry is mede for cach fund., It is
against these sppropriatioms that werrents will be drswm.

¥hen taxes are collected, Cesh is debited end Taxes Feeeivable
is eredited. If sll the taxes are collected, the Heserve for
Uneollectibele Taxes ie closed into Surplus Available for Approprish
tion.

Eost all of the expenditures vede during the yesr are de-
bited to appropristions ami eredited to eash. Cspital asset
entries are made separate and distimet from the curremt entries.
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nwumw&mwmmﬁuumau
Approprietions end & eredis to Cesh on the current books. Om the
fized ssset ledger the ssset ie debited and Cepitel Surplus is
eredited. '

. Fech fund must have its own gemeral ledger or have its own
set of secounts, trial belamee, ete. Alsc each fund sccording to
the proposed system will have & coxplete set of other bookss cash
books, voucher warrant register journsl, ete., Therefore, there
eould be no slip up in bnowing the exect balance of cash or
warrants outstanding or in each fund, At the end of the yesr all
of the curremt mecounts are closed out to Surplus Availsble for
Appropriation.

¥ith the above explanstion of the general procedure in wind,
the deteiled explanetion of the proposed system end the forms
necesssry for its operstiom will now be taken up.

The County Clerk's Office

The clerk's office would be the central office and would have
charge of all of the gemeral books. The treasurer would be the
officer in charge of all funds of the county snd his only duty
would be te receive end disburse cash. 211 trensections of the
county would, however, pass through the central office. The
elerk's office, therefore, sppears to be the logiesl plece %o
begin the diseussion of the accounts to be used.

¥hen the budget is finally epproved by the county court am



entry is made in the gemeral journmal debiting Fstimeted Revenue
and erediting Surplus Aveilable for Arpropriation, meking the
proper explsnetion of the enmtry. OSee Form 13, page 43a, for gem~
eral journel, The journal emtry is them posted to the gemeral
ledger and to the proper sccounts. See Form 14, pege 43a. This
sets upon the gemersl books the total revemue that is expected to
be received to meet the appropriations thet will be mede.
submitted to the assesgor, The sssessor them computes the mile
lage as under the presemt system emd writes up the tax roll. After
the bosrd of equalizetion has met and the extension of the tax
rell hae been made, the assessor must secure a written order
from the eounty court to turn the tex roll over to the sheriff,
A copy of the order is sent to the ecounty clerk who will make an
entry in the general journal debiting Texes Receiveble for the
azount of the tax levy, and creditin Fetimeted Hevemue. The entry
is then posted to the general ledger.

The sppropristions should now be mede setting up the amounts
badgeted to all funds. To accomplish this s general journal entry
Mhn&mmummammwmw
erediting Apropristion: snd the subsidiery accounts. The Burplus
svailable for Appropristion sceount in the gemersl ledger would be
be credited. All aceounts of the appropriation ledger ere sub=
sidiary, consequently eredits must be made to all subsidiary
sccounts for the smounts set forth in the budget. This is done om .
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GENERAL JOURNAL Page No,
. oot | General Gzngfal
Date Description Fund it Ledger || || Ledger . |
E No. | Debit || Credit |
Form 18, -
GENERAL LEDGER Account No,
Fund
Account =
Dete Deseription FOIV Debi't Credit Cr. Bal.
Form 14.

\
A\

3
\

T\
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Form 8§, pege 25a. This is the form used at present and the only
change mecesssry would be in the title by substituting *appropriae
tions snd expense ledger' for ’ui;ibit of general fund warrents.?
The proper expemse aceounts cen be pleced in the blank spaces
provided end the totals of the expense columns will show the total
expense incurred in cach account., These mey be surverized by
funds st the end of the month showing in detail the distribution
of all expenses. Fach fund should be given a lettesn as General
Pund A, --Foad Fund B,-- larket Road Fund C,--eto., and the ec=
facilitated.

