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I
ILTR0ODUCTICH

The necessity for commlete information on income
and expense for the school cafeteria is increcasingly
evident in recent years, If manasers are not con-
stantly informed on costs, and continually alert as
to rnieans of controlling them, it is impossible to serve
adequate meals at prices students can afford to pay.

Sultable rccords conserve time once trey are set up as

O

maintaining them becomes a routine nrocedure. Valid
cormarisons and adjustments can only be mode when re-
ports are uniform, conplete and accurate,.

This study was made to discover what typres of re-
cords are being uscd in both the larzger and smaller
school lunchrooms in liichizan. As the prescnt day
manager of the small school lunchroom has usually had
little or no training in accounting, a simplified yet
adecuate set of records 1s nccessary to give the manajer
and others a true picture of the lunchroomn opcration.
In tihie centrally controlled lunchroons, accounting

procedurcs have becn develoned by trained accountants;

valable forms for rccords and methods of proccdure are



generally used. Such riethods can be simplified for the
srall individually operated lunchrocm. A study of the
smaller lunchroons shows what thelr basic reaquirercents
are., Althouch a few books and articles have becen writ-
ten on accounting contrels for the school lunchrooms
much more work has becn done on food cost accounting in
the cormercial field., In the small lunchroons vhere the
manaser is likely to be either the Home Lconomics teacher
or a practical woman thiese records are too involved and
time consuming {or her use.

The need for adequate records wiich require the
rinirum of time to maintain is very apparent from the
sampling done. To be of greatest benelit, these records
should rrovide a neans of prompt analysis of each day and
of each rnionth's oneration. Daily food cost analysis
wvhile desirable may be too time consuming for the manager
of a lunchroom serving 100 or 200. Ilowever if she finds
that she 1s losing money, probably she also shculd do
daily or at least weekly coat studics 1or a time to dis-

cover whcre the dlfficulty lies.
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REVIIW OF LITWRATURE

Little literature is available in the fiecld of food
cost accounting for the school lunchroom. However, some
of the material written by hotel and restaurant account-
ants could be made applicable to the lunchrooms, particu-
larly the larger ones.

The school lunchroorr is not a new develonrient of the
twenticth century but dates back at least 150 years. As
early as 1790, hungry school children were fed in munici-
pal soup kitchens in Iunich. These were established by
a Count Rumford, who, stranzely enough, was born in the
Amcrican Colonies in what is now the State of New Hanmp-
shire. France and IInjland began feceding needy children
in 1819 and 1866 respectively. Organized school feeding
in Europe was an outgrowth of the Industrial Revolution
and of the social doctrines of the French Revolution.

The United States was slow in developing the school
lunch. Its origin was tne box lunch wihich can still be
found today in some schools. The first record of meal
service 1s that of the Childfen's Aid Society of llew
Yorlz City in 1853. This was begun in its industrial
schools as an added inducenent for children to seeck in-
dustrial and mental training. The school lunch as we
know it today had two separate beginnings in 189ii. The

movenient in Boston was under the Leadership of Illen H.



-

Richards while a secparate program was develoned in Phila-
delphia under the lcadershin of the Star Center Associa-
tion. ()

The object of Uthe school lunchroort 1s not to make a
profit but tc serve an adequate cmount of food at cost.
(11) Ir. Zspersen, of Horwath and Horwath,* at a Illational
Restaurant Associaticn Convention said, (19) the hisher

he fcod cost per dollar sale, the greater prudence is
required in accounting Tor food purchasss, recccived and
issusd.

e need for adecuate and com»lote records on incone
and expcnse vihich will assure food control has become in-
creasinsly evident in recent years. Irs. Bryan™™(l)
stated that managers vho have been ceonstantly informed
on costs, and have beecn continually alert as to mecans of
controllins them have been able to serve adecquate meals
at nrices students can afford to pay. According to lir.
wiles (23), Director of 3Budsget and Lunchrooms of the
Detroit 3chools, deficits in the lunchroon prosram are
provably due to a lack of information rather than the
inability or unwillincness to meet changing conditions.

*Nne of the two lecadin~ hotel accountin~ firms in the
United States.

oy
N
v

" Professor and Chairman of Institution lianagement and

Sunervisor of food service, Teachers College, Columbia
iy . ~)

University since 192



To avold an onerating loss, current inforriation on incomne
and expense 1s neccssary.

Ilewr records necd nct be time conswiing or exncnsive
to maintain. (l.) Ir. Zsnersen (19) states that if a
sales rccord is used with the purchasing, receciving and

ssuiny records it is possible to provide a food cost

e

re~ort 1a almost any degrec of detail. These rccords

plus a profit and loss statement arc valuable only to

the extent that they are analyzed and used. (1)) These

records shiculd be designed to meet the needs of the in-
dividual lunchroon. KXey guides (15) used in establish-
ing them are:

l. Control of nenus.,.
2. Control of purchasecs throus: quantity, quality
and kinds of food and storarsc.

3. Control of food sraste throush preparation,
cookinsg and scrving.

« Control cof labor costs throush scheduling,
training and adeauate sunervision.

5. Control of other opecrating costs.

Good records have four cormon essentlals according
to Irnest B. vhnderly (2!L) of Horwath and Horwath. These

are:

1. lioney swment on food cost accounting rmust be
less than the szavins it effects.

2. Routine cf tho system sould be »lanncd so it
will not interfcrc with »nroduction and serving
procedure.

3« Cost records rmst be controlled by accounts i.e.
sales agree with corresnonding fizures of income
and exnense in the school business office.
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Sufficiently detailed information should be given
on wvhich to base correctivs measures. If the in-
formation is adequnte, over »roduction, unccono-
mical buying, waste in cooking, vilferase and
undue spollase will show un.

The second of a series of articles a»nearin~s in the

Instituticn liagazine (1) includes a four-point system on

food control:

1.

2e

3.

I,

1rs

records
1.

2.

(="
.

Ul
.

Budget based on past incorie and expcense and
forecasting future income and ex»nense.

Incorie and cxnense accounts rlanned to nect

the nerds of the operation and give a dally
record of sales, recelpts, and expenditures.
Records designed to give nurchasing, storeroom,
kitchen and service controls.

Reports based on ncriormance. Thesec would in-
clude a daily food cost rewort, daily cashier's
revort and a monthly prcfit and loss statement.

. Bryan () gives eirht immortant purnoses vhich
should serve. These arec:

Records give the manager systematic inlformation
on her expericnce in operatinz a lunchroom.
Records serve as checlis and controls for every
activity conneccted with mnnazement. They also
measure how efficient mana-erient is.

Records enable the manager, principal and board
of education to know at any tine the exact fin-
ancial status ol an operaticn.

Records furnisin tihe information for sovernrent
reirmbursemente.

Records protect all persons involved Irom
guestions as to their handling of funds, pur-
cllases and employee »nroblems.

Records help eliminate waste in »urchasing,
prenaration and service.

Records insure suncrvision of the sanitation
and the health of nersons handling food.
Records heln centrol rersonnel at worl.

The ecssentials for the small oneration, lir. ‘underly

(2!L) says, should include the recording of daily

and month-
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to-date total cost of food. This means the maintaining
of a commlete record of food drarm out of the storeroom
nlus a complete record of fcod purchases sent directly
to the kitchen. Tnese two sources of [food equal the
daily cost of fcod consumeds To find the ratio of fcod
cost cf todcy's sales or the cost pner dollar of sale,
divide the total cost of food conswuied by the total
sales. Sales and nurchases need not be brolken dovm into
food grouprs but if Time vermits, a better control results
and it may be easier to detect errors such as over-buying
or the buying of itens too exmensive for the clientcle.
An important nart of food control is the planning
of menus. If it is possible, marliets should be watched
to obtain the most favorable »rices. To reduce lecftovers
to a minirmum, a record should be kent of the most popular
dishes. Standard recipes should be develoned and adhercd
to, testing each for the »ortion cost as frequently as

chancing »prices warrant.

13

Ir., Vhanderly also says proncr storcroom arrangement
i8 necessary for adequate ccntrols, Shelves should be

adjustable and so placed as to malke surplies easily

O

cces:ible. Space for weighing and assembling food should

2lso be planned vihcre it is needed. MNr. underly and lr.
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<

J. 0. Dahl*(5) both 1list the following reasons for store-
room discrevancies:

l. Allowing anyone to enter the storerocm to f£ill
an order,

2. Issuing goods on oral orders.

3. Filling requisitions by guess instcad of using
actval count or rneasure.

lie  Sup»lyinzg only »art of the items without re-
cording vhat or how rmch is omitted.

5. 1o record of ~ocods rcturned to vendor due to
spoilaze or brealase.

0. Pricing inventories with incorrcct vrices.

In the small lunchroon, records should be limited

on and

to those vhlch will De of most use in dally oncrat

also bec ol recol sisnificance if future »nlanning says lrs.

Bryan. (!) As the records for the sm-1l lunchroom may

(@]

be kenrt by the IHome Tconomics teacher, she Tesls that
they should be planned with the idea of saving her tine.
These minirmum reccords should include televhones cuctations
and orders, purchase records, tims bcok which con scerve
as the paryroll rccord, and cash reccords.

The following nurchase and inventory forms are sug-
cested by Iirse. Bryan. She stated that she howed these
rould scrve to suggest reccrds of most value Tor the

tow™

individual oncraticn as any could easily be medified.

*The late J. 0. Dahl was formerly the Zditorial Dircctor
both of Restaurant lianansement and Hotel llannzenant,
leading neriodicals in the catering ficld.
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Some permancnt record should be kent Tor all orders

nlaced by telephone. A loose leafl notebook -rould be most
convenient, 1his is generally used for perishable orders.
The information recorded should include date, quantity,
amount ordered and vendor's name. The vritten purchase
order chculd be node out in dunlicate. If thiis is sent

to the vendor monthly, orders nay be larse cnoush to secure
vihaolesale »rices. 1Ihe nurchase order, to be most time-

saving should contain information on snccifications which

-

neet the necds of the individual owncration, when and how
deliveries are to be made, condition of goods recelived,

and date and number of checlt rayment. The cuarbdon copy'
should be Tiled in the lunchroom cflficec and may be uscd

to checlt goods received, checl: statements from the vendors,
and record payment of invoices., '‘hese orders may be placed
in three different folders: the first Tfor orders placecd;
the sceccond for orders received, the invoice beins clipped
to the ordecr in this folcder: and the third, fcr orders
corploted, this folder becoming the rerrianent Tile, IT

the operaticn if large enoush and tliere are a number of
vTholesale houses to buy fror, a rcauest for price quotations
rirsht be practical. This fcrm would include the vendor's
name, cuantity, article, specification, unit price, date

to be delivered and termse. It mav be desirable to nain-

-
<

tain a purchasc rccord ¢f cach iterr in the storeroom on
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file cards. This weoculd give an alphabetical arrengement
of all purchases over a n»neriod of tire, usually Lor one
year. Infocrmation to include on this card would consist
of date, order numoder, firm nunber, quantity, brand,
nrice, unit, total wvalue, monthly consumn»tion and con-
ments. Tails could be modified to have a colum for
physical inventory. e nurchase records siould Include
the maxirmm and minimum guantities as an aid in ordering.
The total of the vhysical inventory is used in the »rcfit
and loss statenent.

A series of articlss in the Institutions la~azine
(9) recormends that visible index cards be used for
purchase order records. The most convenient arrange-
rent is under subject classification with each iten
filed alvnabetically, and eacn card containing the
following information: date, vendor, descrintion, amount

cal inventory must

e

issued and balance on hand. A pays
be used to ciheclr the accuracy of the perpetual inventory
and to cormwile the profit and loss stntenient.

vlest and icods (22) maintain that records shculd be
complete and accurate, fiving the basic recquirenents for
scientific cost control. Forms for ordering should in-
clude iter, quantity, vendor, v»rice, and amcunt delivered.
A recciving rccord should be made out for each.itcm pur-

chased. This form should include the date, article,



brand, vecndor, cuantity, remarlis and svace for a signa-
ture by an authorized person. It is suggested that the
perpetual inventory include the date of ﬁurchase, vendor,
brand, price, amount issued, and amount on hand. This
should be reconciled cnco a rionth with a physical in-
ventory.

Rezulation 8% by 11 notebook paner and indox guides
may be used to keep all records and repncrts, state Harris
and “ood. (7) The record of fcod bills is very detailed,
having the fcod items brolzen into their groun classifi-
cations. Besides the food purchases, this record in-
cludes the date, receipts, laundry, labor and cash paid
out., The purchase order and purchase reccrd are very
similar toc thosc of Irs. Bryan and i/est and WWood. The
storerocom inventory card contained the date, article,
brand or description, cuantity, unit price and total
value. The last threec colurns menticned ivrere rencated
across the card as often as space nermitted.

As few-records as possible are also rccomacnded by
Ilr, Wiiles. (23) Tacy should be adecuate to safeguard
cashh reccints and contrcl expenditures. The purchase
records snould include the item, cuantity, vendor, price
and corments., Corments are of value in Tuture purchasing.

A monvtilly physical inventory is also required,.
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An equimment rccord, as suggested by lirs. Bryan (L),
could be ke»nt as 1t would zive valuable information vhen
it is necessary to malze elther renlacements or repairs.
This shouwld include the article, its catalozue nome, nodel,

~

ost, date of purchase, distributor and address, manu-

(]

facturer, and salcsnan's narie and tclephone nurber,

lrs. Bryan rccormends that rienu and counter rccords
criiation on tihie amounts of sunmlies
issucd fron the stoereroom so daily Tood costs ray be
nade. The anmount of food »prevared 1tix the nunwer of
portions sold and left-over 1s very necessary in an
odeccuate control system. The number cf custoners, day,
date, and weather are valuable in future menu planninge.
Harris and Wood (7) also rccormend daily kitchen and
counter reccrds. Thelr forris include tixe same hecading
used by lirs. 3Bryan besides snace {or frce ricals served
and remarks on left-overs and ponularity of items. ‘llest
and Joods (22) state that menus should be filed and re-
ccipts should be vriced at frequent intervals and yield
should be checlked. Ir. .iiles(23) also susgestis these
sarie ty»nes of dnily kitchen records.

In a handbock for workers (21), the U. 3. Denart-
nent of Agriculture staotes that adequate records are

2luable for the sniooth onecration of a lunchroor. The

type, kind and number dopend unon the size of the school
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and the number of workers. The Department also sunsests
the filing of menus and order lists. To eliminate errors,

food deliveries should be checlied agninst the delivery

|

slip and order list. It states that food inventories
rmst be done at resular intervals as records arc of little
value unless they are kent un to date.

Another bulletin (20) of the Derartment says that
knowing ones food costs 1is esscntlal to scrving adequate
lunches. It also maintains that lnowing the food cost
is a nececssicy to efficient mana~erent. If school lunch
money rmust be stretched, trere are many facts about food
costs which a manager will want to study.

