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Members of The School Board of Broward County, Florida
Members of The SchoolBoard Audit Committee
Robert W. Runcie, Superintendent of Schools

Ladies and Gentlemen:

We have performed a Review of the Property and lnventory of selected locations, pursuant to The Rules
of the Florida Administrative Code, Section 691-73, and School Board Policy 1002.1.

Audits of Property and lnventory require that we account for all of the Property and lnventory charged to
the locations. ln order to complete this task, we have reviewed all property and inventory records
disclosed from District accounts and made a determination as to the status of each item. This disposition

may include:

items which are at the location and are accounted for,
items which were not available for review prior to the issuance of this report,
items which may have been stolen and are supported by the proper District forms,
items that have been transferred from one location to another and are supported by the proper District

forms, and
items which have been declared surplus or obsolete and are supported by the proper District forms.

We conducted our audits in accordance with generally accepted Government Accounting Standards
issued by the Comptroller of the United States.

This report contains eighteen (18) property and inventory audits. Our property audits indicated that twelve
(12) locations in the report complied with prescribed policies and procedures. There were six (6)

locations that contained some audit exceptions consisting of unaccounted for property and the failure to
follow some prescribed rules.

We wish to express our appreciation to the administration and staff of the various schools and
departments for their cooperation and courtesies extended during our audits.

Sincerely,

?".Drr*/ f¿rJL
Patrick Reilly, CPA ø
Chief Auditor

Educating Today's Sfudenfs to Succeed in Tomorrow's World
Broward County Public Schools is an Equal Opportunity/Equal Access Employer
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PROPERTY AUDIT REPORT 

AUTHORIZATION 

The Rules of the Florida Administrative Code, Section 69I-73, require that each custodian shall 

ensure that a complete physical inventory of all property is taken at least once each fiscal year. 

Each custodian shall ensure that a complete physical inventory of all property under the control of 

the custodian or custodian’s delegate is taken whenever there is a change of custodian or 

custodian’s delegate. In accordance with School Board Policy 1002.1 and the Audit Plan for The 

Office of the Chief Auditor, the inventories of the locations in the District that have been audited 

are presented in Section I of this report. School Board Policy 3204 – Property Accountability and 

Responsibility states, “The Board designates that Principals shall be the custodians of property at 

schools. Directors shall be the custodians of property for the County Support Services 

Departments.” Rule 1 states “All physical inventories shall be conducted by the Office of the 

Chief Auditor’s Property Audits Division.” 

SCOPE, OBJECTIVES AND METHODOLOGY 

An audit includes examining, on a test basis, evidence supporting the amounts and disclosures 

represented on property records. We have reviewed all property and inventory records disclosed 

from District accounts and made a determination as to the status of each of the items. This 

disposition may include: 

 items which are at the location and are accounted for,

 items which were not available for review prior to the issuance of this report,

 items which may have been stolen and are supported by the proper documentation and District

forms,

 items that have been transferred from one location to another and are supported by the proper

District forms,

 items which have been declared surplus or obsolete and are supported by the proper District

forms.

Compliance 

We tested compliance with policies and procedures prescribed by the School Board Policies and 

Business Practice Bulletin 0-100 Procedure for Property & Inventory Control. The results of our 

tests of compliance indicated some locations did not comply with some policies and procedures 

established in the sources identified above. Noncompliance items are reported in Section I, 

Section II and Section IV of this report. 
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Property Control Structure 

In planning and performing our examinations, we obtain an understanding of the: 

 internal property control structure established by the administration.

 assessed level of controlled risk to determine the nature, timing, and extent of substantive tests

for compliance with applicable laws, administrative rules and district policies; including the

safeguarding of assets.

A material weakness is a reportable condition in which the design or operation of one or more 

internal property control structure elements does not reduce the risk of material errors or 

irregularities from occurring. As a result, it would be extremely difficult for employees to 

recognize errors in the normal course of performing their assigned functions. Reportable internal 

control weaknesses are noted in Section I, Section II and Section IV of this internal property audit 

report. 

Our evaluation of the internal control structure does not necessarily disclose all matters that might 

be reportable conditions. Thus, all material weaknesses may not be identified. 

Property Audit Exceptions 

In order to establish reporting parameters and afford the locations some latitude in monitoring their 

assets, we set thresholds of approximately one (1) percent of the total property inventory historical 

cost. The District does not track depreciation for each capital asset. The Office of the Chief Auditor 

(OCA) has used the following table, provided by the Director of Accounting & Financial Reporting 

Department-Capital Assets (AFRD-CA), to determine the total accumulated depreciation of assets 

which have not been accounted for. 