Tax Collection

The system in use in the tax department =t present will be
continued. The tax momey received during the day should be
turned over t¢ the trcssurer together with the register tape. It
is, of course, understood that the tax reeceipits are checked agsinst
the register tape by the tax collector to be certain that mo
receipts sre missing. The treasurer will count the cash end
reconcile it with the total of the register tspe. The trecmsurer
ﬁinﬁm'mtmipt%ﬂ.m»lme“m
anount of cash collected. See Form 15, pdge 4de, for receipt
used. The receipt book used is bound, sede out in triplieste snd
numbered serially. mmlhgim%&tuxwm,



RE

=
Date 19

CRIVED OF the Cheriff end Tex Collector of lLene County, Oregon,
the following smounts of cash, covering:

- %ax Beceipts To. to inclusive
15 " L] L &«
18 R o - o ™
19 gEea " " " ®
= P © w “
~ Total
Cash short :
Cash lomg

County Treasurey

Form 15
Receipt for Taxes

¢ ; Roe
» Oregon 198
Fund
Aecount
Received of
Dollers
For

LANE COUNTY, OREGON

County Treasurer

Form 17
Receipt for Other
Collections




the duplicete to the clerk end the triplicste is left in the
receipt book. 7The shortage or overage of cesh received should
be noted on the lime provided in the receipt.

Hiw tion of C-sh

¥hen the clerk receives the duplicete, s genersl journal
entry is rede debiting Unsegregsted Cech end érediting Texes
Reoceivable in the general ledger., The Unsegregeted Cash acooumt
is used to designete the cash thet bas nmot been sepregated as to
funds until the tax turnover sheet is received. At certain time
of the year when tex ecliections are the heaviest, it is im-
possible for the bookkeeper in the tex depsritment to mske out
o turnover sheet for the totel receipts each day. The Unsegregated
Cesh account is used to teke care of this situstiomn.

The tex turnover sheet, Form 3, psge 18s, will be used by the
tax collector which is made ouwt im triplicete. Ume copy oes ®o
the treesurer, one to the elerk, and one is retained by the tax
en entry in the gemeral jourmal, debiting esch fund in the cash
receipts book end erediting Unsegregeted Cash, See Form 16, page
468, for cash receipts book. Fach fund has its owm cesh receipts
book. The balence of the Unsegregated 8ssh end of the cesh im all
the funds will give the total of the cash st all times.

The treesurer will, upon the receipt of cash from the tax
collector, make a general journsl emtry debiting cash end






erediting unse regsted funds. These items will be posted by
machine to the ledgers now in use. Vhen the tex turnover sheet
is received a gemeral journsl emtry will be made debiting
unsegregeted funds ond erediting the different fund accounts.

¥hen essh from Fstimsted Revemue, which inciudes donstions,
fees, fines, licenses, poor farm sales, ete, and from other
funds is received, s differedit receipts book will be used for
issuing receipts. See Form 17, pege dda. This reeeipt book is
to be used for all funds, bound, mede out im triplicate, end
nusbered serially. 7The originmel is givem to the ome depositing
is reteined by the treasurver.

. After reeeiving the receipt the clerk mekes a general journal
and erediting Fstimated Revenue, and if it alsc inecludes receipts
not imeluded in estimsted revenue, them Surplus Available for
Appropriation would be oredited in the gemeral ledger. The treasur-
wmmsmmmmim&*mmm
the funds to whieh it applies. These are them posted to the
proper accounts, :

The proper disposition of all regular recéipts has been
diseussed, and now the items on the disbursement side of the
eash ledger will be discussed.

The ?m,gw crant

In order to insure proper disbursements s voucher warrent has



a7

been made to be used im meking all payments. See Form 18, page
47a. There will be a voucher werrent for each fund, with a dif-
ferent color for eech fumd, A pad of vouchers will be printed
for emch fund, nunbered serislly, and having s duplicate page
exactly like the voucher warrant except thet the duplicate will
ot Dave & wesher chosk attashed. Instead of the voucher cheek,
a space is provided for the distridution summary., See Form 19,
page 47b. The csrbon used between the origimal end the duplicate
will extend enly to the warrant ending at the perforated linme,