J. 0. Dahl (5) includes some records which could be
modified to mcet thiec nceds of the school lunchroome He
lists the basic records for food control as those Tor
sales rccorded 1In detail, recquisitions and purchases
itemized dalily and available for use. The doily reports
on food cost shonld include the accwmlated cost and
sales fr-m the besinning of the nmonth. Dahl also points

cut that an inventory ol food in the kitchen ond small

Fe

refrigerators is not talien into consideration in {iguring
daily fcod costs. Lir, lNclNamara (12), of Horwath and lor-
watih asrees wilth this policy. He says that the taking

of such an inventory would be impracvical as it dces not

vary sreatly during the monthe For the daily food cost,
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(5) information rust be available as to the cost of direct

food purchases, cost of food issued from the storeroon,

and the amount of sales., A portion shect combined with

+

an analysis of purchases aids in food control. This in-
volves distributing food into logical ~rouns and the

analysis of sal into thie sare grouns; but in nost cases

Q
Q

this would be tco complicated for the snall operation.

Horwrath and Toth () advocate this system of srouning
food and sales for b2tter food control. UTiest and ljoods

(22) also sugzest the daily ~ood cost records should in-
clude the date, storeroom issues, direct purchascs, total
cost of food, income and the food cost ner cont of sales.

),

They maintaln that the profit and loss staterent is
cascential along with the daily food cost rccords for
rood business practices because this statement is based
on actual fisures of 2all incomes and exnenses during the
nast rionth.

Cost control, Ir., Wiles (23) maintains, is through
adecuate and uvn-to-date records. The rajor factors in-
clude cost of personnel and food. Personnel is controlled
throushh job analysis, and worlt schedules whlch Include
time requirenants. Food.is controlled throush nurchase
inventories and kitchen records., Standard recipes are
necessary to cost control as they mean uniform prena-

ration and portions and also furnish a checlz on selling

price.






=16~

A deily cash report is cssential no matter how small
the operation or how sim-le the accountinz, states a ser-
les of articles in the Institutions liazazine. (9) In-
formation may include casih receints wit™ rezister readings,
netty cash payrients and customer counts. “he cash book

is a coluwrmar rccord aond contains space for date, expla-

FS

aries and wages and other exnenses. The netty cash
voucher is the sirplest tyne of receint to use +hwen cash
payrients are nmade. <“his can be very sirple, requiring
only the date, nanec of person payment is made to, ex-
planation ofnayment, amcunt and sisnature by an author-
ized person., Tne dailly cash renorts susgested by Dahl
(5) include the weather, day 2nd date, and siles and
custoniers for to-day and to-date. He also includes snace
for recording the sales and numbers to the same date last
montih and to the same dote last year. Test and Vioods (22)
recormend sinilar daily cashiler'!s repnorts. In addition,
they have the total reccipts broken into currency, silver
and checlits. This is checled against the machine reading
with a notation made as to tho overaze or shortaze,

Iir. Wiles (23) states that if receints are over ;100
perday a dual control of checkers and cashiers should be

used. This amount of receipts warrants the use of a

checking machine. If a checkins machine cannot be obtained,
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a reassnably accurate checl: can be sccured throush the
renort ol wortions sold. All cas’h should be deposited
daily. The dally reports should be kent in the file
for audit against the monthly renort.

From the cash boolk and monthly inventory, Ilirs,

Bryan (li) says the profit and loss statement is prepared.
To be of most value this should be interpreted in terms
of scrvice. Therefore, information as to the number of
days of opecration, doily average number ol customers,
total number of customers and averase checlz should be
included. Thne profit ond loss staterent of Ilarris and
lood (7) was so arranzed as to make nonthly comparisons
conveniont. The Income and ernense accounts are listed
as in any resular statement with the month and oer cent
colwms listed acros3 the top of the noge, therelfore,
sevaeral months mary be included on one page.

Mr. Wiles (23) also maintains that a monthly profit
end loss statement must be made. He says that under
presant conditions, out of each dollar of receints if
53¢ is spent on focd, 35¢ on labor, 6¢ on other expenses,
a safety margin of 17 will be left. Ie does not say that
he recormends this allocation but it is safe to assume

that he does.
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The tirme book, suszested by lirs. Bryan (L) may serve
the dual purpose of payroll record as well. The necessary
inforrmnation to include would be the worlker'!s nane, hours

worked per day, total i me, rate, gross amcunt of checls,

ct

deductions and net amount of checlis If it is desired,
this shecet could be folded to hide 2ll nertinent data.
A sypace may then be added for the vorker's signature,
All payroll data would be on onc record.

Radell (10) recormicnds the sarie records as lirs.
Bryan (L) and they follow essentially the same forms.
She does advise the use of the voucher register. Tails
scrves as both a bool of original entry and as a book
of final entry, eliminating the use of a »urchase journal
and aécounts payable ledger. Thals could be an advantage
if a lunchroon kept a corplcete set of books.

If the fcood control is considered as onc departrient
of a school, the control account keont in the schoolfts
business office acts as a check on the accuracy of the
systeme (3) Only two accounts are necded in the general
books, one for revenue and one for expense. (23)

As the size of the lunchroom operation ~rows, fur-
ther records are recommended by lirs. Bryan. (lL) A ner-
petual inventory sinould be made up daily from purchase

records and requisitions. A combination of purchase

record and perpetual inventory may ve preferred. An
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5

imprest system may be established vhich would require a

petty cash disbursericnt record and voucher. To renlenish

the fund, a rerort of exnenses »lus the vouchers should
be subnitted to an authorized parson.

Iirs. Bryan recommiends a d-1ly food cost for the
larger operation. It would <ive information for the
to-day and to-date costs. A voucher checlt would be used
in payment of all bills. If a voucher register were
used in prlace of a purchose journal, tihe subsidiary

¥ am

ledger with creditors could be eliminated. A notice of

contract should be given to

H
2

sunplies arec ordered. i

companies Ifrom vhom daily

would include the firm,

Hy
e

telenhone, item and specification, unit and nrice.

Irs. Bryan also states that it would be advisable
to malize out a budget for the control of future oncrations.
If a system were to lteep a comnlete set ol books the
accounts in the general journal and ledmser would be the
same as those of the yearly balance sheet and nonthly
profit and loss statemente This profit and loss state-

ment would include more exrnense items than that of a

srall o»eration.
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1Z8T0D O PROCEDURZT

A. ORGAUIZATION OF STUDY

Personal interviews werc used to obtain the infor-
mation desired. An outline of accountinz records as

suggested by Mary de Garmo Bryan in The School Cafeteria

was used as a basis for the interviews to be sure all
necessary information was included.

Eisht schools were studied. They were divided into
four larger schools and four smaller schools. The larger
schocls are Detroit, Dearborn, Lansing, and T. L. Iandy
of Bay City. The smaller schools are Iast Lansing, Lalke
Odessa, liason, and .Jilliamston. Of the four larger
schools 211 but one are ovcrated with varying degrees of
central control. The threc with cantral control over
their lunchrooms are Detroit, Dearborn, and Lansing.

Tne school lunchrooms of Bay City have no cecntral control,
each being operated as an individual unit. T. L. HZandy
IIizh School of Bay City 1s an example of this tyne of
operation,

Tne four smaller lunchrooms studied are located in
Zast Lansins, Laxe Odessa, biason, and "7illiamston. Of
these four only two, Iast Lansing and kason, have
trained neonagers for their lunchrcoms. The only lunch-

roonm vhich does not meot the recuirenents ol tie National
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School Lunch Act is the Bast Lansing Luchroom. This
lunchroom is reimbursed by lilchizan State Collese be-
cause thie manager's salary is »naid by the Collese and
college students prepare and scrve the food. The high

school students do not accept the plate lunch but it is

selection offered.

henever printed forms were used, samples of these
were secured for the study. The forms are inserted
where they are discussed to make them accessible for
reference. If no printed forms were used, a description
and a sketch is used.

Following the descrintion of the accounting pro-
cedures of each lunchroom, an evaluation of these vro-
cedures has been made. This evaluatlon aided in the
develoning of an adecuate set of records whiclh includes

the minimum essentials for the small lunchroon.
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B, INTZRVIZJS WITH SCICOL PIASCIITTL

Detroit

The Detroit Public School Lunchroor: Departrnent is
directly controlled by the Board of LZducation. The
divisicnal Director ol the Board of Zducation is in
charce o the Budget and Lunchreoms., Dircctly res»on-
sible to hin are three suncrvisors, They coordinate all
lunchroon activitics, cecntral »urcnasing, menus, labor
problens, trainirn~ of student mano~gers, ond develoning
and testing of new recines. Also onc girl in the bool-
keeping derartrient is on the lunchrcom payroll, The
elementary schocls are separate from the intermediate
and hizh schools. The elementary schools use practical

o,
"

peonle as manacers” in their lunchrooms vhilc the other
schools use trained mnanagers and usually have student
assistants besides.

There are a total of 115 lunchrocms, including 20
hizsh and 19 intermediate schocls. The numbers fed per
day in ecch school vary from 100 to 3,000. Cass Tech-
nical High School, one of the largest, serves 3,000 per
day and has three scrvice lincs,
g-igg;-;;;-;;;;n withr the ability and sliill to assume
the reponsibility of omneratins a school lunchroomn.

These practical managers may or nay not have had scme
training in lunchroom manageniente.
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The Personnel Department 1s resvonsible for all
workers eriployed in the lunchrocms. It maintains a
substitute employee list for the lunchrooms to draw from.

A master menu is comniled, mimeograpned and one
cony kent on file in the central office. These are not
duplicated within a three wecks period excent for such
popular items as hamburgers and frankfurts, Tnhere is a
menu comriittee of two veople composed of one of the
three supervisors and lunchroom manager, whnich rniekes out
the menus fer the intermediate and hish school lunchrooms.
Tlementary lunchroon rmenus are made by the elementary
lunchrocm supcrvisor,

Tae first record kent by the nanager is her Daily
Record of Lunchroom Opcration on the following page.
This includes total eixnenditures with food purchases
broken into food classes; these are followed by colurms
for wages, salaries, equinment and repairs. This forn
also includes cash recceipts, total number served and
cost of employecs' food. The total number served is
furter broken into the sub-totals for A lunches, C
lunches and free meals.” The counter pcople in each
lunchroorn are responsible for tallyins the nwsber ol
eacl ¢l these three tyne lunches., At the cnd of the
---%;;;-;;;i;-;re those scrved to indigent children

and paid for by the Board of Educaticn or sore other
Service Group.

3%
CA)



MANAGER'S DAILY RECORD OF LUNCHROOM OPERATION
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the month the doily record 13 sent to the Business

Office, tabulated and chaclied asainst the monthly

onerational swmary (to be discussed later) and both

are filed for auditing. This daily reccord is sunported

by a doily order book, reculsitions, summaries of each

cormodity used, and dally and summary cash receint records.
Tne llanazer's Daily Order Booir is ruled in pencil

by her on & by 11 inch notebocl paver. It includes

the followins~ colwms:

lana~ser's Daily Order Boolt Form 2

Date: Am't Am't Unit Gr.
Vendor: Ordered Rec'd Cost Unit Total Total
Item:

She olso has the Ifollowing items listed in the lower

left hand corner of the sheet:

Food Costs (direct purchases)
Vages

Salary

Laundry

Total Cost



On the reverse side these data are recorded:

Receipts . llo. Served
Type A (number x ,09)7 lo. of ermployces
Yype C (number x .02) 't of employees meals

Free Lunches (number x .20)" No. of toachers

an
"

Iome Ee, Credit™™ lio, of frece lunches
Total Incomne
Total Ixpense (deduct) Total worlz hours
Dalance Labor percentage

ES

This daily order boolzr is used for meals, frosh fruits

and vegetables, millt, egss and checse, ice cream, crac-

Ikers, and cooliies, and bread. The elericntary schools

do not use this order book, since the »ractical managers

are rcquired to recuisition everytnin~ from Central Stores.
or all other foods and su»nplics, two requisitions

arc used., The first one on the following nage, is for

sunrlies drawvm from Central Stores. This 1s written in

duplicate, one co»y vixtite and one blue. 3Both conies

are sent to Stores. The order is filled and tihie blue

Nine cents iz the armount te State Agency (Suserintendent
of Public Instruction of the State of liichiran) reimburses
the lunchroon for each tyne A lunch served. This reim-
burserient is naid by U.S.D.A. funds. Two cents is the
amount of reimbursement received on all C lunches. Twenty
six cents is the actual cost of rnieals served indigent
Children and pald for by the Board of Zducaoation.

g
o

“* The Hore Iconomics Department nurchases all the food
used in its food laboratvories from tihe lunchroom.
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copy 1s returnecd to the school where quantities received

are checlzed cgainst the copy. The vhite cony is forirarded
to the accounting office waere 1t is priced and the total

recorded. The bluc cony, after beins checlied by the

moanaser, is s

J 1

cnzd by her and returned to Stores for

|t

their record. The second requisition fcrni shovm on the
next nase 1s used for 211 sunnlies, ecuilpment and repairs.
This Tollows the same routc as the first recquisition ex-
cent the nrincinal of the school sigms it in
renalirs,

The so-called statenents page 29, which are really
sumaries of comnodities »urchases during the mentnh fron
ecach vendor are made out by the manarer nonthly, sent to
the Business 0flice, and checled with ti:e vendors! state-
ments. The vendors! statemonts are scent by the vendors
to the Business Orffice. If the sumiaries and staterents
agrec, a checl is made out for the correct amount. 1In
case they disanree a detailed checii is necessary.

The individual school booklzeenc> is responsible for
all cash receints and males all derosits for tihe lunch-
roonm involved. The elenmentary schools use cashiers only,
mhile the intermediate and hi~h schools use both food
checliers and cashicrs.

The daily cash receint report used in the clernientary

schiools 1s differcnt from that used by trze other two Tynes
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lunchrooms. +he elementary Lunchrcom Daily renort,

on tihie followin~ nase, contains a sreat deal of infor-

rnation on portions'sold, vnicn nilves a closer checlz on
the cash reccipts. The report on nage 32 used by the
other two tynes of lunchrooms 1s sct up for a cash re-
gister control of receipts. This is turned in monthly
to the Business 0ffice and affords a close check on all
daily cash receipts as it may be checked vwith bank de-
posits and with rezister readings as reported on the
llanasers's Daily Record of Operation.

On tine Swmary ol Lunchroom Receilnts, paze 33, is
a notation authorizing withdrawals for a Petty Cash
Fund. The amount of this fund is 520,00 and is with-
dravm from the first day's receipts by the lunchroon
ranager. As she needs riore rioney, she turns in the
following form along with the bills and she receives

more funds from cash receipts.,

Petty Cash Form 7

School

Date

Total value of
Attached Bills )

Plus Petty Cash blllS
In transit $

Flus Petty Cash on
hand

L€

Equals Petty Cash
Tund 3
PLEASZT ATTACI TO PLTYY

v

l
Q
oo
%)
o)
E
tH
h



BOARD OF EDUCATION

CITY OF DETROIT

Elementary Lunchroom Daily Report
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.............................. School
Date ... Cash Receipts $___________.
| No. | S.P. AMOUNT
__ PlateLunches | L
Salads o o \
Desserts o !
Desserts L '
Milk, plain S
___Milk, chocolate
Cookies L
Tea and Coffee R
Misc. Sales ) |
Total
Deduct o
Free
Sight-saving
Total _
CASH FOOD SALES
CUSTOMERS
Teachers el
Pupils e meeeo-
Total
SUMMARY
Cash Receipts S .
Expenditures:
Focd Purchases §___________.. % ___.
PayRoll—Salary §_______________.%___._..
Pay Roll—Wages$ ... ___________. % _ .

