"]-A Budget Allocation Record!

(1-A RED) A1l money expended from 1A Budcet must be recorded as

example indicates behind your Red Index Tabe The 1A booikeeping form should
! t
be used for monies expended bothfrom Revolving Funé if used, or if

payments are made direct by claims filed with the State Committee by the

Soil Districte

The example 1-A f;veé‘at least one expenditure for cach tyne of expensec,
It also shows the nroner procedure when the District is using a Revolving
Fund,

The cramsle assumes that the district has requested and received

approral for 500, for 1A ‘udget of the district from the State Soil

as)

Conscrvation Committcce In case the district has not asked for the full 5500,

they should use the balance that they have received approval fore The

district still may rcquest of the State Committce the balance up to 5500,

per yeor in their 1A funds

It is surgested that if o District uses a Revolving Fund that they

()

have e checking account with a 1o§a1 Banlk, N§ payments should be made by
Cash from Revolving Fund. You will note the example s in the 1A Rudget
ﬁccord and in the Césh Payments Journal all show payments made by check where
the Revolving Pund was usad in the district. ‘

A cencelled check can if neéded, serve the purpose>of a Receipte

Two (2) cxamples have been provided in your 1A Budget Record, One
month (July) shows how a‘District will koep records when separate clains
are filed with the Statc Committce, Assuming thet dates and information in

the illustration are entered vhen check is returnhed to District from

Ly

State Committece You may if you so dosire include your warrant no. of the

check in the "Descrintion Columne This has not been done in the illustrations

Your Pink correspondence shect from the State Committee will show that, and

r -
e

you will have that on file. .If Warrant Ho. wore placed in "Description

3




£

e
- Column, " it might be easicr for the district to check back on later, should ]

this ever become necessary,

All amounts are placed in their respective columns and then the same 3

™.

amount is carried out to the column hecaded "Total Amount Expended". This

A SRR

is done in both cases, whether or not the district used the separate claim
for each payment or if a District used a Revolving Fund,

At the ond of each month the column "Total Amount Expended" is sub=
tracted from your "Total Annual Allocation whatever it may be. This
figure will give you your balance for the following month as illustration

SNOWSe
YINFORMATION FOR DISTRICTS USING REVOLVING FUND ONIYM

Then 2 district uses Nevolving Fund and makes payments from this
fund they vill be recorded as the illustration for the month of October in

the 1A Budget Allocation Exponditurc sheet showse Such oayments will be

rccorded not only in the 14 Dudget /‘llocation Ixponditurc Shect but

1

also in the "Gash Pagyments Journal'" as illustration shows, This is

nceessary in order to keecp an asccurate account of your Revolving fund,
and other sources of income the district may have, "(ReFe) is abbreviation

for Revolving Fund,"

At the cnd of the month you may balance all of the columns and these
totals shovld add up to the samc amount you will have after your "Total
Amount Expended Column" is totalleds

X!'s on your example on cach side of a linc or of two lines, indicate
the need of one red line as illustrated or two red lines if so illustrated
in example. This procedure is uscd in bookkeeping for propcr separation

of totalse
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"2-4 Budget Allocation Rocord"

(2~A White) Study illustration thoroughly and you will be able to
secure an accurate picture of what has been done and how our cxplanation
refers to the 2-4 Fund,

If since this program has bcen in opcration, the district hes lkept the

2

figures of funds expended for personncl salary, commissioner'!s expenses for

3

4

travel, techniciants travel expenses, and equipment purchascd they may desire
to record thosc figurcs in this booikeeping system immediately.

If the above is not desirable and you have proper rocord of those
figures your district will no doubt start their boolkkoeping system upon
receipt of this system, and go on from therece

You will note above threc (3) columns the headings “Amount A-proved."

Under onc of those he ings you will find Tech. & s Oleped )

Fill in the amounts in PINCIL that you have received approvel for from the
State Soil Conscrvation Committce up=to-cdates This also pertains to
personnel travel, and cquipment. These columns in some cases, will no

doubt change quitc often as more requests are made by your district to the

2

State Committece for tecimical, clerical assistance, personncl travel and
additional cquipment in your district; providing of coursc, the Committce
approves such additional requcstse

This systcm has nlso provided a column for "Stote Sharc of Rctiroment."

For exemples Whon 504 is deducted from the cmployees pay, the State pays

50¢ or matches this amount for the employee's retirement purposcse The

Statet!s Share is in addition to the gross salary figure of the employee and

is added along with the other columns in this illustration. The total figure

is carried on out to the "Totel Amount Exiended Column,"
A1l columns storting with "Statets Share of Retirement" and procecding ‘
to the right, should when totalled at the cnd of the month or gquarter |

(every three months) give you the same figure as your "Total Amount
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Expended Column" when it is added up;

The 2-A Budget fllocation Txpenditurce Sheet will never actually have
a balance, but more specifically will be maintained for a record purpose
and for reference at any time by the district commissioners, employecs, ctce
Also it will give your district an cxcecllent check of how many days your

echnical aids and clericel assistence have been using over a pariod of
timde

Your bookkecping system will be checked with State Records from time
to tiwme during the year.

X's on your cxample on cach side of & Jine or of two lines, indicate
the neced of one red line as illvstrated or two red lines if so illustrated
in example. This nroccdure is uscd in boolkkecping for nroper scparation
of totalse

"Cash Receipts Journal!