The mature of the claim, the amoumt, the fund to be charged
end the meme of the payee sust be filled im by the clerk. The
mtiadwﬁ:whﬁﬁ&aww.mmaam
voucher. Mpnwﬁttﬁp&mmm'ﬂhnnhﬁt
county eourt for approval. The voucher warrant is then semnt to
the county court shere it must be approved and signed by the county
judge and one or both of the county coamissiomers. Them it is
mwmmmmumwamm
Warrent Register, the descriptiom, the emount and the extension
of the smount in the proper colummns provided., See Form 20, pege
47¢. There will be a voucher register for each fund. |

At yresent there are seven active funds so that sevem voucher
warrents and seven voucher registers will be required. Difficulty
will be experienced in suditing beceuse of this emount of voucher

registers, but the use of different eolors for each fund will



LANE COUNTY, OREGON

To

Voucher Werrant N@.

Date

478

19

Address

Dra

l Date

Quant ity

r Price

Neture of Claim

Gr

oss Am”g.yr Net Am't,

Porm

18,

Toucher Tarrant

It is ordered that warrant om ‘the

Fund be issued

Register No,

Presented and not paid
for want of funds.

Voueher Warrant No.

. County Commissioner

Approved By:
County Judge

County Commissioner

Eugene, Oreg

Check No.

Date L NAME OF BANK
County Treasurer Pay to _or Beerer
Dollers
Paid 19 Fund.
Principal § For,
Interest $ By Order of the Board of Clerk
Totel $ County Commissioners BF Deputy
: Treasurer

County Treasurer

.




(Attach all invoices end

substentisting papers here.) Voucher Warrent No.
Dete 19
LANE COUNTY, OREGON
Te Dr,
Address
Date [Quantity Price Neture of Claim Gross Am'te] Net Am't.,

Form 19

Duplicate of Voucher Warrant

t

It is ordered thet warrsnt om the

Approved by:

County Judge

County Commissioner

. Payee

County Commissioner

‘Pund be issued

Distribution Summary

Account No

Amount

Accounts Charged
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eliminete most of this.

" The voucher s then signed by the clerk and is semt to the
treasurer for payment. The olerk fills in the distribution
sheots or other substantieting papers to the upper left hend
corner. mmnmmtuwmwm
voucher werrant mumber plased on the outside. The fund om which
the werrant is drewn is elso written in the spsee provided., 1%
is then reedy for filing. ' :

m-mmbﬁummumbyavm
warrant approved by the eourt. |

The sehool districts will comtimue to drew their own werrants
as before, but im order to receive funds on vhich warrants are to
be drawn they must epply to the county elerk for & warrent for the
emount desired, Vhem the eancelled warrants of the school dis-
mmmmzm‘mm&mwmwyammnn
return a receipt for the total received and file the werrents by
districts. In this way all school warrents will be on file where
they can essily be referred to, |

22 the Wweaswer daes ek Suve suffickent cush %0 pay the
warrent he signs his neme in the space provided in the upper left
hand cormer of the werrent, enters the dete end the next serisl
register number in the treasurer's warrant register. See Form 9,
pege 29a. The warrant is them entered in the werremt register



and the treasurer signs his name to the warrant, mm
sust be registered to drew interest, If the treasurer has suf-
MMﬁmmw,hﬁmhhm.ném,
the warrent in the jourmsl. He then gives it to the payee, who
may now cash it at the bank. All paid warranis sre credited te
mﬂd&ﬁﬁh&&imm

kt%ﬂ#%nmﬁ%tiﬁ%hﬁ?&&im
in the voncher werrant register. WM&#MW%
the right of the dste paid column should equal the total of the
voucher warrants payable column, mmmmw
used for the road funds will have districts emtered in the blank
colum opposite the deseription colum. For other funds the
account nsumber would be placed there. “aterial purchased for stores
is debited in the stores ecolum, ¥York im progress is debited
when meterials are purchesed for & perticulsr job. The other
colums ere self explanatory.

;mamummmﬁmmnwm
ﬂ%m&aﬁﬂ&&’hnﬁmﬁm&.m&m
Wasmmwmm’mmm;umm
the totsl of the voucher warrsnts payable colum to the essh of the
fund nened et the top of the voucher werrant register.