Total $
__________________________________ Manager
__________________________________ Principal

Forarfi=dupfunt 8500l






BOARD OF EDUCATION
CITY OF DETROIT

Lunchroom Daily Cash Register Report

_School
Date 19__ Register Number
Register Amount . . . . . s
Cash . . . . . . . s
Over or Under 3
Orher Cash s
Register Bank $
Customers
| hereby certify that the above is comect.
Checker
Cashier
Manager

To be made in duplicate, original to bookkeeper with cash.
Duplicate retained by manager. Make separate report for each
register.

e

FORM ¢



Tl e
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BOARD OF EDUCATION
CITY OF DETROIT

SUMMARY OF LUNCHROOM RECEIPTS

School
Month ending . . N 19
DATE REGISTER CASH [ CASH CASH [ TOTAL T OV ERP
AMOUNT REGULAR SPECIAL LEFT-OVERS CASH UNDER
v—-————« +- - —— 44— <4 - R
-
-4 —— _— —— -
| 1 -
-
1
4 -
TOTAL
PLEASE NOTE
I have turned over to the LUNCHROOM MANAGER § AN to be used
as a PETTY CasH FUND.  This amount has been deducted trom the receipes
of o 19
BOOKKEEPER
AUDITOR

This report is to be made in duplicate.  Original is to be sent to
BUSINESS MANAGER'S otfice, 1354 Broadway, on last day of each calendar

month with check for receipts.  Duplicate is to be retained at school for
auditor’s check. .

SerewdtttmG ittt

FORM 10
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This form is made out in trinlicate: ons for the Business
Office, cne for the school bockkecener, and onec is retained
D7 the manaser.

o records of vanlt devosits :rere available as these
are consccutively numbered and liept dy the beollieener
only.

The nexit rccord is the Lunchroom Inventory as shiown

on page 30. This is a physical inventory talien at the

[}

end of each month. It isthe opinion of lunchroom ad-

ninistrators in the Detroit Sciicols as well as in the
othier schools interviewed tihiat i1t is too time conswiing

and inconvenicnt to have the storeroom locked and to use
a pernetual inventory system. 'Ihey perhaps fail to real-
1ze that a loclzed storeroom does not reculre that a per-

o

patual inventory be lzept. This writer is of the oninion

ct

nat vhile provadly a perpetual inventory is too time
conswiing for rniest of then, an unloclied storeroon results
in food losses. The keepiny of a »erpetual inveatory,
with food issued on requisitions only, is exnensive
becausec it would involve another full time person on

thie payroll in nany cases. Someof thiec manazers stated
that otherwise they would be constantly interrunted to
unloc!: the storeroor. 4hls could be avolded Dy naving
the coolts male out a reaquest for all supplies nceded from

the sbtoreroom for tie Tollowins day. In the morning of
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the day the supplies were to be used, they could all be
issued at onc tire. In most cases emnloyees are few in
number and the manaser's desit 1s located near the store-
room. In that case, possibly thie managsr does nhave
sorme control over goods taten from the storeroom. ITuman
nature beiny what it is, expericnce has showm that enm-
nloyeces who arc honest as far as money is concerned nay
have no scruplecs whatever about taliing [ood and sunnlies.
Tie manazers have a res»onsidility in leening the temp-
tation to do so at a minimumt

The Imnloyecs!' ioriiing Schedule and Zmnloyoes!
Time Shecet on page 37 arec scll-exnlanatory. he worliing

sciicdule is made out by the manazer wiile the enmloyce

£ills in his or lwer ovm tine. Yho manazer checlis this
daily. All ermloyeces sizn in and out in uniform. The
elesmentary lunchrooms turn their Time in once a month

to the Fayroll Denartmont, vhile the other lunchroomns
turn tieirs in weelly. A Time DReccord Tor Substitutes,
pase 38, is P“rnv hed by the Personnel Derartment. “he
colurm headed "2eleased" (vwitih the word "checlied" under
it) was inserted to be sure that the Denartrent was noti-
fied vwen a substitute was no longer employed. Lhere is

space for coments as to Ttyne of worli done and 1f he or

she woild e desirable as a full time emnloyee.






Lunchroom Inventory

FORM 1

Date_. _ . . _ _ 194 [
= = . . N - . .
Quantity Quantity
. ; Unit Total Unit
H:ni Article Cost Cost H?:ad Article Cost
- ] 1 1 Ed v ]
LUNCHROOM—STORES—ITEMS Ge'a'in, plain, 1 1b. can
Ammonia, 16 oz. bottle Gelatin, assorted
Apples, quartered, No. 10 Gelatin, cherry
Applesauce. No. 10 Gelatin, lemon
Apricots, No. 214 Gelatin, lime
Apricots, No. 10 Gelatin, orange
Apricots, dry, 25 1b. box Gelatin, raspberry
. Apricots, dry, S Ib. bag Gelatin, strawberry
, Asparagus soup cuts, No. 10 Ginger, ground, 4 os.
| Asparagus Tips, No. 1 Grapefruit, No. § |
Baking Powder, § Ib. tin . ) . Grape Juice, 1 gal i
Baking Soda, 3§ b. pkg. Honey, § Ib. i
| Bay Leaves, pkg. Jam, strawberry, No. 10 can '
' Beans, green cut, No. 10 Jelly, apple, § Ib. tin
. Beans, green, whole, No. 10 Jelly, mint, § Ib. tin
i Beans, baked with pork, No. 10 Kraut, No. 10
| Beans, baked without pork, No. 10 Lye, 13 oz. can
. Beans, red kidney, No. 10 Macaroni, 20 Ib.
, Bean Sprouts, No. 213 Marshmallows, § Ib. tin
, Beans, wax cut, No. 10 Matches, safety, 10 to pkg.
) Beans, red kidney, dry Milk, evaperated
! Beans, lima, dry Molasses
Beans, navy, dry Mus:ard, dry, 1 Ib. )
Beets, whole, No. 10 Mustard, prepared, 1 gal
lBonAmi.lox.bu Noodles. 20 Ib. box .
Bouillon Cubes, 100 to tin Nutmeg, 4 oz.
| Bran, 16 oz Nutmeats, almonds
Brillo, hotel Nutmeats, peanuts
i Capers, 1 pt. jar Nutmeats, pecans ,
! Carrots, No. 10 Oats, rolled, pkg. \
Catsup, 1 gal. Oil. salad, 1 qt.
i Celery Salt, 8 os. can Oil. salad, § gal.
; Cheesecloth, 60 yd. bolt Olives, Queen, medium, 1 gal.
; Cherries, green, 28 os. ’ Olives, stuffed, 1 qt. ,
i Cherries, red. whole, 28 oz. Olives, stuffed, 1 gal. .
; Cherries, Maraschino, 1 gal Paper, check, National, § rolls to pkg. .
‘ Cherries, red, pitted, No. 2 Paper, detail, National, 10 rolls to pkg.
, Cherries, red, pitted, No. 10 Paper, detail, § to pkg.
. Cherries, Royal Anne, No. 2% Paper, check, 6 to pkg. ’
| Chili Powder, 16 ox. Paper cracker bags, IM
| Chili Sauce, 12 os. . Paper sandwich bags, 1 M .
, Chili Sauce, 1 gal Paper butter chips, 1 M ,
| Chore Boy Mitts Paper ice cream dishes, 1 M :
| Cinnamon, 4 ox. Paper napkins, crepe. 10 M to bale
Cleaning Cloths \ Paper napkins, banquet, 1 M to bale,
Cleanser, kitchen, 14 oz. can . \ \ ‘ Paprika
Cleanser, liquid, qt. bottle i . . Peaches, halves, No. 214
Cloves, ground, 4 cs. I ‘ i ; Peaches, halves. No. 10
Cloves, whole, 1 Bb. i i . | Peaches, sliced, No. 214
Cocoa, § Ib. tin Peaches. sliced, No. 10 .
Cocoanut, 1 Ib. pkg. Peanut Butter, S Ib. pail
Coffee, 1 Ib. pkg. : Pears, No. 21
Coffee Cloths . Pears, No. 10 ’
- Cora, No. 10 | ! . | Peas, No. 2 ;
Corameal, S Bb. bag i | ; . Peas, No. 10
Cornstarch ) i " . Peas, green, eplit |
Dates, pkg. ) Peas, yellow, split :
Dishcloths  Pepper, black, 1 Ib. '
Dishwashing Compound, 100 Ib. _Pepper, white, 1 Ib. .
Draino Pickles, dill, 1 gal
Envelopes : Pickles, sweet
Extract, lemon, % pt. Pimientos, 7 ox.
Extract, vanilla, 1 pt. _ Pineapple, sliced, No. 2 '
Figs, No. 2% , Pineapple, sliced, No. 10 ;
Flour, graham. § Ib. Pineapple, crushed, No. 10 ;
Flour, white, 2415 Ib. Pineapple, tidbits, No. 10 .
Flour, whole wheat, § Ib. . Polish, stove
Fly Spray, 1 qt. . Prunes, dry, 25 Ib. box !
Fly Spray Gun ) , Prunes, dry, 5 Ib. bag |







Date

Quantity

on
Hand

Article

Raisins, pkg.

Raisten's Food, 24 oz. pkg.
Raspberrics, red, No. 2
Raspberries. red. No. 10
Relish, swect, India, 1 gal.
Rice

Roach Powder. 1 Ib.

Roach Powder Guns

S. O. S. 4 to pkg

Sage, 1 1b. pkg.

Salmon, red. Nou. 1

Sal Soda, 2t, 1b.

Salt, cooking. iodized, 25 Ib.
Sani Flush, 16 ¢z, can
Sardines, 4 oz. can
Shortening, 8 lb.

Skrimp, No. 1 tin

Silver Polish

Soap Chij's, 25 Ib.

Scap Powder, 100 Ib.
Soap, toil:t

Soap, wtite, laundry, 100
Soy Sauce

Spaghett. 20 1b.

Spices, whole, mixed, 1 Ib.
Sugar, brown

Sugar, graaulated, 25 1b.
Sugar, powdered

Syrup, Blue Label, 134 Ib. can
Tapioca, § 1b.

Tea, black, 100 ind.

Tea, green, 100 i1nd.
Tomatoes, No. 10

Tomato Purce, No. 10
Toweling (in 20-yard units)
Tunafish, light

Vinegar

Worcestershire Sauce, 10 oz. bottle

MEATS

Total

Lunchroom
19¢

Unit Total

Cost Cost

Inventory

-36&-

School
. . . - il
Quantity . Unit Total
Ho.nnd Article Cost Cont
1 P o

DAIRY PRODUCTS )

Total
'
FRESH FRUIT
|
Total ;
VEGETABLES :
|
. |
]
' t
f
]
Total i
COOKIES—CRACKERS
1
Toral |
. | -
CANDY ;
! !
1
Total i
i
Total Value }
Supplies on Hand }
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DETROIT PUBLIC SCHOOLS
DEPARTMENT OF SCHOOL LUNCHROOMS

EMPLOYEES’ TIME SHEET

0L I — I e - WEEK ENDING -
]
. Monday Tuesday | Wednesday i Thursday l Friday
Name . ‘ ) —
i In In Out | In ' Out In i Out In | Out

i Out

EMPLOYEES'

[17:) P, - e o e 2 e o e e e e e e o e

Neme Time Schedule |HOurs Ingily Payroll| Job Address

WORKING SCHEDULE

Date cccccccccc e ccccccc—- 19cccw-

i Paid
_Cook * hrs.
_Cook 8 hrs.
_Cook, Le‘gt.lbleu 8 hrs.
Cook, salads 8 hrs.
Cook, combination 8 hrs.

eral Employees

—

Total Hours Worked =
Total Daily Wages
Assistant Manager’'s Salary
Manager’'s Salary
Total Daily Salary
Total Payroll

Average Daily Customers

Average Type A or B Meals

Average Total Daily Income_____ -




m ‘ - - - i —_——— 3 —
- ~ - ™ - S . =
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BOARD OF EDUCATION
CITY OF DETROIT
SUMMARY OF LUNCHROOM OPERATION

FORM IS

Month of . . __

- Schaool

- -104

Income:
Accounts Receivable:

1

2

K

4. o

Cash Receipts
Total Income

Food Cost:
Inventory
Purchases
Total
[ess Inventory
Cost of Food
Per cent of Total Income

Payroll Cost:
Wages
Salaries
Total Payroll Cost
Per cent of Total Income

Other Expenses:
Laundry
Small Equipment
Repairs
Telephone
Gas
Compensation

aiverhead—
Total Other Expense

Total Operating Expense

Balance or Deficit for Month

Balance or Deficit to Date

Reserve Expenditures
New Equipment
Alterations

Total

.
%

Number Type A Lunches Served
Number Type B Lunches Served
Number Type C Lunches Served

Number Other Lunches Served
Total Lunches Served
Number Days of Operation

Average Served per Day
School Enrollment

% of School Enrollment Served

Signed

) }'lln(lpd—_

se
o



The daily record of oneration and the inventor: are
used ©o compile the Swimary of Lunchroom Oncration found
on pa~e 39. "his is a monthly »rofit and loss statenient.
Accounts leccivadle include income from Type A and C
lunciies, Tres lunches and sales to te Iiorie Zconorics
Department. Cash receints represent the amount of salcs
for the month. Under 3escrve Lxpcnditures, the aim is
to build up a reserve for newr eculnnent and alterations,
If a lunchrcor is unable to do this, the 3Board of Idu-
cation furnishes these Ltens.

2

In the Detroit Schools, the food cost percentage

3
runs about 60 per cent. If frece Toods” are included,
the food cost nercentase then drons to 15-50 per cent.
Labor is 30 per ccnt and the other expenses about 10
ner ceint

The Detroit lunchrocms nhave standardized thelr
recines and have had them bound into boclz form. The
recines include ancimts in doth wel-ht and measure,
nroccdure and yield. A raw food cost is done on all
basic rccives and is lkept in a small loose-leal note-
booz. This is divided into food sections in the sane
fashion as the recipe bock.

- e e B wn n - - . - = e - -
ar
o

Surnlus corwiodities 1ssucd by the U. 5. De partnont of
A~riculture to thc school 1un01rﬁoms at no charse to lhernt.
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The 3Business lianager's O0ffice also cormiles a state-

rient of the total oneration To» 2 ronth cormarin-~ the
present year's opcration with the »nrevious vear'!s on-
eration Tor the sare period,.

A samnlce of this staterent Tollows:

Cormmarntive Statement

lonth
o. of Days Incone

19l8 1919

Incone
Ixncnses
Sunnlies
Payroll
Other
Total IHunber Served
Tuamber Indisents
Payins Custoncers
Onecrating Statistics
Averase eceints Fer Custorer
Averarse Cost per custener
Su»plies
Payrolls
Other
Total
3alance
Averace Recelnt mer naying cusioriers

Form 16

The unit cost ol sunwlies, labor and other eimmense
is nrepared and based on the "lunch scrved" as the ser-
vice unlt ia this study. ‘Mien these unit costs are con-

pared with the per meal incore, the trend ol omncration

can be deterniined and any adjustrents nasicd can be mades



-Z;_Q..

The Business lianager's O0ffice also fills out the

claim for reimbursement 23 required under tihe National

School Lunch Act. “his is routed throush the County

Superintendent's Office to the 3tate Director ol 3chool

Lunches.
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Dearborn

The Deardorn School Lunchrooris include fifteen
cafeterias plus scveral nmilk stations. In the first
eirsht months of 19118-119 operation, a total of 21!,000 .

neonle were fed in the cafeterias.