(Blue Index Tab) This Jsurnal will be usad when districts have a
Revolving Fund, snd receive reinmbursement from the State Soil Conservetion
Comrittee for cxpenditurcs made from their Revolving Fund rogarding their
1-A ’llocationes (Sec illustration cf Oct. 30 in Cash Reccipts Journal,)

It is to be used for other sources of income that the district mey -
have; such as income from cauipment that the district ovms, prizes that the
district wins in soil conservation contests, contributions mndg by local
ﬁo\plo to the soll program of the district, ctce

¥'s on your exsmwle on each side of a line or of two lines indicate
the need of one red iine as illustrated or two red lines if illustrated;
which is used in bookkecping for vpropoer separation of totalse

"CASH PAYITNTS JOURNAL"

(Yellow Index Teb) If District uses Revolving Fund all payments made

. ¢ ¢
from this fund must be recorded as example shows in this Journal. (Sce ﬁ

illustrations Oct. 2 through Oct. 28,)
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If the District has local funds obtained from sources other than State
funds, end expenditures are made from thesc funds; proper record is made in
this Journel as cxample sets oute (Sce illustration July 17 through Scpte 28)

The Cash Payments Journal and Cash Receipts Journal have a very close
relationship. When you balance all of your expenditures in the Cash Payments
Journal at the end of the month you will subtract that fisure from the
balance you have on hend at the end of the month in your Cash Recgipts
Journal; that figure will then be enterced directly below your cxpenditure
figure in your Cash Payments Journal; (Line 12 Cash Pgyments Journal date,
word Balance, and figurc should be in Red) the two fisures added rives you
the balance that you have in your Cash Roceipts Journale, This is the way
that you prove your Cash Balance, The figure that you secure when you

subtract your expcnditrres from your cash halance will be your balance on

L

1ond for the first of the next monthe The example plainly sets out the
nroccdurc that will bec uscde
hen a payment is made from the Revolving Fund of the Districts to

proporly identify such payment in the "™Desceription Column'" either type

(Paid from Revolving Fund or (ReF.) in parenthesis indicating Revolving Fund

X!'s on your cxample oh each side of o line indicatc the nced of a Red
Iine or 2 rod linecs; which is used in bookkéc‘ing for proper scparation in
totaling.
»"POQTFO LIOM
The Portfolio is included in your notcbook, for the purpase of using one
sidc of the pocket for filing of "Receints", and the othor‘sido to be used
for bills to be paid by the district. This is provided for convenicnce of

NDistrict.
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'"RECEIPT DOOK"
A

A receipt book is provided for the district'!s usec in connection with

their 1-A Allocation Expenditurese. Whethor the District docs or does not

usc a Revolving Fund is immaterial; this book will still be recommended for

usee Whencver you purchase something for the district a rcceipt is
requireds This book is provided for your convenience and will at the
sane time give you a record if properly used., :‘ake it an every day practice
to use this Receipt Buoke

WADDITIONAL FOR'S, MISC. ETCe!

$

This divider ney be used for just whet it says.

"SPECIAL TAUTIPMENTY
For districts having heavy equipment such as a drag linc or
buildozcr ond desiring to koop o separate cquinment account they may
sctup a Cash Reccipts and Cash Payments Journal previously recormended in
this cxplanatione Tou would sct this up aftor the last divider in the

book by using somc of the extra receipt and payment forms you have

availablc,
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JULY 1

9L9

June 30, 1950

RECORD OF 1-A BUDGET ALIOCATION EXPENDITURES

POILK COUNTY SOIL CONSERVATION DISTRICT

"Expenditures made from Revolving Fund, if

used, must be placed in their respective
j f

column below,

A

OFFICE

.Commissiondr's

~ ACCOUNT

SUPPLIES

Allotted to Polk Soil Dist. by

ileage, Mdgals FIIM

State Soil Cons. Committee

Stamps

Film (2 rolls)

24

29

John Jones (Commissioner)

350—

Telephone Bill

Posters (Polk Co. Fair Booth)

Reeds Canary Grass

Polk Co. Plow Contest. Prizss

1

12

35¢=

29.

13

14

15

131

Balance allocated in 1A Fund

16

as of July 31, 1949

17

i Octe

Office Supplies (Stemncils, Penciils,)

19

20

15

Telephone Bill

21

22

21

; Rolls of Film

28

23

24

28

Printing of Letterheads for Dist.

25

X

26

28

27

28
29

— i

30

31

Balance allocated in 1A Fund,O

3};}%.

32

33

=

34

35

36
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"Local District Funds of Polk County Soil Conservation District
Commissionersth, ™ "Or also to be used if Revolving Fund is
Operated in Local Soil Conservation District by Commissionerss"
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GASH PAYMENTS JOURNAL

"Iocal District Funds of Polk County Soil Conservation District

Commissionerse"”

= W[{ Revolving Fund is used by District each
Payment or Purchase must be entered here."

19

TE Acc_ount Debited DESCRIPTRON J] AMOUNT TOTAL
1 17| Bulldozer Expemse Ck. j§l Des Moinef Garagd, [[nce 276 o 1
2 | 2
- Afg. |25 Banmet, Brpense Ck. f2 ﬂmst ethodilst Qujtch,| Ded 575 o= 3
el jneq :
5 28l Commissioner!s Dues q in Ta. 20 gl 3
|

|

21

L Rolls of Film Ck. §

|~

| Letterheads for Dis

31

Cash, Cr.

Balance.
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