Mutm

Vhen the treasurer sccumiletes sufficient cash, he will
advertise in the newspapers of the county that werrents registered



50
up o a certain mumber will be called for payment. He then som-
putes the smount of interest due on easch warrant and enters it in
the interest cclumm of the treasurer's voucher warrsnt. The totsl
interest to be paid will be determined from the total of the
intercst columm and the treasurer will meke a request to the elerk
for a warrent for that amoumt,

The clerk will them drew a voucher warrant and, after having
it epproved in the regular mamner, will enter it in the wvoucher
register. It will then be presented to the tresswrer who will sign
it, meke the proper entry on his books and cash 1t at the bank,
The funds thus provided will be used to pay the imterest due on
the werrants when preosented for peyment, All warrents beering
interest must be presented to the treasurer sho will enter the
anount of interest in the pace provided, sdd it to the prineipal
sume, sign his name end plece the date paid in the space marked
paid. The total imterest will them be paid by the tressurer end
8 check made out for the principel emount stated in the werramt.

A% the end of each month a turnover slip will be prepured by
the treasurer listing all peid warrants by warrent number. 7The
cancelled date is entered opposite the warrants listed in the tmea=
surer's voucher werrant register for those that have been paid.
An extyy 1s then mads credtting Gash snd debiting the scecusbs des-
ignated by the cancilled warrvants listed in the treasurer's voucher
warrant register,

The turnover slip together with all cancelled werrants ere
then sent to the clerk who checks the camcelled warrents sgainst



the turnover slip and files them by funds, Ly werrant nusbers,
and by months.

The Bond Register

The bond register is to be kept by the clerk. See Form 10,
puge Sda, All county and school bonds issued will be entered in
the gemerel journal, debiting Cosh, debiting Bond Disecunt if sold
below par, and craditing Bonds Payable. The jourmel entry is them
posted to ths gemsral ledger and each bond ig entered in the Lond
register. At the begimning of the yesr the elerkwill compute the
ancunt of bond intercst and bond redemptions that must be wet
during the year and notify the treassurer to retain sufficient funds
in order to meet such payments when they fall due., The treasurer
need not keep a bond register ss it would be dupliceting the work
of the clerk. Redeemwed bonds end paid interest coupons will be
filed in the clerk's office aad placed in manila folders previously
deseribed. ‘

¥hen bonds ere to be retired out of current income, a voucher
werrent will be drawn debiting the appropristion for this redesp-
tion if such werc made, If an appropristion were not made and it
were desired to retire the tonds out of surplus, them the charge
is to Surplus Availsble for ipproprietiom. If the bonds wers for
copital improvements and are alresdy on the Capital Fund, & journal
entry on this fund should be mede shurging Bonds Payeble and
erediting Surplus Invested in Cepital Impmoverents.



Stores

Becsuse inventoses of materials and suppliss represent a lorge
& group of forms have been prepared ‘o provide s check on them,

Under the proposed sytem stores will be an sccount in the gen
eral fund, A1l purchuses for stores will be charged against the
agcount ‘stores' in the appropristion end espemse ledger and to
the eontrolling account eppropristions.

i stores ledger will be used at the shop. On it will be em-
tered meterials and supplies ordered, received and issued. See
Yorm 21, pege 47¢. The ordered column is werely a menorandum of

it the top of the stores ledger should be placed all of the
inforsation comcerning the article carried, ineluding the loestiom,
unite carried, end the maximum and minisum supply thet should be
kept on hand. Then the supply on hand has reached the minimum, the
pereon in cherge of stores will fill out e purchsse requisition
for the amount wanted and send it to the county slerk. The
requisition is in & pad form end should be made in duplicate.

See Form 22, pege 52e.