-

The lunchrooms arc under the Business llanager of

the Dearborn 3oard of Zducaticn. :ach cafeteria has

-1

s no sunervisor of lunch-

e

its ovm manocer but there

roonn oncraticns. (The system is beins reorzanized and

they will then have asupervisor.) '
A master menu pattern is made up dy a menu con-

mittee. This cormittec consists of one or two princinals,

a teacher, the school nurse, and a cafeteria manaser,

ct

Dach manager is allowed certain latitudes within this
nattern to meet the food »nreferences of her clicntele.

Tach manazor writes recquisitions on the Central
Stores Denartment for all food, sunnlies, and equiprient,
If orders are telephoned in, they rmust be covered Dy a
requisition viiich is nerely a confirmation.

The Purchase Order, nage hé, is the means by waich
material or services desired on swnecial recuisitions nay
be secured from the vendor or other individuals. It

m

serves 2lso as a receivnt for materials received. The

special requisition, shorn on pase L7, is the basis for



D=

the nurchase order. The purchase order is nade up in ;

the 3usiness 07fice and each set consists of six sheects;

b}

one blue, one oranse, onc yellow, and tiwree vhite. The
original cony ol the nurchase order goes to the vendor.
The oranse copy is retained in the Busincss Office. It
is Tfiled numberically and used in malzing payrents. ‘The

blue, yellow ani two vhite copies are Torwarded to the

Receiving DNoom and are used for delivery nurnoses. The
vhite 1s retalined by the school, the yecllow is signed

and returned to Stores, and thie blue and vhite conies
are used in checliin~ —ayments by the invoice clerk.

The Dearborn Public School has an Inveice, vhich

e

follows on »aze h8, set u» to ald the monazers in or-

R} .

sring perishable sunvlies vhich are not included in

o

their list of a»nroved materials. These supnpliecs are
tren ordered on the s»necilal recquisition. The Srecial
Recuisition and Purchase liemoranduri”, page 117, 1s made
out in trinlicate. The manager retains the third cony.
The other two copics are forwarded to the princinal
and/or department head for anproval, and then sent to
the Business O0fficec. Those arc then checlied azainst
budset anrronriations. If a purcihiase is to be made,

4

to the TPurcha “cent vho

<L

l—-c

pothh coples are lorwarded inz

£i111ls in all infornation and retuarns thacn To Tk

- - G P W W = - o - —

¥ Tts full title.
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Office. After final anproval, they ro to the purchase
order clerk; the orisinal beins filed by the vendor and
the seccond cony, numerically.

The Requisition for Supvlies, following on rase h9,

is used to rccuest 2ll annroved materials It is rnade

out in guadruplicate: one blue, one vhite, one yellow,

and one orange, and orizinates in the sub-stock roor.™

The fourth cony 1s rcitoined br the person malking out the

requisition. The other three conies are sent to the
Business Office. After approval, tiey are sent to the

S5tock Record Clerk Tor nostin~, The blue cony is re-

1 RPN )

tained here; the vhite and yellow conies are sent to the

[0

Receiving Aoom to be filled. The yellow copy is l=ft
with the ~oods delivered hile the vhite cony 1s sizned
and returned.

The Stoclk Purchascs and Receint Card, pase 52,
made u» frcn purchase orders in the 3usiness Olfice.
“hen the material has been received, tihe stoclk elerk
records the date, cuantity actually reccived, and in-
dicnoves any change In »rice on this card.

Te 3tocl: Disbursement Card, page 52, is used to
rmaintain at all times a book inventory of all stock
iteris niriecs arec nade on this Torm for recceipts from

purchase crders, and for disbursements Ifrom a»nroved

regulsitions and delivery ticliets.

* Stoek room of the individual lunchroon.



PURCHASE ORDER FORM 17 oroer No. A

DeARBORN BOARD OF EDUCATION
8757 NECKEL AVENUE

YOUR INVOICE MUST BEAR THIS NUMBER

DEARBORN. MICHIGAN DATE——
NG ROOM
Sl o= MARK SHIPMENT ron AL ﬁctm ) ROOM
DEARBORN, MICHIGAN
TO :
TERMS: F.0.B.

= =

PLEASE ACCEPT OUR ORDER FOR THE FOLLOWING SusJEcT TO THE CONDITIONS PRINTED HEREON:

-)_!_Q..

PUR. MEMO. NO

SHORT | QUANTITY DESCRIPTION PRICE QUOTED, CODE

" compmons: Dmommorlmikm

1) INVOICE THIS ORDER SEPARATELY.
(2) MAKE NOTATION OF PURCHASE ORDER ON OUTSIDE OF
PACKAGE.

(3) SHIP VIA CHEAPEST WAY UNLESS OTHERWISE STATED. l

(4) IF SHIPMENT IS NOT F. O. B. DEARBORN. VENDOR WILL
PREPAY FREIGHT OR EXPRESS CHARGES AND INCLUDE COPY
OF PREPAID CHARGES WITH INVOICE. - "
.
(3) VENDOR SHALL ACCEPT ALL RESPONSIBILITY FOR DAMAGE (BUSINESS MANAGER)

OR INFRINGEMENT SUITS CONNECTED WITH THIS ORDER.
(6) ALL DELIVERIES ACKNOWLEDGED SUBJECT TO OUR CHECK.
D EXEMPT FROM STATE AND FEDERAL TAXES.

(8) THIS ORDER SUBJECT TO YOUR REGULAR DlmUN'f TERMS,
TWENTY DAYS FROM RECEIPT OF MATERIAL

© RECEIVING RECORD BisT
"l-ll-.mr.__.sm'o MEMO.NOoe —
DELIVERY RECORD -2
] - -
EII‘..‘ DEL__ TO. ¥
SCHOOL_ DEPT : %
MATERIAL TO BE USED FOR SRS
.. s . - '.A‘ > y
APPROVED_ T
-\: o 0 BUSINESS MANAGER - B . T
m 3 No. PURCHASE ORDER BRI - P,
LW No. PSRNy, omano rorae
' g l x DISCOUNT Ry
‘T‘?—* E oy asdbinar ™ 5 P
[, .

S P S——
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Cafeteria

O
Homemeaking [

Purchased From. ..

ORM

INVOICE

9

DEARBORN PUBLIC SCHOOLS

...SCHOOL

ORDER NO

- —-- S S —
Quantity Pric Tl Quannt I'rore Tor il
_— _._-___—..,ﬁ}._____—_——
MEATS
BEEF ONTON S G ELEN . /
- - U S _. - R e G S
DRIED RLEY Ih PARSFS !
_—— .. 4 s _ e — - - -
REEF ROAST NO BN PEPPERS GREFN
JEESS— o . - - [ - - ——
ROUND STHEAK NoO Ih IPOLTATOES NO Rl
—_— - — . —— —_— - - + - - —_ —_— 4+
SURLOIN NTEAK Nov i TOPFNTOLS S\ b "
SOUP MEAT " JrRE A s "
—_ - - _ - O i R
HAMRBUROFR ", SPUNACHE TREN o
TIVEFR an ol s
e . _ ) P S S -
VEAT ", TONMANT TS
PORK
o _ _ _ e ——
THCIERS i FRUITS
. : . - l -
PO ED A | RSN EEN !
—_ S — - - ————————- ———— —_—
CUKRED 'TAN i ' AN N AN
- - . - . - — e — -4 -
PORK RO | T !
- - - + - —_——— e . _ - -4
HORK CITOpES ; N J
SAL U PORK B MU N
[ ~ . -
I'ORK SN s [T SR BN
. . ' — . . -4 —_
SEPAKRE S KLiS : Jw AR "
——_— . } - - 4
RO OGN A ' L "
- - - . - ﬂ, - ——
I J I
LANB
CHors DAIRY PRODUCTS
L
WOVAN | tod sl CLTESE
LR Y R NI [
— — _ [N S
[ A\ B IO RN
FRESI! VECUTARLES |
- -
VSR A TS OLEO
_ - - g - -
PR AN 0 RESN 1 v w ¥
- - - — ———— ————
B EN
N '
— - -— —_—— — . —
CARKOTE S BT ' BLY.AD:
—_— - - - - HA R S — - m e e— = 4 ——— - —
TN K] ' l S
TR TN j SRR
bt i AAREYRL ACTE .
N | RN S R
' [ | ) ! '
ONTON S D Whin oo N

Date

abesmaesduithbede

Total Cost






APPROVED SUPPLIES REQUISITION FOR SUPPLIES

al i » a
To Be Used for Coded Supplics Onl Charge to School Date

e — = ==

o

CuA'v;’le QUANT v
BACK | .

ORDERED | SHIPPEC

STOCK ANT AN DESCRIPTION TO BE USED FOR

T

‘ |
|

— - -} — . S + " —— -+ )
e ST 4
|

el TS S EEA. e |

?
|
1
|
|
| ] ST S
!

:
|
+
|
|
|
’ -
[

|
| |
- > - " “ - " — — — ——_— - S — —_—

|
S — 4 - e RIS WU—— e — 16
|
—_— —gy _— —— e — ——— !

e | St — — — —_— e

s e el e s | |

TOTAL

Approvea:

Supt

Signed

B - FORM 20







An annual inventory
roort and a journal cntry
ference between the bool:
inven

nonthly tory

is checited periocically by soeone

The Cafcteria 3ales
nount of dally s2les for

cut by the manazer.

readings which serves as

malzing

\
person CACINIZCe

are
weelz, Tor viich a reccipt
total at tiic end of cach month,

is talzen in each

Torwarded to the Business 0OF

-50-

is talien of the ~ecneral stock-
is made to reconcile the dif-
and »hysical inventory. A

sub-stocliroom. 1t

from the Businoss

Revort, wvaze 53, sives the a-

a weeli's weriod,. T 1s rade

report also ~ives the reclister

a check on the accuracy ol the

The orizinal and duplicate copies

fice at the end of each

ig issued to the scrool in

The duplicate cony 1s

monlkied by vhe Cafeterla llanaser with a notation as to

the "over" and "short" cosh and is thon returned to the
school clerk. The briﬁl 2l ig retained in the 3Business
Office and is used to 2ccwmnilate tho necessory information
for the rerort furnished the lUatlonal Scheol Lunch Act

eacn month.

is

filed by school.

The third copy

retained by the school clerl:.

A1l receipts are deposited by the school cleriz.

Four devnosit sliwns

and Jorwards

forwards oreto the Business O0ffice

[SUPaSN

also forviards one to the Business 07

are made out:

to to the banlk.

thie clerk retains one
The bonl: retains one and
ond the school clerk

ficece



-51-

The time card, pace 5li, is the basis for 2ll pay-
rolls. These arc anpyroved Dy the sunervisor and turned
over to the payroll clerk.

A monthly prolit and loss statement and a cwiula-
tive rnonthly statement to date is nmade in charc forn.
This chart is set up lenstiwise on 8% by 11 inch paper,
i.c. colum headings are rlacecd across the lensth of
the pase. The schools are listed dovm the left-hand
side of the mwancr., There are cleven other headincs:
Sales, Food, Salaries, Gas, Laundry, lLiisccllancous

Opncraticns, Siclt Leave, Operating Prolfit or Loss, Non-

ct

operating Dxpense, Overnead Expense, let Profit or Loss.
The cafeteria opcrations are controlled by the

Cafcecteria Revolving Account in thie General Ledger.
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Dearborn Board of Education

CAFETERIA SALES
FORM 23

S HOo Pevieo bFndio
Trate No Fred Adult vash Aduh Neo ot Iwhet
' undhes Milk Lunches I'ckets Amount-

Monday
lNuesday
Wednesday .
Thursday

Friday

Totals .

Present Register Readig

Previous Register Reading

Repistered Sales . . - - .
Over Cash __._ . ... . ..
Short Cash .. __. - ;

Miscellaneous Sales O
Total Sales for Period
Grie details of Miscellaneous Sales

send ongmid and dupicate copres ton Busimess Onee
Friphicate copy to be retaned m schoal

St badiine

Sales

I'ota
Nales



FORM 24

Reasons For . Reg.
Absence or Overtime Day| Hrs ' Hrs. Time Record
Out i
—_— wy -
In - '
I £ I : _
Out e- !
- _— _—— ! +
In | |
4 Out l
o N ln* ::n ’
S ) 3 0
Out 3‘ ‘
- _ - — - < ‘ ‘
In |
Out | i
o -l 5
- — 3 | -
Out g' '
—_—_— e — - N )
In '
Oll 1
=
o ] s . i
Out §' |
— L —] <« — o . —
In l
REVERSE SIDE : LOWER SECTION
OI( 1 ‘
in ;! ﬁl
Out| £ *
<
In

1 certify that the above is a true and correct record of my time for this pay period

Employee

Work days present et 4 cmceccccccea

\Work days absent because of:: Department Head
*Personal illness . . . . ... GROSS
*Death in family . . . . oo cacoaao.

Vacation . . . . . . . ccccccccaaoo
Holiday . . . . . . . ccicemmceae TTTTTEECS -
Personal business . . . . ool ecmmmdmccamccaoao
Taking off extra time . . . ...

Total work days accounted for --oooeoeeee T
Extra hours, regular rate . . . cccececeee.. O TTTTTTTTTT TTTTTETTETOooTSSS
Extra hours, time and half . .\ cccacaccea. TTTTTTmmomes -

OVERTIME APPROVED s W. Tax Retire

L it B d

Business Manager



Lansing

The Lansing school lunchroons are opsrated under
the direction of the 3o2»d of Zducation. This nrocran
Includes two senior, thrce junior hisgh and threce grade
schools. An avera~e of 2300 is fed deily in the total
pro.ran,

aci lunchrcecon has its ovm nanager. ILilss Zachariah,

the DI

L'.

rcctor of Ilome Iconomics, is ermlovyed by the Board
£ Iducation as sunervisor of Ilomemalzing, which includces
the cafeterias, since all o the manas~rs do some teach-

. n

n~, lilss Zachariah docs the nlannins cf the lunchroom

e

activitics and sorie burins.®™ A sreater percentase of
buying is done by individual nanasers as there 1s neither
space norc trucliing facilities for a central stores.
Jach man~~er nlans her ovn menus, worlt schedules, order-
ing of food and kecvs all her ovm reccords, and also
tecaches scveral classes. These classes, for tie nost
part, deal with the practical side of cafeteria worlt.

A1) orders Tor nmcats, wcrishables, dairy products,
and brcods arce
cords orc “ent of these orders. A Purchase Crder, as

shiotm, is usel Tor stanles and canned oods.