 Computers, Printers 5 Years 

 Band Instruments 7 Years 

 Office Equipment 5 – 20 Years 

 Audio/Visual Equipment 6 – 8 Years 

 Vocational Equipment 7 – 20 Years 

 Other From 5 to 20 Years 

The Office of the Chief Auditor reports no property exceptions for locations with an aggregate 

historical value, of items unaccounted for, falling below the designated 1% threshold unless 

significant process control weaknesses have been identified. As of July 1, 2004, Florida State 

Statute 274.02, changed the value of capital assets to be recorded and monitored from $750 to 

$1,000. On April 23, 2015, the Office of the Chief Financial Officer released a revision to Business 

Practice Bulletin O-100 Procedures for Property & Inventory Control.  The revision included 

tracking SMART (Safety, Music, Art, Athletics, Renovations and Technology) tangible personal 

property regardless of cost (included but not limited to musical instruments, iPads, tablets, 

desktops, printers, and promethean boards).  The District administration requires follow-up 

verification of all items not accounted for during the physical audit with a historical cost of $1,000 

or more. Subsequently, location administrators must designate the location of recovered individual 

assets by room/fish number or demonstrate activity on the appropriate District approved forms. 
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Unaccounted / Found Items 

While conducting the audit, there are instances in which items are determined to be unaccounted 

for. When the Office of the Chief Auditor determines that the item(s) is not accounted for, the asset 

is moved to a Missing List. This item will remain designated on the Missing List until the item is 

located and reactivated by Accounting & Financial Reporting Department-Capital Assets (AFRD-

CA). If the item is not reactivated after two years, the item(s) is removed from the location’s active 

list of property records. 

In addition to having items which are not accounted for, the Office of the Chief Auditor issues a 

final audit report to the property custodian, identifying the final discrepancy list as well as outlining 

any material weaknesses associated with the location’s inventory control. A copy of the final 

discrepancy report will be forwarded to AFRD in order to amend the property records as deemed 

appropriate. For any new/found tangible personal property listed on the final audit discrepancy 

report with a historical cost/estimated value of $1,000 or more, the location must forward a 03290 

Equipment Acquisition form signed by the property custodian with invoices or supported 

estimated values authorizing AFRD to add these property items to the Master File of Capital Assets 

database.   

Summary of Property and Inventory Review for Fiscal Year 2016-17 

The following report discloses the audits for 11 schools and 7 departments. These audits were 

finalized between November 10, 2016 through January 25, 2017. A summary of this report notes that: 

• For the 18 locations, 10,902 items were listed in the property records at a historical cost of

$116,652,431.

• For the 18 locations included in this report, a total of 245 items could not be accounted for with

a historical cost of $328,962.
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SECTION I: Summary 
Property and Inventory Audits Performed 



THE SCHOOL BOARD OF BROWARD COUNTY, FLORIDA 

The Office of the Chief Auditor 

Property Audits 

The following table presents a summary of the property and inventory audits that were finalized during the period  

November 10, 2016, through January 25, 2017. For any location that received an exception, we have included a 

detailed listing of the items that were unaccounted for and the administration’s response. 

Area Name Total Items 
Historical  

Cost 

 Items Not 

Accounted 

For (INAF) 

Historical  

Cost 

(INAF) 

No Exception/ 

Exception 

Page 

No. 

Department 
Pupil 

Transportation 
511 $996,797 7 $12,607 Exception 

Pgs. 
8-12 

Department 
Student 

Transportation & 

Fleet Services 

51 $120,140 0 0 No Exception 

Department 
Vehicle 

Maintenance 
1,759 $3,870,020 3 $2,377 No Exception 

Department Buses Fleet 1,311 $98,363,062 0 0 No Exception 

Department 
Heavy 

Equipment Fleet 
17 $91,398 0 0 No Exception 

Department 
Vehicle 

Maintenance 

Fleet 

231 $4,648,815 0 0 No Exception 

Department 
Risk 

Management 
114 $298,362 2 $3,700 Exception 

Pgs. 

13-17 

School 
Chapel Trail 

Elementary 
826 $653,343 2 $2,105 No Exception 

School 
Deerfield Park 

Elementary 
1,142 $1,127,557 8 $11,099 No Exception 

School 
Gator Run 

Elementary 
909 $856,258 149 $186,513 Exception 

Pgs. 