The elerk will fill out s purchase order im triplicste and
send it to the county eowrt for approvel. ¥"hen approved, the
originel is meiled out, the duplicate semt to the storeskeeper,
end the triplicete is retained by the clerk end filed. See Form



STORES REQUISITION , Witgie il
: ‘ Date 19

To Storeskeeper:
Please deliver the following meterial te

Charge Acc't. No. Fund Job Order No.
Deseription uQuantity PricJ Amount
Form 24
Dete entered on Stores Ledger 19
County Engineer
' ‘ By
PURCHASE REQUISITION No.

Lot
County Court:
Pleese order the following for stores
Or Job Order No. /
Date wanted Ordered by
Order from :

Approved By:

Storeskeeper

Deseription " Purpose : Quentity | Unit 7 Size

Form 22




23, pege 53a.

Then the storeskeeper reeeives the copy of the purchsce order,
he enters it in the ordered eclumm of the stores ledger. Them the
goods s«re received the imvoice is sent to the storeskeeper who
checks the amounts received against the imvoice, emters the quantity
and priee in the received eolusn of the stores ledger, signs the
m«.ﬂumnhmm The olerk then draws a
warrant for the amount of the inveiee, placing on the invoice the
date peid. It is then filed smomg the paid inwoices. The werrant
procees through the accustomed chamnel. ‘

Stores 'ﬂiﬁiﬁw

m:&-nuzumwmmawmmm
tenance or repsirs s stores requisition will be filled cut and
signed by the county engimeer or ome of his foremen requesting the
naterials needed. See Form 24, pege 52a. This is prosented to the
storeskesper. It must e made out in triplisste, the ariginal
being retained by the engimeer, the duplisste retained by the
storeskeeper, and the triplicste sent to the slerk. The stores-
keeper enters the requisition on the stores ledger, fills in the
date paid om both the duplicste end triplicste copies of the stores
requisition end them sends the third copy to the eclerk,.

Fthen the clerk receives the stores requisitions they sre






54
mnc_mmuuﬁnmmm. See Form 25, page
54a. This form 1s used so thet only ome entry will be required at
the end of the momth. it the end of the month a general journal
entry is made debiting the totals of Appropriation end Work in
Process end orediting the total of the stores eolumm %o stores.

Job Orders

A job order is made out by the engincer end all materisls,
mmn.m,.u.wammumumm
order. It should be made out inm dupliecste. Sece Form 26, pege
54b, Vhen the job is finished the engineer fills out the summery
in the lower right hond cormor end sends the duplicate to the
eounty elerk,

The machine rentals cclumm here may nved some comment, Ore
dinarily charges for depreciation of machinery snd equipment are
not mede in municipalities’ accounts. However, if good accounting
practice is to be followed some charge should be meds for the
wachines used on each job., To fulfill this requirement a plan
is suggested whereby each job would be cherged an estim:ted rental
that would epproximate a deprecistion rate for the smount of time
that a machine wae used on & partioular job. The job is charged
Surplus for lachine Hentals will be eredited.

This surplus scoount should be carried forward each year to
the capital fund books. The transferring of the rental to the
capital aceounts will be discussed below.
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JOR ORDER -
Dete - 19 ; ’ No. -
Date Started 19
Date finished 19
Fund
Account Nos : Account i
Signed:
County Engineer
Stores Labor MaCh%ﬁg Rgg?als Other Charges
AR 1.5, Fol. i bol.
Date Ng. Amount Date |y, |[Amount Date || Ng, || Amount || Date Items No., || Amount
Form 26,
Surmery
Stores Issued
Lebor
Machine Charges
Other Charges
Total C_OS_E‘-__I::MS;
| I ||ferred to J.0. Compy

- Stores Returned mey be Entered by Red Ink Entries.

.




Job Orders Ehm

nmmummmm See Form 27, pege H4a. At
the end of the momth the clerk totals the columns of the job orders
mmmm;mammmm
Amzmmumwmgmﬁumw
eoss. The blank debit columm will be used when work is dome for

&Mmm.mgmmammm

mm;&smﬂmmzmmmwm'mm
gincer, A loose lesf form similer to the one previcusly deseribed
mnnmn&mm.mu&m 413
Mmmmuuerwauwﬂm
mmmﬁum‘ Actusl road conmstruetiom, however, should be
mﬁpumuﬂh}.MMm&dna:m This
up entries of assets om the eapital sccounts will be discussed
when the plant and equipment ledger and its use is desoribed.