* Canned ~oods, chiefly.
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Purchase COrder

Date

Name of Cafetoria

Purchased from

ALTOUTIT DISCRIPTICN UITT FRICIH TOTAL

—_—— — —— — _ _ _ — _— __ __ ___ _ —_ — —— — — —
Paid by Check lo. Sizgned

Form 25

Dach manager pays ner owm lunchroom bills; the gro-
cery bill is naild every two weelits and 2ll other bills
once a rnonthe. These are then filed accordins to vendors
after the date »nald and checl: number have been recorded
on the statement. They also use a Fetty Cash Voucnher,
vhich follows, for all payments made by cash. As the
Lansing schools buy rnost of tiheir fresh fruits and vege-

tables in season, from local trucliers, these are used a

freat deal.
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- ——

Public Schools of Lansing, lichisoen .
Petty Cash Voucher

Date 19l

T

Received of BFRIENCIH CARLTIRIA

By
iame of Comvany or Ierson
Tor
Signed
Form 26

In the cafecteria, a checlking machine is used on
the focd line. Student helvn is employed for these jobs
and one student does both the chec’iting and cashing.
There is o sevarate ice cream and nilk bar and a cash
box is used herec. The manacer teeps a record of all
ermloyecs' mecls in a small s»piral noteboolrs On the
choclzing maciiine tape one check (&) at the side of a
riecl rieans "teacher", vihile tio check (#v) is a "teaeh-
er vith milk". As the schools are not reimburscd for
tecacher meals some means for their identification is
necessary. The Daily Flate liccl Renort, on the follow-
ing pane, is used to record the number of Tyre A and C
lunches sold. The cashilers rnialiec out the Cafeteria

Cashier's Report, as shovm, which is checlied by the

rnanazser.



-58-

Valter French Junlor High
Cafeteria Cashier's Revort

Date

Today's Register lo.

Cash Taken in

Error

No. of meals served

Form 27

The meonajger i1s resnonsible for the lunchiroom rccelnts

and maltes her ovm deposits once a wecl: using regular
banl: depesit slins.

The lunchrooms nandle their ovm personnel worl: waile
the Board rays for all labor. The lunchrocm reimburses
the Doard for thixzx ancunt once a rionth. A Daily Time
Record, pase O0l, is lkent on each employee and is self-
explanatory.

A1l of these records Turnish the necessary inforna-
tion used in conmplling the only journal lizent by the lunch-
rooms. mis is on regular twelve colunn Journal paper
and the headings are as follows: Date, Descrinticen,

Checlz, Chec!r Ilumber, Labor, I'ood, and lllscellaneous.
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Caleterla Dally FIIate Il.cal Le>ort

I.lonth of Sisnature

Tyne A Type A Tyve A Total
Date S01d  Stindext HMeln I'reoe  Twaa G ;i1
= _ _  — — _— ]

Totals
lI.alte 2 coples. Plecase scnd original eccn ronth with
U.S.D.A. D'ile carbon.
be less

Total bottles nurchased should
than bottles served.

Torm 28

I?T Iznkhitafateats
LoV leLl Ui

Sneet lio.

19 Folio

Priced by
Department

Called by

Ixtended by
Location

Entered by

LExamined by
- ]
Item No. Description

Quantity Unit Price Unit Extensions

Form 29
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A physical inventory is talien once a month on an
Inventory form which follows on narse 59. In lJalter

I'rench Junior Eigh, the storeroom is used in settins

w

~

up desserts and therelore no atte:mmnt is made to lkecn
it locled.

The Journal, Inventory and lleal Report are used to

b

cormile the monthly Renort of Orerations on nage (2

for thie Board of IZducation., As detailed instruction is
~iven on how this is to bec done, no lfurther eciplanation
is necessary.

ms

There is a yecarly swriary statcment given to €

4]

3oard of Zducation. This consists of the total receipts™,
total disbursenients for labor, food and miscellaneous
itens, balance returned to the Board at the end of the
vear and acccunts reccivadle,

Forms for the claim for reinburscrcent as rccuired
by the Hational School Lunch ict are also filed. These
are nadc out by the central lunchroom oiffice and then
sent to the State Director of School Lunches after it

has becn routed throush the County Supcrintendent's

Office.

* Less a $75.00 loan at the besinning of the school
year. This loan is used to buy sunnlies before the
lunchroomn opens.



FORM 30
PUBLIC SCHOOLS OF LANSING, MICHIGAN 31—
Ecd«; Time Record

To be mailed to the Board of Education on the Ist & 16th of the month

DATE REGULAR SHIFT i HOURS |
DAY OF WEEK STARTED Quit ' WORKED
I
‘[ {
f :
( |
|
| .
TOTAL
ste: Explain reason for absences opposite date.
OVERTIME
DATE
STARTED CUIT HRS. WORKED REASON for OVERTIME
I . |
' |
- — —
TOTAL
we of Work
chool _ — - C e Name
I BASIC SuUPP. ] GROSS RETIRE . W.H. TAX ! HOSPITAL . MISC.
A g X



REPORT OF OPERATIONS - MONTH OF 19 -62-~-
Cafeteria

l. ACGOU.ﬂtS Receivable ® 000060000000 0000 0000 0000060060000000000000000009000

a)o-oooootoncooot..ooloot--o.o-oﬁo

(B)eeueieeseenerennssenassessnosens

|

(C)..ooaoc.o-oooo.ooo--oooo-oooooou
(d)..........‘l.‘..........“'.‘...
Cash received during month 000 000000000000 00000600 000000060000 00000000
Inventory at end of month evevviceeeoteroreserosesessscosevscsresans
Total unpaid bills at beginning of month (4a, 4b, 4C)eereeecsrcevaas
(a) Board of Education...e.eeeesseeceseecsocscocns
(1) FOOd ONLY eoevecoceocorostornsanoscsscsssacnses
(c) Others (Misc. eXpenses) ....eeevssssssscessaes
AAd 1, 2, 3, A0 L seveerennnnrossonsncscssnsnesenssasnnreronseeses
sccounts rec. at beginning of month .e.iceeveecioness,e
Inventory at beginning of month ...ieveeeecececsvnvense
Cash disbursed for labor (8a plus 8b) seceercescccecns
(a) Board of Education e.eeeececese
(b) By cafeteria manager eeeececece
. Cash disbursed for food s.ceeoeeecnscscocscessenssnnes
10. Cash disbursed for misC. €XpPenNsSesS ...seecsscecssscsnss
11. Unpaid bills at the end of month (1la,11b,11¢).c.ee0es
(a) Board of Education eececescsens
. (Labor and expenses)

(b) Food only seeverevevconcaconnns
(¢) Other (misc. €XDPGNSCS) eeveeves
12. 4dd 6, 7, 8, 9, 10 ANA 11 4eurrrrnnnesnnvornnnronsonscsssosasnnsns
13. Subtract 12 from 5 (profit for moNth) seceevecececeorsecncrossansoces
i, £dd1land 2 eocivvenens Cecssessresensssarssearascrnene
15. 1 - 6 (Total SaleS) £ 00 0000608066060 06000060060600606000060600060600000006000000
16, £dd 7, 9, and 11(b)eeveeesveraes sesevscescasscssacanse
17. Add3andh(b)........................................
18. Subtract 17 from 16 (cost of £ood S01d) ..evevececoocronnnsoscocoese
19. Subtract 18 from 15 (gross profit) cieeeeseececceeseosscsssscsescons

2. £dd 8(a),8(b),and 11(a); Subtract 4(a) from this
total (labor)..

2l. 1£dd 10 and 11(c); subtract 4(c) from this total
(expenses)...ee
22‘ Add 20 and 21!..............0lll.‘.Q....nl...ll...I..........ll..l‘.

23, Subtract 22 from 19 (nct profit must agree with 13)....ceevecoeccecs
. ]
H ORI 3 3 3 36 36 3 3 96 3F 3 30 3 3 v 3 I 3¢ I 3 2 3 3 3 30 e b I 3 3 6 3 3 3¢ ¢ 3 2 20 % 3¢ 3

Fwbd

|

03:2c>\n

Number of meals sold..... _ Accumulated profit or loss

Number of mecals furnishcd at the end of last month

Number of free meals..... _(Current Year)eeeoeeooooesns
TOT:L meals served... Add current

mOnth's profit..............
mTAL‘ e 0

%ard Of Education bdance’ last‘ Juuly lSt 90 0000 000000000000 00000060000 00
Cash on hand and in bank at close of current month ...eeeeecssnserscecnns
Nun\ber Of SeI'Ving days 1n month © 00 000000 00 0000000000000 0006000000060000000

Cafcteria Manager » Principal

(Sond original and two copies to the Board of Education before the 15th of month
following report.)
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T. L. Handy, Bay City

The T. L. Handy Hizh School of 3ay City has an en-
rollment of 1300. Although the manaser was not able to
give a count of the total number served daily in the
cafeterla, an averaze of 100 Tyvwe A lunches is served
and the average daily incorie is between $70 and $80.*

The schcol cafeteria is managed by a practical
woman. She makes out the menus, work schedules, nay-
roll, food orders, trains emnloyecs and reworks homnme
recines for cuantity use. Mere arc two cooks besides
the manager, a full time cashier and student help. The
cafeteria line is open cnly at lunch tire. There is
also a senarate Dairy Bar (milk and ice cream) which
is open until [;:30. After the lunch period the rezular
cashier works here.

The menus are made out by the manager and a record
of 2ll Tync A mcals served is kept on file. After the
rienus are nade out,Athe meat, fruit and vegetable orders
are placed, the monager doing the shonping on Iriday
afternoon for the .ollowin~ weelz's menus. Canned coods
and staples are purchased throush salesmen. Ice crcan,
bread and nillk orders are placed with the trucl: drivers.
All purchases are checked upon delivery to the school

* An estimate of the count was requestcd but only an
income estimate wos siven,
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storerooris The bills are choclicd and totaled menthly
by the manazer and turned into the school's business
office. If the bills and staterments agree, they are
then paid by checl,

Fal

A physical inventory of food is talzen once a year
at the end of the school year. An eguimment record is
made up once a year and includes the count, description,
condition, nrice, and slze of the article.

The tiliwe book, a loose leaf notebook, is kent by

the manaser. She records the presence or absence of the

ermloyces and sives them their total scheduled time as

()

(R )

tlicir hours worlied. The cashicr is naid out of the
Dairy Bar reccints vwhile all other emnployces are paid
from food receints. The tine book is the only personnel
record liept.

One onerator talies care of tlhic checking machine and
also cashes. A student checlis and caczhes at the Dairy
Bar vhile the cafeteria scrvice line is open. The rmeals
on the macaine tane for the cafeteria line are marlied as
follows: $=Type A lunches, MN=Type C lunches, A=Adult
lunches. The number of bottles of nmilk sold at the Dalry

" All ofthe manaser's

o
d

Dar is recorded in the kItchon.
records are kent in a two-ring loose leaf notevook. In
this noteboolk a record of cash receints by the rnionth 1is

*  Issues - rcbturns =nilk sold.
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™

recorded. The headinss are as follows:

Cash Receints
Date Cafeteria Dairy Bar After School Specials 1.ilk

Size: 8% x 11

Total:

Form 32

Cafeteria, Dalry Banp and Aftcr School are the hcadings

for the actual cash talien in. With the full tinme cash-
‘

ier, cash receints and machine rcadinrss werc said to

s
i}

balance alwars.”™ Snecials renresent tie actual count

of Ty»me A lunches sold. This fijure is talien from the
machine tave. 111liz means Tyre C luncihcs. Speclals
plus adult lunches subtracted Trom tctal milk sold
equals Tyne C lunches sold at the lunch »oridd. The
cashisr and nanazer chcclt the casihr receints. The

reccints are turncd iInto the school olfice and are de-

posited at the banlt once a weelt.

The nranager malies u»n a rnonthly tyrze of profit and
loss statensant for the school oilfice from which i1s made

the claim for reimbursenient recuired by the Naticnal

School Lunch Act. +hils staterneont is in two par

L

CS e

-t s s omap - D oo o wn wo -
.

- llost wusual,
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Tart I llontly 3tateoment for oDairy osar
Date
Vendors Anount of 3ills
Total:
Add:s
_ Halp
Incorie
Less: Txnense
Profit
Part II Lionthly Statement for Cafeteria
Total Food 3Bills Total Other 3ills
Vendors Amount Renlacement
Garbaze
Laundry
Ice
Total:
ilelp
Total of All Lxpense Cash Receints
Total Incone Add .09 Reimbursenrent
Profit or Loss: Add .02

Form 33

™e school business office malics out all reimburse-

ment rccords and thesa are scnt to the County Superin-
tendent's Oifice. As noted before all checks for ex-
penditures are issued fron this office. The cafeteria
receipts and disbursements are carricd in the Handy

Activity Mund Ledser and this is balanced monthly.
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Zast Lansing

The sast Lansing Hich School, with an enrollrment
of 700, serves an averaze of 200 perscns per day in its
cafeteria. It does not oncrate under the sovernment
reimbursencnt nrogram, but does use Abundant Poods as
provided under section 32 of the liational Schocl Lunch
Act.

he cafeteria is onerated by lilchisan State Collese
Institution Adninistration courses, the hish school
cafeteria serving as a laboratory for these classes.
The class girls nreware the food, set up tho counter,
serve tae Tood, checlt and cash., The cafeteria employs
one Tull time woman. She does general clean-up, washes
pots and pmans and dishes, Two high school students
(hpoys) are ermloyed to check cash receints each day.

As fTor records, all food purchnascs are recorded in
an Order Boolk. <is Is the standard stenosranher's
spiral notebock, On the inside cover is a list of the
ten houses the monaser buys fronm, with tiwcir telenhone
numbers. In a very informal way the nane of the vondon

late, item, and amount are recorded. Occasionally other

~

A

ormntion sucii as price 1s noted. Stanles are purchased

e
L’}

n
throus1 Lansins wholesale houses, corders beins placed
once a weclk. The nanager 2lso orders three times a year

from a Chicago wholesale house. She shops for perishables
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v

the Tirst part ol each weelr. Daily order are nlaced
Tfor 2ll nilk and bread consuried.

The ©ills are recorded in the Purchose Journal.
This 1s ruled by the managor, in nencil in a bound
noteboolrs The headings, runming across the two facing
pases, are as follows: Date, Vendor's liame, and Total
Anount of the 3111, The Food bills arc hroken down into
tiic basic food classcs and iteriized. 3ills are then

rccorded on Cost Cards, as shown by the following samnle:

- — _ _ _ — _— —_ _ _ _— _ _ —]

Cost Card
Itemn:
Unit
Date: Vendor An't Cost Total
Form 3l

These are arransed alvhabetically accordin~ to food
classes. They are used by the colleze studenvs, taling
the cafcterla courses, for food costs. Dally food costs
are done apnproximately one out of every threc rionths,

At the cnd of each nmonth, the bills are checiled with
statenents from the vendors end are approved DY The rana-
rer for payunent. The bills, with the staterients are then

sent to the school business oflfice ~here all checlis are

rritten.
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llenus are rnde out in advance for a one weolr veriod.
These are donc Dy the students and roviscd by the nonarser.
The weather nlays an invortant mart in the tyme of menu
served, Left-over Toods arc scrved with the resular

rienu items to sive arcater vari

A foods

E)

rionth br the ranacer. She 1
used for this as shotm on I

~

ate inveantory is lent *
nlied by the Governnment.
trlten at the
The Dally Census B3ool:,
sc

cashh recelints and nunibe:rs

tie number ol nieals
in ricney paid out Tor rTood.

