
Memo 
 

 

TO: District Office Administrators, Principals and Supervisors 

 

FR: Clint Schutte, Assistant Superintendent of Business/Finance 

 

DA: November 30, 2015 

 

RE: Annual Updating of Three Year Capital Outlay Needs List 

 

Fifteen years ago we developed a Three Year Capital Outlay Needs List for the district that is to 

be used as the guiding document in determining the annual budget and expenditures from the 

Capital Outlay Fund and to some degree, part of the Supplemental General Fund.  That process 

starts in the fall of each year and culminates in the approval of a Capital Outlay expenditure plan 

for the district for each fiscal year. 

 

This list is to be developed from the site level of each area with input by all employees in that area.  

It is to be a list that will have dreams and visions as well as much needed capital improvements.  

Items that should appear on this list are those that are considered capital needs.  According to the 

Guidelines for Financial Reporting issued by the KSDE, “The following expenditures may be paid 

from the capital outlay fund:  acquisition, construction, reconstruction, repair, remodeling, additions 

to furnishing and equipping buildings necessary for school district purposes, …architectural 

expenses incidental thereto, the acquisition of building sites, the undertaking and maintenance of 

asbestos control projects, the acquisition of school buses, …and acquisition of other equipment. 

(K.S.A. 72-8804) They would generally be items that meet the guidelines of the 700 object series 

of the Kansas Accounting Handbook.  Attached, please see an explanation of the difference 

between supplies and equipment and an alphabetized list of supplies and equipment as shared in 

the Kansas Accounting Handbook.  It should be understood that this will result in a multi-million-

dollar plan because it does include dreams and visions as well as much needed capital improvements.  

Hopefully, some of those will be distinguished by the year requested and the priority number 

assigned to the request. 

 

Listed below are the steps and dates I would like to have followed for the creation of this Three-

Year Capital Outlay Needs List: 

 

Step 1. Have staff members, including you, complete a Capital Outlay Needs List form 

(copies are attached).  They should complete that form using the legend at the 

bottom of the form for category, location, year requested, priority number and 

status.  They should also include their name and an estimated cost in the 

appropriate columns.  Please complete the status section as well.  If “A” is 

inserted for acquired, put the acquisition price in the estimated price column if 

that is known.  If “D” is inserted for deleted, this indicates the item is no longer 

desired.  Do not physically delete the item as it will leave us a history, should we 

need it.   “R” indicates that an item is still requested or is a new request.  Put that 

in the column to indicate that item is still on the list.  

 



Step 2. After they have completed and turned in the form by the deadline date, please 

have that information entered into the Excel spreadsheet that is our database for 

the list.  Just make additions and changes as stated above.  Please type the 

person’s name and location the same each time so that it will continue to sort 

correctly.   

 

Step 3. Please have steps (1) and (2) electronically completed and e-mailed to Nadine 

Foreman in the Business Office by January 29th.  Keep an electronic copy of 

your database for your building or area at your site, and as additions or 

corrections are made, please send the updated database to Nadine in the Business 

Office. 

 

Step 4. The Business Office will compile a district-wide Three Year Capital Outlay list and 

have it available for the Board of Education by February 22rd.   

 

The Three Year Capital Outlay Needs List should serve you as a guide in making capital outlay 

purchases and using capital outlay monies that are available for your building or site level.  In some 

cases, if you are a supervisor of a program, you will need to meet with a principal or district office 

administrator to determine approximately what budget dollars will be available to you for your area 

for the upcoming fiscal year (2016-2017).   

 

Since a limited number of dollars will be available to be expended in this plan, not all of your 

priorities will be funded and perhaps not even your top priorities will be funded.  Hopefully, at least 

some of each area’s priorities will be addressed on this list.  Hopefully, this is no longer a new 

process to most of you.  I believe it helps the district to develop a long range plan for the needs 

and wants in the capital outlay area.  If you have questions or do not understand the process 

described above, please give me a call.  Thanks for your help! 

 

cls 

 

Attachments 



CAPITAL OUTLAY 
2016-2017 

TOP NON TECHNOLOGY PRIORITIES 
February 2016 

Campus High School 

 

Campus High School Gym Equipment Upgrade    67,000 

New Railing Campus GYM      20,000 

Remove old Ducts at Campus and refinish    20,000 

Refinish Main Gym Campus High School     25,000 

Refinish Auxiliary Gym floor      25,000 

 

Freeman Elementary School 

 

Repair Freeman Roof       250,000 

K-5 Play system #7461-02      27,003 

Pre-K Play system #5885 1     11,985 

20' Traverse Wall Pack – Gym      2,827 

Safari Jungle- Circle Steppers Gym     1,815 

Remo RT-WEST 12 Tubano Drum Package – Music   2,594 

 

Nelson Elementary School 

 

Install 4 additional Card Readers     8,000 

Sun Shield Cover on Each Playground 2    12,000 

 

Transportation 

 

21 Passenger Mini Bus       69,000  

9 - Passenger Vehicle       40,000  
Bobcat 3400 Utility Vehicle      14,000 
 
Maintenance 
 
Parking Lot Maintenance Prairie      11,036 
Parking Lot maintenance Colt Stadium     5,819 
Parking Lot Maintenance Oatville     13,990 
Parking Lot Maintenance HMS       5,400 
Vacuums (7)        3,780 

Auto Scrubber         5,500 

Riding Vacuum        12,300 

Mini Scissor Lift        6,000 

Motor Scrubber        500 



 
 
Haysville High School 
 
Weight Equipment, Treadmill, Stationary Bike    12,500 
 
 
Haysville Middle School 
 
Additional Key FOBS 6      10,500  
 
Total          $ 683,549 
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