Seles

The County of lLene does not have & very lsrge mumber of sales.



Fost of the income through sales is from the county poor farm.
In order to have a record of ell sales made during the year a
sales invoice will be used. See Form 28, page S6a.

¥hen sales of any nature are made & ssles invoice must be
mede out showing the quantity, description, price snd smount of
goods sold. The imvoice must be made out inm triplicste, the
original goimg to the purchaser, the duplicste to be retaimed by
the person in charge of making sales and the triplicste to be
sent to the elerk, Any return sales will be noted and deducted om
the invoice.

¥hen the invcices are pald they are stamped peid end filed,
and @ cash book entry mede debiting Gash end crediting Estimeted
Revemue.

the treasurer will receive the cesh im most instances, at
ﬁi‘ﬁummunimnnﬁﬁh&nmm
the invoiee snd send the duplicete to the elerk who will them merk
the invoice peid end enter the transection as described above.

The Plant and Equipment leder

The capitel fund is sepsrate and distinet from the currvemt
funds. It has & separate journal and separate ledger mccounts.
and posted to the various capital fund ledger sccounts.

“hen equipment and other fixed assets are purchased from the




i13v631¢C5
Lane County, Oregon

Oregon 19
Invoice No.
Order No.
Account No.
Fund
Terms:
Guantity Deseription Price Amount

Form 28.
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eurrent fund during the year s separate jourmsl entry must be mede
in the capital fund, debiting the sseet acquired and crediting
Capital Fund Surplus. The debit is then posted to the plant and
equipment ledger and the coredit to the capital surplus eccount.
See Form 29, page 57s, for plant end equipment ledger. The Gapi~
Surplus d-count is posted to a ledger similsr to Form 18, page
4380

The neme of the ssset is pleced et the top of the plant end
equipment ledger. Tie spaces provided for the cost, estimsted
will be cherged for rentals must be filled im.

If any of the equipment is sold the acset is credited and
Cepital Fund Surplus is debited, On the current fund em entry is
pade debiting Cesh and oreditin Surplus Aveilable for Appropristiom.
All remtals chsrged during the year sre to be teken up on the
capital fund by e debit to Cepital Surplus and a eredit %o an
account called Heserve for Rentals.

At the end of the yeer all current fund sccounts will be
m out to Swplus Availsble for Arpropriatiomn, which repe
resents a current suplus sccound. mmmmmﬁt
mﬁmmwmmﬁnmmmmmm
debit balences will be credited. The off setting uerjm:h
to Surplus Available for Appropristion.



] ; 6%7a
PLANT AND EQUIPMENT LEDGER No
Asset

Cost $ ;
Estimated Screp Value § ‘ ‘ Estimated Life
When Purchased 9. Estimated Rate Per Doy §
. There Lovated

Dete Purshase and Sale Debit Credit falance

Form 29.
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211 funde must be closed out by & sep-rate journsl emtry, as
each fund hes its own set of scoounts,

The accounts left on the curremt books after all closing ene
tries have been made are: Assets; Cash end Stores; Lisbilitiess
furplus Availsble for Appropristion, Them the Surplus Availsble
for ipproprietion has a eredit belance such bel-noe may be used
for sppropriaticns for the next year,

R T AR RS

It hes beem shosm thet Leme Coumby st the present time does
not heve an sdegquate system of seccounting, nor does it provide
any method of setting up cepitel sssets on the books. ‘!!n
effort of the officers of the county to have some kind of record
of all transactions is to be comsended. It is apparent thet they
have attempted to keep the-e as complete snd asccurdtely ss ros-
sible.

The fault is not with the officers of the county, but rather
with the sccounting methods used, which seemed to have evolved
by trial en error attempts to prop up the system ap the need arose.
Mitmlmtﬁiém lsbor. In fact the treasurer's office
m&dmi&yhr&iﬂﬂm@bmet&im
duties given to the tressurer. The clerk's office would scarcely
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