-

o7

-
CL1C

t

a

ct

stubs.

as the collcre students pert

are not entirely accurate.

rvced.

sold witnhin cach ten cent

and supnlies inventory i3 talicn once a

3 standardizin~ the Torn
n followir nace. A scepar-

r 211 of the Abundant Foods sup-
An ecuinment invencory 1s

end of the school ycar,

i

o]

S a ie;

)

on pa~e 71, report of
It zives in detail
incrcase
data are asscrivled

T A a
L1C3C

ciool boys from the checliing machine

-en fro:m the clieclzing machine

o thils oneratvion, and they

The boys, aofter obtaining

S

a total frorn the chweeclr stubs, count the money and re-
concile the two. The cafeteria has no Petlty Cash Mund

but doecs have a ten dollar ban!: issued to it at the be-
~innin~ ol the schcol year from the school's Irmrest rFund.™
o —m————— i ————

* Imprest: Orginally this word refered to an advance of
nublic moncy Ior sorie nublic use, Ilere it means a special
fund to talic care o inconie and crpendltures of a depart-

I T
$IRes

rient

Iin a larcer orgsanic

S
2.0LCN.,
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The mannger deposits the cash receints in the business
office. She receives o receint written cn the Imprest
I'und for this amount.

Once a month, the manager malies out a Financial
Report, shorm on naze 72, for her Infermation and fee
lZichipgan State Colleze Institution Administraticn De-
partment. At the bezinnins of the school year this
was donec every weclt s a checell on the food cost.

N 4

In tihic sciwoel dbusiness oTlice, all receipts and

=

disbursements are controlled by the Innrest Cash Account.

The school board recelves its information from this

account.
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TINANCILL RIPCRT

Cash in Bark as of (first of the month)
Receints Tor (current nonth)

Total in Banlk as of (end of ronth)

Ixpenditures during nmonth:
JJages
Vendors (listed senmarately

wlth total amt't of
thelir bill)

Total in bank after deducting expenditures

Inventory (end of tie month)

Total Viorth of Cafeteria

Inventory, besinning

Expenditure for month

Inventory, ending
Total Operating Cost of lionth
Total Receints for the lLionth

Profit or Loss for the lLionth

-72-

——————————
————
S ———————

Hlll !l

Number of Student Patrons

Number of Days Served

Av. n. of Studnnts Served/da.
Av, llcal Checit

Dstimated Cost of licals for Lelp

I"orm 37
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Lalte Odessa

The Leolie Odessa Iizh School is a consolidated
scnool. hilec the school numbers 620, the count per

day in the lunchroon varies Trom 125 to 175. bLoth

Q

Tyre A and C niecals arc scrve

N

The llome Zcononles teacher has very little to do
with the luncihiroom and acts only as an advisor., The
head cool has full res»nonsibility for: menus, ordering
and buying, preparation, serving, and student heln. She

has one full time assistant. The office girl in the
sczool's business oifice devosits t-e roney, writes
checlis and ma’les cut the reimbursement claims.

The head cook malies out the rienus. 3She does tele-
prone scre crders in dut prefers to shon hersell for
all perishables and meat. In buyins staples and canned
~oods, shec buys in wholesale lots from salesrien. All
bills are paid monthly. The head cooli anproves tne
bills feor parment and ltecps them on file after they
have been paid.

A vhysical inventory 1s always taliecn at the end of
the school year and usually ot Caristrias vacation.

The two coolzs eep a rccord of tihcir owm time and

S

turn 1t into the school business oilice on a slin of
papor every two weelis. The student ermployces sign thelr

narics o1 2 sheet of naper to indicate vhen they worl.
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A record of recei»nts and number of reals scrved is

racordel on the form furnished by the State for compil-

ing thae reimbwrscrient claim required by the Iiational

e

-
(=]
School Luncnh Act. This form ig found in the Avnendix,
namc 113. The head cool: has chan~ed the headincs to:

2
d

Total MNo. Fed, Prec Lunches,” Paid,”™™ 1iilk and Ice Crearn.
One (for cxarple, fruit) is counted to determine the
urioer ot Tyroe A meals scrved., Trhen Tyne A plus ice

the Type C luncn

Fe
[}

erenrm sales leaves o balance vihnich

Q
O

or r:ill. The head cook roushly ¥

ct

s carcefully

Ho

cvary day. Once a weelr shie chec’is rccce

vitihh the number scrve.dl ani tiwe nioney 1s then denosited

PR

at the dDon't, The office ~irl obtalins two receints Ifrom
the banlt: once 1s revained at tie school office and
thn othier is ~iven to the head coolz.

The office ~irl vosts all rcceirts and disbursc-
ments to a sncoclal lunchroom account in the Activity
Sund.  ‘“Me school oifice turns in the renort to tae

Tt 1s sent to the

|t

County Sunecrintendsent's 0f'{ice wiere

3tate Director for the reimburserenrt cl«ir on lunches.
¥ Includes both full-tirie and student cimwlorces! meals.

T 1lnnl ticliets and cashe lleal ticlzet includes Tive
meals for onc dollar.

B

Tor instance, she extinates but 2docs not count the
nurider of nennies.

tnts the cach rcceints
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llason

The llason IIigh School, with an enrollnent of 650,
serves an average ol 215 lunches per day. <he lunch-

roon operetes under the National School Lunch Acte.

1Sy

he llason lunchroom nmanager is a Ilome Lcononiics

teacner but hos had training in luncihroon nanagenent.
She teaches two noneraliinz classces besides having one

stuiy hall in additicn To oneratins the lunchroon.
Three full-time worlers and once part-time nerson ar
erploryed in the lunchiroom. Iizh scnool stucents are
also errloyed at rieal tine for serving and {or general
clean-up.

Forus provided by the State are used in the Ilason
hot lunch prograr. 3csides these, a detailcd monthly
record of all exnenditures, and daily and monthly time
shecet swmaries arm maintained. The manager has changed

the colurm headings on the {ront of form S1-51, pagzge Ne,

to read as follows: 1. Aduvlts Served, 2. Free Lunches,

3, Students with milk, li. Students without milk, 5.
1711k only, and 0. Kindersarten rilk. This count is
kept by the student cashicer, who keeps a tally on a
shect of panecr. e cashes directly from the cash box.
The cash receints are checlied once a week and the noney

s entered in tiic Adriinistrative Account in tiie school

1=
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] -
}

office. An outstanding account is carried for rneal
ticlkets, that is, »ecople are nernittod to buy the
ticlzets on a »ccoxrd basis.

A1l bills are »naild by the tenth of each nontn
from the school office. Staples arc rurchgsed fron
wholesale houscd, throush salesmen ca2llinc on the school.

Perishables and millt are purchases locally on a daily

basis. Dread is also ordered daily., Deliveries are

[

(4]

ed acainst bills as they arce rcceived. The manager

chece

-

sorts ©ills according to vendor and clips then tozether

with an addiing nachine tape, after checlzing the totals,

»)

These are then sent to tihwe school olffice vhere they are

na
&

1d by check and filed elnhabeticallye

Only two Tood inventories are talicn, cne in the
spring and one in the fall. Dguipnent inventories are
talzen once in two years.

I'enus arc made b7 the nonager Tfor o veriod of one

)

-

weclze They are mimeosrarhed on O3 1l inch panecr.

e

B

e days ol the weck 7o across the pase vhile the soun,
rain dish, veretcble, salad, bread-stuff, and dessert go
dovn the side of the »aze. A rmenu ltem is not repeated

within a two weclzs' period. The county hoalth depart-

riont checlis the nutritional recuircrents of taese menus.
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Labor is paid ecvery two weelrs, adult ermlovees are
paid by czeclz and students by cash. 1his is »aid out
of the Admninistrative Account fror: lunchrocm receipts.
1he coclis licen Thwelr» o tire reccord. The students

sisn a DalZly Yine oShweect and 1)1 in their ovm Yorlier's

Ttwo records follow. The time

)
3
=
0]
6]
(o]
=y
ct
hiA
=
\)
4]
(o]

Records. Sar
sieet is checlied daily and at the end of a way period
is checlzed anainst the lUorker's Report which is then
annroved for nayment,

A spiral notebocl: is used for the reccording of all
exrnendltures, reimdursericnt claims, abundant fcods ond
surplus cormodities. This Is really a monthly suruary
record anl is used to facilitate the worlz of both the
school and State auditors. A sammle shect from tais
notebecol: is found on page 80.

At the cnd of cach school year, an annual report
is made Tor the School Board. It includes the following
i~formation:

Total number of meals scrved

Ariount of noney spent for nilk

Amount of noney spent Tor food

Amount of rioney spent for misccllancous supplies
Anount of rioney spent for equirmient

Amount of money snent for student labor

Amount of rmcney spent for adult lador

Fayrient received Tor lunches

v

And reinmbursement Tor luncnes.

5 Y
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IIASOIT SCIIO0L CAIMImeRTA
mas 5. [a RN S~ 8]:.
Time Sheect (size 83x11)

School Lunch worliers must sign this slip each work
day in order to be paid.

Date:
Time:
8:15-9:00 1.
9:00-9:1.5 1,
9:45-10:30 1.
10:30-11:15 1.
11:15-12:00 1.
12:00-1:00 1.
1:00-2:30 1.
2:30-3:15 1.
Form 38

= = e o

LIASOIT SCHOOL LUNCISS

‘lorkers Records
TALTS
Date 1-15 Date 16-31
Hours Hours

1. 8. 6. 2L,
2. Qe 17. 25.
3. 10. 18. 26.
o 11, 19. 27.
S 12. 20. 28,
6. 3. 2le 29.
7, 1. 22, 30.

15, 23._ 31.

Hours worked Hours vrorled

Total hours worlied
Ilours Labor @ Total
Apnroved by

Form 39
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All lunchnroom receints and expnenditures are control-
led throush the lduinistrative tund in the school B fice.
This internal accounting system 1s audited eacnhn June by
the school auditors. The lunchroonr accounts are carried
in two senarate journals: cne Tcr inconie and one for
disbursernienvs. The sScihwool oflfice a»nroves the reinm-

burserient clain as made out by the manager and sends

it to the County Surerintendent's Oflice.
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Williamston

The Uilliamston school with a total enrollment of
700 has an averane doily patron count of 145 in its
lunciroorie It oneratcs under the lational School Lunch
Ac Ue

This hot lunch prozran has no manoser.  The ione

K] -~

Zconoriics teachier plans the nienus to ricet the nutritional
roquirericnts o” the program. /it: the head cook, she

18 resronsible for nlacin~ all stapnle orders. There

are threec Tull time coolzs; the hea:ll cook placing 21l daily

orders for nerishables, nicats, milk, and bread. The

olfice 1s responsidle

(9]
|-t
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Q
&
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office girl in the school's bu
for the balance of the worl involved in operating the

lunchroori,.

1

1. She seecs to it that the cimloyess including
students renort for worl.

2. She sctiles any nmersonnel trouvles.

3. She sces that Tood is ready so tihe lunchroon
may onen on tiime.

lle She sces that the parroll is

5. She checiis all tlhic deliverie ‘

6. She anproves all statements Tor vayrient.

7
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. ohe comnilos all income and cxnense items used
in the clain for reirdursereont 2nl sends it to
the County Sunerintendent's Olflice.

Torethrer the lione Tconomics teachier and office ~irl r»lan
a budret for the conirg vear. Using the previous year's

exvenditures and future »rice indications, they declde

how rmech to charge for nieals and how rmuech per month to

snend on food.
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The only rccords kent are those rcouired o> the
relriurserient clains, This includes forms SL-O1 and
SL-51 on »nages N3 and H4., TUnder cash incore, SL-F1,
the colum Tor "all other incorie™ is used to record
et sales. TUnder e:penditures, daily food
nurcnases arc rccorded. Labor is centercd on the date
paid ond sunnliss in the colwm for "all other'. They
do not use donated foods or labor. On the reverse side
of the forn the only tyne of lunch scrved and listed is
Type A. Therelore colwm one is used as described,
columm 2 is uscd to reccord the nuwaber of lunchnes scrved
and colwm 3 to record tle number of tcachers served.

The space for Abundant Foods 1s used.

A checliing and cashing srstenm is uscd. This is
done by two students with a third student zellin~ milk.
Cash recci=ts arc checlicd daily by the office girl.
iloner 1s banked every two weclis witi:x e school principal.
e has charmse ol the Activities Association for the school,
a control account for a»proximatecly 22 school orianizations.
e receives 2ll lunchroon incore and writes all checlis on
this account for food, labor and su»nnliecs. All incone
is swent on these tarce items; they do not buy any equip-
mente

Labor is naid cvery two weelts. The coolis lieep thelr
ov time and students sisn In and out on a siicet ol paper.

7o sneclial form is used Tor this.
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The only purchase record lzent is the bills with each
month's bills lzent in a scparate envelone. These are
creclzed and »aid monthly.

3esides Uh:e vearly inventery recuired by the State,
another physical invenvory is talien at the beginning of
each school year.

The only monthly staterient made is the clainm for
reimbursenient as recuired by the liational School Lunch
Act. Onec cony 1s sent to the County Sunerintendent's

Office and the sccond cony is retained by tihe business

office.
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ATVALYSIS CF INFORMATION O3TAINLD

In comparin~ and evaluating the rccords ol the

N
\

school luncarooms, a salient feature is the fact that
none lzeens certain records vhich any 50o0d accounting
nrocedure requirecs., These are storeroom cnd inventory
control, nortion control, ~nd acormlete set of account-
ing boolzs wihich arc not necessarily commlicated.

Ivery school studled lzeeps only a »hysical food
inventery. In other words, a necrnciual inventory is
not lzept. Threce small schools, liason, Lalke Odessa and
./illiamston, and a large school, T. L. Hondy, talie a
Tfood inventorw only once or twice a year. A pernetual
inventory rnoy not be needed in a snall school, but
certoinly an inventory should be talien oftener than once
or twice a yeor.

The remaining four schools talze inventories every
rionthe This of course ricang that a »refit and loss
staterent can be made and thnat is done in these lunci-
rooris at the end of cach month's oreration. Althoush
the profit and loss staterient is a record of rast on-
cration, (17) it can still be a valuable suide to income
expenditure., A new monager in a situation new to her

vould do well to take a weelkly inventory and discover
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in planninz nenus, food purchases aad the employees!
schedules. Storeroom control, includin~ reouisition
and nernetual inventory system, would be too tire con-
suriin~ for the monagers in small operations where the
hirin~ of astoreroom person is imnractical. /ith the
srall volume and few emvloyees, e=clh rnan-ger inter-
viewed s2id that shie vwould reacdily discover if sorne
item Trom the storercom was missins, Tleedless to say
these storerocns are not loclzed. Probably the manazer
are not as siiilled iIn discovering shortages as they
thinl: they arc and loclied storerooris are a necessary
feature of ~ood manasercent.

A1l lunciroons visited usecd standardized recines
with tho yileld beins stated. Standard portions, as
described Dy ﬁenzel,* are not used in these lunchroomns.
In some of the schools, smaller portions arc scrved to
the younser children and larger nortions to the older,

no difference beia~ made in the sellin~ nrice. The

only requirement made is that no fool be left on the

nlate.

- e " = OB S En wn en e o w» en D O

" Georce L. lWenzel in addition to beins a nationally
lmotm food exypeort, author, and lscturer, is the Iormer
Director of the American Restaurant Institute; Director,
Institute of ine Cooliing: Associate Prcfessor, Yexas
University; Lecturer at University of ildinnesota, and
Restaurant Consultont.
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AlL menus are nmade out Tyt one wasln to thivee wecels
In advance Jvelry schwoel encent Hondy, Lalze Odessa, and
Fast Lans’nm has 1ts rmenus mimeo~raphed. Scrie nemanent
record for lecnin~ menus is desirable so items will not
be repcoted too often and so tlhe menus
not becone too nrosalc.

