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December 12, 2006 
 

 
TO: Principals 
 
FROM: Nell Johnson, Director of Internal Accounts 
 
VIA:  Area Superintendent 
 

SUBJECT: REVISION INTERNAL ACCOUNTS STANDARD PRACTICE 
BULLETIN I-308 (HS) “High School Production Shops” 

 
Attached is the revision to Internal Funds Accounting Standard Practice Bulletin I-308 
(HS). The revision was necessary due to changes in collection procedures. 
 
The bulletin is being distributed electronically, via the Internet.  Instructions for accessing 
the Web Page are as follows: http://www.broward.k12.fl.us/comptroller/ click on 
Treasurer; then Published Documents, click on Internal Accounts Standard Practice 
Bulletins.  The Internal Accounts Standard Practice Bulletin Log will be displayed.  
Select I-308 (HS), High School Production Shop. 
 
Please print the appropriate number of copies for each Bookkeeper/Budgetkeeper.  
 
If you cannot access this site, please call 754-321-0576.  Any questions regarding the 
content of this bulletin should be directed to Nell Johnson, Internal Accounts Director, 
754-321-0589. 
 
HJL/HLR/NJ:vgp 
 
Attachment 
 

cc: Patrick Reilly, Chief Auditor 
            Robert Crawford, Director of Atlantic Technical Center 
 John J. Miracola, Director of Career, Technical & Adult Comm Education 
 Bob Usefof, Curriculum Specialist, Industrial Education 
            Jose Laverde, Business Analyst, NCAO 
            Patricia Roberts, Supervisor, Internal Accounts 
 

Signatures on file 
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HIGH SCHOOL PRODUCTION SHOPS 

 
TOPICS IN BULLETIN: 
 I. General Information 
 II. Production Shop Transactions 
 III. Collection For Services 
 IV. Gratuities 
 V. Labor Charges 
EXHIBITS REFERENCED: 
 1 Automotive Service Technology Production Shop Work Order 
 2 Marine Service Technology Production Shop Work Order 
 3 Perpetual Work Order Inventory Form 
 4 Work Order Log 
 
 
I. GENERAL INFORMATION 
 

Some High Schools have one or more career and technical education labs that  
involve income from fees and services. Activities which produce such revenues 
are referred to as "Production Shops."  The acceptance of production work in a 
school can be justified only to the extent it is of educational benefit to the 
student(s). 

 
A. "Production Shops" must ensure that they adhere to School Board Policy 

5200, which states, "Business functions conducted by student groups shall 
be operated in such a manner as to offer a minimum of competition to 
commercial firms." 

 
B.      Production revenue shall benefit the students or program that                       

generate the funds or the student body. 
 

C. Clientele: 
 

1. Students currently enrolled in programs 
2. School Board employees 
3. Non-School Board employees with Administrative approval 

 
II. PRODUCTION SHOP TRANSACTIONS 
 

A. All production shop transactions must be approved and/or accepted by the 
instructor and the appropriate high school administrator.    There are two 
District issued forms used to record these transactions.  The Automotive  
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II.        PRODUCTION SHOP TRANSACTIONS (continued) 

 
            Service Work Order Form (Exhibit 1) and the Marine Service Work Order 

Form (Exhibit 2). 
 
B. Work Order Forms are required to be pre-numbered, produced and 

controlled at each school by the Bookkeeper.  The Bookkeeper will utilize 
the Perpetual Work Order Inventory Form (Exhibit 3) for tracking the 
work orders issued to the instructors. 

 
C. The instructor will be responsible for maintaining a Work Order Log 

(Exhibit 4) of all work orders completed.  The log and completed work 
orders are to be submitted to the Bookkeeper for audit purposes. 

 
D. All payments for services in "Production Shops" MUST be made in cash, 

personal check, or other approved form of payment.  (Budget Transfers 
ARE NOT acceptable as payment.  Schools or Departments must issue a 
check requisition for payment of an invoice.) 

 
E. Inventory monitoring and replenishment is a priority of all “Production 

Shops”. 
 

F. Labor Charges will apply to ALL work orders.  If the instructor or 
administrator waives labor charges, the Work Order must be documented 
with the reason for waiving and contain the signatures of the school 
principal or designee. 

 
G. The total fee noted on all work orders will be comprised of the labor 

charge plus the "cost" of all parts, materials and/or supplies plus 
applicable sales taxes. 

 
H.    Parts and/or supplies for “Production Shops” can be supplied by the 

customer. If the parts/supplies are provided by the customer, this is to be 
clearly stated on the Work Order under the Description of Work. 
Generally, when parts are supplied by the customer there is no sales tax 
charged.  (See Standard Practice Bulletin I-313) 

    
I.   Parts and/or supplies for “Production Shops” purchased by the                              

school.  When the school purchases the parts or supplies, the invoice from 
the vendor must include the Work Order number. The work order must 
include the invoice number and the vendor name from whom the parts 
were purchased.  Generally, when the school purchases any parts, or  
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II.        PRODUCTION SHOP TRANSACTIONS (continued) 
 
            provides parts from school stock, the entire charge of the repair is taxable.       

(See Standard Practice Bulletin I –313) 
 

  a.   Parts MUST be charged at “COST” to customer 
 

    b. Parts or supplies must be clearly identified on the Work                           
Order so that the cost of said parts/supplies can be verified.     

 
J.    All expenditure made from the “Production Shop” are governed                    

by the limitation set forth in School Board Policy 3320. 
     
         K.     Although there may exist district funds for the “Production Shop” to     

purchase equipment for repairs, maintenance, supplies, forms and postage,    
Section 3.5 of Chapter Seven of the Red Book allows revenue derived 
from   “Production Shops” to be used for these types of purchases. 
 
     

III.       COLLECTION FOR SERVICES  
 

1. The customer will submit the completed work order to the Instructor. 
 

  2. The Instructor will check the mathematical accuracy of the work 
order, and ensure that the sales tax has been charged or document 
why sales tax was not charged. 

 
  3.      The Instructor will collect the payment for services. 
 
4.      The Instructor will issue a BC-4OP receipt to the customer. 

 
 5. The Instructor will issue the customer their copy of the work order 

form. 
 

6. The customer receives the service indicated on the work order. 
 

         NO SERVICE SHOULD BE PERFORMED BEFORE PAYMENT 
HAS BEEN RECEIVED. 

 
7.   The Instructor will submit the BC-40P and collections to the   
     Bookkeeper. 
 
 
         

III.         COLLECTIONS FOR SERVICES (continued) 
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8. The Bookkeeper will verify mathematical accuracy, and sales tax           

charges on the work order. 
 
9.     The Bookkeeper will issue an official receipt to the instructor. 

 
10. The Bookkeeper will sign, date and cross-reference the official 

receipt number on the work order and BC-4OP book. 
 

       
IV.      GRATUITIES  
             

Instructors, students or other School Board employees SHALL NOT solicit or 
accept any gratuity or remuneration of any kind or amount for production shop 
work, as described herein.        
    
 

V. Labor Charges 
 

Labor Charge will be a minimum of 20% of the current industry rate.  
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