2l

Fo lunchroom studicd had a commlete set of account-

-

and disbursoments a—s carried

6]

inz boolis. Their receint
in a control acccount of either the Activity Fund of thne
school or as In the case of Delrolit and Dearvorn, in

the General 3oonlzs of the Board of Zducation. The recelints

4o

consist of ZIncorme as turned in by the manasers and are
usaally nosted cuce a weclis The disburserients consist
of Tood, labor and sun»lics and are nosted on the date
paid. These jJournnls arc balanced one a month. The
control accounts arce audited yecarly by thwe school
auditors. 2ecords kent by tixe nanasers wailch supro
these control accounts arc also auvdited.

Cf tiic four larger lunchroonis, Detroit, Dearbdorn,
Lansinn, and Illandy of 3ay City; Detroit and Dearborn
are opcrated vwith the ~reatest denree of central control
and have the nost detalled and comnlete set of records,
Te liana~er's Daily Report Form 1, nase 2L, and the

-

Swmery of Operation Form 15, pa~c 392, as used by the

-

—

Detroit lunchrooms are two re»ncrts which merit special
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attention. The Daily Revort could well be simnlified
for a smaller overation and still contain all the nec-
essary information for the monthly surmary or profit
and loss statenent, assuming that a physical inventory
is talen. The Swmary of Oncratvions, with its focd and
payroll pcrcentages would certainly help in future plan-
ning. If all schools used the standard forms and in-
cluded the same itenis, valuable commarisons could be
made between onerations in schools of the sane size.
(6) The data at the bottom of the operational summary’.
could be used to very good advantoge especially in
attemntin~ to increase the percent of school enrollment
served.

The statements for food itemns, Forms 5 and 6, page
29, as purchased by the managers directly from the
vendors would hardly be necessary in a srall school.
The order boolt however, pase 25, would be of great

value as it contains information on the delivery and

rice naid.

'3

If the items in the inventory form on page 30 were
arranced into food grours and also arranced on the store-
roor1 shelves in this saric manner, the actual taliing of
the inventory would be rmch easier. Leaving a space to
write in the vperishables is a good idea, as the sarme itens

do not anpear on the inventory cvery monti.
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A r.eans of sales control as used either by Detroit
or Dearborn is necessary. I checlting machines are not
practical scme other method shculd be used for recon-
ciling cash receints. This should be done daily.

If an inventory control were to be set u» in a
storerocn, the nurchases and receints and disburserient
cards, Forms 21 and 22, page 52, which are used by the
Dearborn system would be very convenient. The coluwms
could even be ruled up on 5 x 8 inch cards to be more
practical and inexpensive,

Te tine card used in the Dearborn schools, found
on pace 5k, would be very good for those systems large
enough to warrant the use of a time clock. The total
payroll cculd be cormpiled on this card and it could
even be filed as a permancnt reccrd.

The Lansing lunchrocn program is onerated with
some dexree of central control but males use of fewer
records than Detroit or Dearborn. Tie Daily Time
Record, Form 30, page 61, is one of the best forms used
by the Lansing system. The monthly renort of operations,
Torm 31, page 62, has one very good point, esvecially
for those persons with 1ittle trainins in accounting,
as directions are included for cormpmuting each statement.

Yet it would be nossible to simmlify this statement.
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This could be done by using the rezular vrofit and loss
statement form, each step followin~ in lozical sequence.
I'o record is kept of telephone orders after they are
2lled in and at timeﬁ this could be a scrious handican.
The tolinzg of the inventory would be rmch facilitated
if the standard items kept in stock were nrinted on the
forrns. A better control of cash receints is nccessary.

The only large school using no forms was T. L.
Hondy of bay City. The managert's records are kept in
a loose-leaf notecbook, no regular forms being followed.
If standard forms were developed, a great deal of tine
could be saved in record .teeping. Usually the ranager
is so busy that she leaves everything until the end of
tihe month. /ith the use of forms, records wculd require
only a few minutes each day and there would be no vost-
poncment until the end of the month., The number served
should certainly be determined each day and checlied
acainst cosn receints.

East Lansing, one of the smaller schools, is the
only lunchroom studied which is not operated under tkre
ational School Lunch Act. Although items which prévide
a well balanced rieal are included on the menu and are
sold at arproximetely cost. If a storeroom ccntrol

should be set up in Bast Lansing, the cost cards, page

65, could ve combined with the disbursernent cards
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similar tc those used by Dearborn, wvage -2, to make a
very conplete record. Thae »urchase record journal,

ned sucnh information

=0

could be of more value 17 it conto
as vien Dills were paid. The {inancial revort, Form 37,
varse 72, could be altered to follow thc usual tyve of
profit and loss statencnt. This wouvld niake it more
rcacdablec acnd easier to comware withh statements Tron
other lunchirooris. Thie only value of the dnlly ccnsus,
Form 35, pace 71, would be in those schools not op-
erated under the lNational School Lunch Act, vhere the
managser wants to linow the number cf students that ate

at each ten cent increase in price level.

e three rermaining small schools, liason, Lake
Odessa, and i/illiamston, are opcrated under the Niational
School Luncir Act. They all usc the forns as issued by
tie State Denartrent of ILducaticn to record the linds
and numbers of menls scrved. As cecach school changes
the hea ings of the colwms and they are issued for
the schools! convenience, these forms could well be
chanred. Althoush this is not a scrious omission,
one school, Lalie Odessa, is not recording the numver
of adults served separate {rom the Type A meals.

llone of these schools prepare a profit and loss
statement, which 1s certainly nccessary if a trie plc-

“ure of operations is to be had. As these onerations
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grow in size, it will becoric necessary to male such a
statement so that it may be discovered early whether
the oneration is solvent.

I'Tason is the only school ofthese threce that keeps a
monthly record of bills incurred and »naid, page CO,
This is valuable 1f the auditors feel there is any
discrepancy in exnenditures. Ilason also is the only
school of the three which maintains any type of tine
records., Thac worker's rccord, pazgec 79, couvld be
changed to a payroll rccord for all woriicrs rather than
for the individual and the time transferred and checlied
each dxy to eliminate all the cross-checliing at the
end of each pay period.

llason and Lalie Odessa both lack adequate cash
controls. Reccints rust be reconciled withh either a

machine reading or portion ccunt every day.
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SULTIARY AND CONCLUSION
SULLIARY

All the aguthors, reviewed by this writer, azree
that adeguate rccords for dnily food costs are needed.
Trained managsers interviewed concurred in this oninion.
This writer's own abservaticn when studying school lunch-
rooms supnorts thls need for records. The records should
'be desi~ned to save time and worlk, and still n»noint out
the weaiinesses of the ownecraticn., The forms shouvld fit
the individual lunchroom.

If onc is going to compute doily food costs, three

tynes of reccords are required: direct purchases, store-
room issues, and the daily sales renorts. These may be
made up in any decgrec of detail. 3But it is sugzested
that the cmaller overation lzecp all records simnle,
The food purchases and sales need not be brolien dowm
into food grouns. A record of storeroort issues nay be
maintained by £iling the orders for foods requisitioned,
thus eliminatinsg the perpetual inventory.

With the doily food cost, it is agreed that a monthly
profit and loss statement should be made. A discrenancy

over one per cent could easlily lead to tire disccvery cf

food losses due to lacit of proper controls.
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It should also be noted that the leading hotel ac-~
countants o not recormend a dally inventory of food
left in the producing centers at the cend of a day. This
amount is so small that an inventory wculd be a waste
of tire. If food or supplies in vhole units are left
in the kitchen, they should bec returned to the store-
room and rerioved from the storeroom issucs for the day.
On the day kitchen surplies, as suzar, flour, and salt
are filled, the food cost would inecreose but this weuld
be averased during the following days. The monthly phy-
sic~1l inventory used in the prcfit and loss statement™
cives the actual total of food consumed. (13)

The schools interviewcd show a wide variety in the
nuriber of records liept and in Fho degree of control
exercised over the individual lunchroons. The larger
lunchrocms tend to have a nreater desree of control
cxercisesd over thelr activities than do the smaller
lunchrooms.

Tone o7 the lunchrooms studied maintained a complete
set of accountiﬁg books. All inccme and disbursementcs
wore carried in cocntrol accounts in either the school
office or board cf education office.

Beginning Inventory -~ Purchases —ZInding Inventory e
Total Food Consumed.

s

v
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Records maintained by the two largest lunch prograns,
Detroit and Dearbern, included:

Daily Record of Oncration

Purcnase Orders

Purchase Recocrds

Disbursement Records

Requisitions

Inventory nRecords

Daily Cashh Renorts

Swrary ol Rececipts

Ilionthly Swrmary of Opcration
or Profit and Loss Staterient

Fetty Cash Voucher

Limmloyec Time Sheets and vork Schedules

<

Lansing lunchroors, as in the case of Detroit and
Dearborn, are cenirally controlled, but are reauired to
maintain fewer records. Their records include:

Cash Receipts and Disbursement Journal

Purchass Orders

Petty Cash Voucher

Inventory Form

Daily Casnier's Renort

Daily lieal Renort

Daily Time Revort

Lionthly Rerort of Owncrations

It mizht be well to state here that all lunclhirooms
except Zast Lansing also {ilec all reports and records
as rcquircd by the llaticnal School Lunech Act, These
include:

SL-1l, School Lunch Program Application

SL-3, School Lunch Agreemnent

SL-6, Claim for Reimburserent

SL-7, Cooperative Svaluation of School Luncir Program

T. L. Handy of Bay City does not lizcep any records.
All informnation is lzent in one loosc-leaf ncteboolr in

pencil.
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Zast Lansing, of the smaller schools, has the rost
complete set ol rccords in this groun. They are as
follows: )

Telennene Crder Bool:

Purchase Journal

Cost Cards

Daily Census ook

Inventory rorm

llonthly Swrmiary of Opcration

The tvo srall schools of Lalie Odessa and /illianm-
ston maintain only those reccords rccuired by tic office
of the State Dircctor of School Lunchcs. liason maintains
those same records plus two additional records: employee
tine sheets and a swtiary of nionthly bills.

All managers interviewed felt a daily food cost re-
cord would be toc tirie consuning as it would recuire a
perpctual inventory., As discussed before, pate 3, a
perpctual inventory is not necessary. They thini a dally
food cost time conswuing, but 1t is not. Soriec ol tiwe
rnana~ers rade the staterient that operating at a loss
occurred Irccouently. Mis worrld indicate an apparent
necd Tfor nmore adequate rccords. iles (23) supvorts
thals by sarying that deficits in tie lunchroom onerations

are nrobably due to a lack of information rather than a

laclz of the monazgers! ability and unwillingness.



CONCLUSION

'rom the findings of the study it may be safe to
state that a commlete set of accounting boolis 1s nst
necessary feor the school lunchroom. The lunchroon
may be considered as onc departrient of thie school ac-
countinzg systen. (3) Taen the only two accounts re-
auired in the general dbooks ~re for income and for
cxhendltures,
ot irmortant

This docs not mean records are o)

Fal

the luncihwroon operation. They arc of the utnost in-
portance. As thce lunchrocns operate on such a snall
safety margin, anproxinately one ner cent profit,
d2ily cost records are desirable. This docs not rniean
a pernetual Inventory and requisition system rmust be
nstalled, but 1t docs mean that storerocrnis should be
loclzed 2t all times vhen ~oods arce not vpeing received
or issucd. Therefore sinmic food purchnses and sales
rccords should e lkept so a doily fcod cost nay be
cormuted.,

This dnily food cost sheculd be reconciled with

o

nonthly nrofit and loss staterent. Even if a dally food

Q

cost cannot be commuted” a profit and loss staterient

* It I3 posszible that »ractical women misit not be able
to comute a daily food cost.
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should be mnade every month. This rcquires a physical
e II the saric Torm were to be
used for this svateument by all lunchrooms and the sane
income and expense 1tems included, valuable comnmarisons
could be nade betwecn schools of the same size. (6)

The smaller scnools apparently need standard re-
cords cesisned for them, expccially in the operations
using practical worien as managers. Thosc neced To be
simrle in des’nn and easy to understand. All lunch-
rooris shovld ma’ntain records on nurchases, storeroonm
issues and d-~ily sales. Better cash controls arc nec-
essary in the smiller lunchrooms. The receints should
be counted each day and checled azainst either the
resister reading or number of nortions sold. If records
are nosted daily, less time will be s»nent on them and
the chance o nalting errors will be rcduced.

Ol the schools studled, the lunchroomns using
trained managers raintained the best rocords. ‘Yhis
would indicote that the practical women acting as

nanagers should be given some instructicn on record

lrcening.,
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VI
RECOMENDATIONS

probably due to a laclz of information rather than the
inability or wnwillingness to meet changing conditions.

T™erefore a few records will be susrcested vhich will

IO

give manasement a report on food o»neration in time to
permit corrective neasures,

These sugsested records, for tie small orcration,
are a simnlified system for daily food cost accounting,.
Iiaintaining a complete record of food dravm out of the
storeroom 1s a basic fcaturc. Besides that a complete
record of food npurchases sent directly to the liitchen
rmust be kept. The total of these two will be the daily
cost of food consumed. An audit of the daily cash re-
ceints will give the amount of salecs. To find thie ratio
cf the food cost to the day's sales, thie total cost
should be divided by the total sales: (2l)

Total cost of food (direct purchases plus storeroom issues)
Total salcs

= Cost ner dollar of sale.

&o N 2
.}22.00 QQQ.OO = «733 cost
30.00 - 30.

(rer dollar of sale.)

Total Cost of Food
Total Sales

nxample:

This total cost should be recorded daily and for the

month-to-date.
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Sugzested record for a dally food cost:
I e s — ———— ———————— ———————

Store- Total Cost per? of sale
Direct room Cost of Total

Date Purchases Issues Food Sales To-day lio. to- date

Form hl

A manager's dailly rccord of oneration may be made
use of and cculd follow the form uvsed by the Drtroit
achools showm on vnage 2. This probably should be
modified for the small oneration. The food purchases
need not be brolzen dovn in food groups, but enter only
the total food purchases. IZach individual operation
would determine which of the remaining expense itemns
to include. It 1s suggested that tvo columns could be
added in the subdivision of total number served for
adult meals and tyoe A reals without milk. This daily
record will be used in complling the claim for reim-
Bursemnent as required by the National School Lunch
Act and the rmonthly »nrofit and loss statement. To
facilitate the compiling of the reimburserment claim,
colurms mnay be included to record the amount of Abun-
dant Foods purchased for the month. Column journal

paper would be suitable for this record.
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A daily order book or record for perishables should
be lent. A loose-leaf notebook will be adequate and may
be used as a recelving revort, It should include the
date, vendor, iten, amount ordered and received and
unit price. Purchase records of all conmodities should
be ltent on Tile, recording the date of nurchase, itemn,
quantity, vendor, price paid, and corments. Thilis card,
if vertinent corments on buyins are made, can be of
valuc Ffor future purchascs. Vendors! bills or invoices
may be kept in three folders as sussested by Bryan: ()
one fc¢r orders placed, one for orders reccived and one
for orders completed and paid for. If parments are
made by the scnool business office the third folder

L

should be transferred to this office.

e

S

3

A perpetual inventory and requisition systen
not necessary Lor controlling storeroom issues but the
storeroom rmst be locled,”™ A Xkitchen and service record
could be made out including all nenu items. As many
carbon copies could be madec as the oneration demands.

The anocunts of storeroor issues should be entered on
this report. All orders co-ld be filled in the morning
to save unnecessary trins to the storeroom. A responsible

“*  The storeroom should be loécked cxcent for 1. deliver-
ics to and 2. 1issues from tne storercomn.
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student could £ill these under the supervision of the
manager. This should be done before the coolis arrive,
wihlen would necessitate the cooks listinz the day before
the naterials needed for to-doy's rmenu.

jl

+3
e

tchen and service rccord should include a

[N

s It
s»ace Tor the number of rortions nreparcd, sold and
left-over. Theé nuriber of portions sold will be used
in the cash reconciliation in the operations tvhere
there is no cheelzing machine. The left-over colurmn
vill aid in future nienu planning. It should indicate
the ropularitcy of an item and the nuriber of servinsgs
to prepare. Lelt-overs arc not considered in the
daily food cost as the amount left-over in a well on-
erated lunciwroenn is usually so s:nall that the effect
on the total food cost vwould be negligible. A fornm

sinilor to the one wihich Tollows could be adopted to

each oneration:

=

Dat
Kitchen and Service Record ate
Day
] 7 leather
Food Ordered lNo. of 1o, of No. of
Store~ Direct Serv. DPortions Left-
lLlenu room Purchase Am't Prep. Sold Overs
ML

Form L2
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A daily sales audit or reconciliatiocn is nccessary
and no matter how busy the nanager is shne should t-l:
the time to sce that this is done pronerly. This serves
as a check on both the cashier and food checker and on
the customers. If two mneonle do the checking and cash-
ing, a control of customers' checlts is necessary. Tais
vriter feels that the students do not mean to be dis-
honest, but it is only a "game to sec if they can gzet
awvay with a free meal". Therefcre the daily receints
should be checlied against the machine reading or the
number of rortions sold. In using a checlzing riachine,
vesterday's reading should be subtracted from To-day's
reading for the meal total, The sub-total key is used
for this. DIrrors, cither additions to or subtractions
from the reading, chould be noted on a slip of paper
and not corrected on the machine itsclf, A recon-
ciliation may be made at the end of the serving period.
The manager shcould clear the rmachine periodically with
the total key, and checlk this accwmlative total with
the daily tot~ls.

If a checliing machine is not availlable, the portions
sold may be used to reconcile the amnount of cash receipts.
The number of portions sold and left-over should be check-
ed azainst the number of servings prepared, to see that

no food 1is given awaye.
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A cashier's report should be made out daily and set
witr the rcceipts to the business office. It should in-
clude the day, total number served, sub-divided into
different type lunches, ana aricunt of cash receipts
commared with a machine reading or thne number of portions
sold. This could be made in duplicate, the lunchroom
retaining the carbon copy. Taie cash receipts and number
of meals served should be transferred to the daily re-
port of overations. This was discussed on pace L3.

These are all the records required for daily food
cost accounting. It is neccssory that these daily re-
cords be compared with a montily profit and loss state-
ment. This staterient 1s a record of all food actually
consuned and should agree within one ver cent of the
total dzily food cost. This will necessitate a monthly
paysical inventory. Limeographed or typed forms may be
made, listing standard supplies carricd in stock with a
snace where new ltems may be vritten iIn. The form used
by the Detroit lunchrooms shovm on paze 30 is a good
exarmle, but food items should be listed under their
group classification.

The profit and loss staterent or swmary of operat-
ions, page 39, of the Detroit system is a very readable

form. It tells at a ~lance the amount of total incone

and expense and the tetal food and labor per cent. Only
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those exrense iterms charsed to the lunchroom need be
included cn this statemcnt. The data at the bottom of
his statecrient nay or may not be included or thie averag
checlz per day may be added.

Emmloyee's records of scrie kind should be maintained
as a matter of gocd business. The information may be
uscful. In the small operation only a time and payroll
rccord combined is necessary. The tyne as described
by 3Bryan, (h), pase 17, or the form used by the Lansing
schools, pase 01, would be sood samples to follow. It
micht be well to mention that no matter how few the
eriployees, worl schedules snould be written out and
civen to each worlier. If the labor cost increases,
this may indicate that these schedules nced to be
revised.

A record on each niece of ecuipment is recormended.
An equipment file 1s a valuable aid when repalrs are
required. Such informaticn as date purchases, price
paid, manufacturer, model or catalogue number and types
of repalrs coen be utilized in dbuying new equipment.
Records of that lind lkept by her predecessor are in-
valuable to a new manager. The followins form is sug-
mested by a cormittee commosed of meribers of tie

Ariorican Dietetic Association: (2)
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e — — — — — — ——— — _ _ ___ ___

Name of Zlquipnent

Trade liame Institution llodel

Firm Description O« Sevial

ILlanufacturer Iicw ( ) Rebuilt ( )

Datve of Iurcinse Second-hand

Cost Capacity

Averase Liours ner Day used Operation: Gas ( ) Hand ( )

Guaranteed for Steanm ( ) Eleetric A.C.( )

Teriod of l'ree Service 3 lios. Oios. 1 ¥Yr. D.Ce( )

¢ )y ) )

Voltage
Cycle

Phase__

(Reverse Side) Attachments and Accessory Parts
Replacenents

Date Item Cost Date Item Cost

Cost of Unkeep
Time By
Date Nature cf Repair Regquired Cost \ihon

Form L;3

It is hoped that these few basic reccrds will
assist the manager in the vlannins and managing ol the
smaller lunchroorte. An attemct has been mado to lkeep these
records simply in desisn and yet thwey could be retained
as a basis for a more claborate system as the size of the

lunchroorr incrcascs.
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To recanitulate, the followins records are recom-
rmended:

Manager's Daily Record of Oneration
Dally Order Book
“Purchase Records
_Vendors' Bills or Invoices
“Kitchen and Service Record
Daily Cashicr's Renort
Ionthly Physical Inventory
llonthly Profit and Loss Staterient
*Naily Focd Cost Record
Combined Time and Payroll Record
“Jork Schedules
“Tquinnent Decord

(]

Zven thoush they arc desirable, the starred records
need not be kent by the very small school 1unchroom;
If, due to hish costs, a daily food cost study 1s made
in the small lunchroom, sonie rnieans of recording the
storeroon Issues and dircct food purchascs will be

necessarJve
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APPENDIX

Condensation of the liational School Lunch Act.

The liational School Lunch Act is an outgrowth of
the V/orks TFronress Adninistration of the early thirties
and legislation passed by the 19!'3 Consress. This leg-
islation provided for a reimbursecrient tyne of »rogran.
It wos desisned to continue the school lunch nrogram
after the Viorks Progress Administration was dissolved.

The nresent Act, Public Law 396, was approved by
resident Trumen on June li, 1946. (10) This is a per-
manont »nrosram, which is administered by the United
States Devartiient of Agriculture and is operated on a
grant-in-aid basis. State devartments of education are
resnonsible for the adninistration ol the pfogram in
the resnective states. The state enters into an asree-

L9

ent with the Federal Governrient, vaich provides assist-

.
I

ance in establlishing, maintaining, onerating, and ex:-
panding the school lunch prograr. The agrecricnt is

betirecn the Suncrintendent of Public Instruction or

!

"State Azencey" and the School District or "Sponsor" of
O J By

he prosram. runds for reimnbursercnt are provided by
mr.

the U. S. Departrent of Agriculture. “:e¢ Department

establishes nutritional standards for the meals served
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under tnis program but each school plans its own menus
to talie advantase of local maritet conditions and local
food habits. (13)

In 1919, the Devartrient of Public Instruction of
the State of lichigan set up nine requirements. These

are the pertinent regulaticns as set forth in the School

oL
o

Lunch Apreciient. The rcquirements™ are:

1. To opnerate the progsram on a non-profit basis
using accrued funds for focd, to reduce th
cost to children, equipment, service, etc.

2. To meet ninirmum nutritional requirements es-
tablished for the tyne mneal served.

3. To avoid nhysical serresation or discrimination
as between those served at cost and those
scrved below cost.

li. To spend for food assistance as ruch or rore
than the anount of noney indermified by
the state.

5. To use "abundant foods" as liberally as pos-
sible within the established minirmum nutri-
tisnal requiremnents.

6. To use "donated foods and commodities" when
available in so far as is practicable.

7. To maintain sanitary and adeguate facilities
for preparing, serving and storazing focds
purchased or donated.

8., To submit claims accurately and promptly.

9. To maintain full and accurate records of all
operations; to make these available for
audit waen requested by those in authority
to do so and to retain these for not less
than tihree years.

Section 16 of the School Lunch Agrecnent contains
the following detailed instructions on records. Full

and accuratec records ol 2all opcrations skall include:

* The material was adapted fron an enclosure sent to
the Sr»onsors of the liichigan School Lunch Program.

oty
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a) the number of meals, by tyve, served cach day to
children; b) to adults; c) free or at reduced cost;
d) cash incorie from children's lunches; e) cash incore
from adult's lunches; f) all other cash income; g)
cash expenditures for all foods (which shall be in the
form of invoices, receints, or other evidence of pur-
chase); h) expenditures for foods in abundance; 1)
cash expenditures for personal services; j) other cash
expenditures; k) cash value of donated foods; 1) cash
value of donated services; m) cash value of all other
donations; n) the receint of any cormodities donated by
the U. S. Denartrnent of JAgriculture.

The following tynes of lunches which may be served
were adapted from Form No. S1-ljA. Type A or B lunch
rnay be served with a Ty»me C but both A and B may not

be gervod ‘n the same lunchroom at the same tine.

TYPES OF LUIICIE

1. e A 1s a complete lunch, het or cold, pro-
viding 1/3 to 1/2 of one day's nutritive requiremcnts
and rust contain at least:

(a) One-half pint whole milk (which meets the mini-
rmm butter-fat and sanitation recuirements of
state and local laws);

(b) Two ounces of fresh or processed umeat, poultry
meat, cooked or canned fish, or cheese, or
one-half cup coolzed dry neas, beans, or soy-
becans, or four tablespoons of peanut butter;
or one egs;
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(¢c) Sixz ounces (three-fourths cupn) of raw, cooked,
or canned vegetables and/or fruit;

(d) One portion of bread, ruffins, or other hot
brecad made of whole grain cereal or enriched
flour; and

(e) Two toaspoons of butter or fortified margarine.

2 ggpg B lunch is an incomplete lunch, hot or
cold, which 1s less adecuate nutritionally. It rust
contain at least:

(a) One-half pint whole nilk (which riects the mini-
mua butter-fat and sanitation recuirerients of
state and local laws) as a beverage;

(b) One ounde of fresh or processed rieat, poultry
meat, cookked or canned fish, or cheese, or
one-half ezs: or one-fourth cun cooked dry

neas, becons, or soubeans, or tvio tablesnoons
peanut butter;

(¢) Four ounces (one-half cup) raw, cooked, or
canned vegetables and/or fruit;

(d) One vortion of bread, ruffins, or other hot
bread made of wvhole grain cecreal or enriched
flour; and

(e) One teaspoon of butter or fortified margarine,

The rccuiremnents of this lunch are desizgned to fit the
limited functions of some schools and nay be sunplenented
by food brousht from hore.

3. Type C lunch is one-half pint of vhole nilk
iwhich meets the minirum butter-fat and
sanitation requirenents of state and local
laws), as a beverage.

IIOTE == lio meal for children can be considered
complete unless nilk 1s served. Iowever, if milk cannot
be secured, a Tvyne A or B lunch without milk may be
served.
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| e O STATE OF MICHIGAN -113-
SUPERINTENDENT OF PUBLIC INSTRUCTION
School Lunch Program
CLAIM FOR REIMBURSEMENT
‘or_the Calendar Month of ' 194 Under Agreement No.
.L Name of School exactly as shown on Schedule A of Agreement
)
} Address of School Street and Number or RFD Number City State
2, N-ame of Sponsoring Azency exactly as shown on Page 1 of the Ajrecment
l Schcol District No. Twp. of ' County of
[ Mailing Aadress of Sponsor Street and Number or RFD Number City State
t (a) Cash Income from Progrum 3. (b) Expenditures for Progranm
\ Payments for lunches kS Expenditures for food 3
Claim this month 3 Expenditures for labor 3
} All o*her cash income $ All other expenditures $
| Total cach income 3 Total expenditures 3
. _sstimated valuc of donatea goods and services (exclusive of USDA commodities)
l 5. Purchascs of Desismated Abundant Foods for School Lunches
Name of Food Cost Name of Food Cost
| $ . g
‘ ¥ ;
[ ‘ 3 . Total Abuniant Food Purchases g
[ Were USDA commoiftica received? Yes L__]No ;__|7~ No. of days lunches were served
! NumbCr _of lunches scrvei to children during the month (Do not include adalts' lunches)
{ Total Number | Max. Reimb. Max Reimb. No. Served
) Lunch Type Served - Rate Col. 1 x Col.2 at Reduced
g Per meal Cost
L (Colurm 1) (Column 2) (Column 3) (Column 4)
e A -
l?ww A (without milk)
[T‘u;o B M
:pe B (without milk)
n> C 1
Total Humber JServe: Total Daily Averzge Participation
Expenditares | From Item 8 | Cumulative This Months
| for food .Col.3 above Claims Claim
; (Column 1) (Column 2) (Colurm 3) (Column 4)
fl) Previous Monihs - XXXXXXXXX
| h) This Month XXXXXXXX
')-") Cumulative to Dnce XXXXXXXXX
—— w

|l (we) certify that the above information is true and correct; that the above number of meals
lwre prepared and served in accordunce with the terms of the aforementioned Azreement; that the
Deration of the progfam was in accoriance.with the Agreement; that the claim is correct, and
<d&t andi that paym-:nt therelor hns not been received: and that invoices and other pertinent
fecoris as required by the Agrecement are on file to substantiate this claim.

PROGRAM SUPERVISOR IIAME OF SPONSCRING AGENCY
| — School District No. )
late Twp. of County of
) . By
l COUNTY OFfICE WILL COMPLZTE Title -
| Checked by Date
| Title
lDa

i
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SCHOOL LUNCH PROGRAM

Daily Record of Program Income and Expenditure and Lunches Served During
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NUMBER OF LUNCHES SERVED
TO CHILDREN

THIS MONTH

PURCHASES OF ABUNDANT FOODS

'ENTER NAME OF FOOD AT TOP OF EACH COLUMN

DAY

MONTH

LUNCH TYPE_ _

LUNCH TYPE____

LUNCH TYPE

TOTAL
NUMBER
SERVED

NUMBER
SERVED AT
REDUCED
CcosT

TOTAL
NUMBER
SERVED

NUMBER
SERVED AT
REDUCED
cosT

TOTAL
NUMBER
SERVED

NUMBER
SERVED AT
REDUCED
COSsTY

VALUE

VALUK

VALUE

VALUE

VALUE

3N

e

—

. ————— e

et et — >

TOTALY

s

Number of days lunches were served

ties that were received this month:

Amount claimed this month,

[

Kinds of USDA commad:
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