18-52 

School 
Wilton Manors 

Elementary 
683 $661,959 18 $28,826 Exception 

Pgs. 
53-60 

Sub Total 7,554 $111,687,711 189 $247,227 
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Grand Total 10,902 $116,652,431 245 $328,962 

6 Exceptions 

12 No Exceptions 

Audits Performed by:       Audits Processed by: Audits Managed by:  

Bryan Erhard     Megan Gonzalez Ali Arcese 

Ivette Lima  

Bruce Norris  

Stephanie Ormsby 

Area Name Total Items 
Historical  

Cost 

 Items Not 

Accounted 

For (INAF) 

Historical  

Cost 

(INAF) 

No Exception/ 

Exception 

Page 

No. 

School 
Lauderdale 

Lakes Middle 
481 $811,294 13 $18,705 Exception 

Pgs. 
61-66 

School McNicol Middle 798 $1,088,616 8 $10,387 No Exception 

School McArthur High 1,126 $1,512,748 31 $48,613 Exception 
Pgs. 

67-83 

School 
Charles Drew 

Family Center 
188 $350,621 1 $1,000 No Exception 

School 
Dave Thomas 

Education Center 
334 $431,872 1 $936 No Exception 

School 
Dave Thomas 

West 
219 $411,418 0 0 No Exception 

School 
Wingate Oaks 

Center 
202 $358,151 2 $2,094 No Exception 

Sub Total 3,348 $4,964,720 56 $81,735 
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SECTION II: Summary  

SMART Property and Inventory Audits Performed 

Value less than $1000 



 

  

   

   

 

THE SCHOOL BOARD OF BROWARD COUNTY, FLORIDA 

The Office of the Chief Auditor 

Property Audits 

 
The following table presents a summary of SMART (Safety, Music, Art, Athletics, Renovations and Technology) 

property and inventory audits that were finalized during the period November 10, 2016 through January 25, 2017.  

The SMART property and inventory equipment is included within Section I: Summary of Property and Inventory 

Audits Performed. The Office of the Chief Auditor (OCA) verified that all SMART computer devices were 

accounted for during the physical inventory (see below). This chart provides a more detailed snapshot of SMART 

equipment either accounted for or unaccounted for during this audit period.   

 

 

 
*Source: Bond Oversight Committee SMART Technology Quarterly Update as of  9/30/2016 

 

 

  

  

School/Site Name 

SMART Computer Devices* 

SMART Computer Devices 

Accounted For by OCA 

SMART Computer Devices Unaccounted 

For by OCA 

Ordered* Received* Teacher Student 

 

Other 

  

Teacher 

 

Student 

 

Other 

 

Total 

Chapel Trail Elementary 
324 324 41 269 14 0 0 0 324 

Deerfield Park Elementary 
460 460 35 418 7 0 0 0 460 

Gator Run Elementary 
471 471 61 398 12 0 0 0 471 

Wilton Manors Elementary 
222 222 24 195 3 0 0 0 222 
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SECTION III:  

Locations – All Items Accounted for 

Value less than $1000 



THE SCHOOL BOARD OF BROWARD COUNTY, FLORIDA 

The Office of the Chief Auditor 

Property Audits 

During the property audit at the following locations, all assets were reconciled. 

LOCATION NAME 

9721 Student Transportation & Fleet Services 

9961 Buses 

9971 Vehicle Maintenance Fleet 

9981 Heavy Equipment 

2031 Dave Thomas Education Center, West 
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SECTION IV:  

Locations with Exceptions 



*Repeat Audit Finding

Department Name: Pupil Transportation 9724 

Director: Patricia Snell 

Address: 3895 NW 10th Avenue 

Oakland Park, FL 33309 

Total Number of Items in Inventory: 511 

Total Dollar Cost of Items in Inventory: $996,797 

Total Number of Items Unaccounted for: 7 

Total Dollar Cost of Items Unaccounted for: $12,607 

Total Net Value of Items Unaccounted for: 

Percentage of Dollar Cost of Items 

Unaccounted for: 

0 

1.3% 

Finding 

As a result of the property and inventory audit, it was determined that some controls 

over inventory and fixed assets did not meet the District’s policies and procedures.  

A review of all property and inventory was performed. Of the 511 assets recorded at 

the department, 7 items were unaccounted for.  During the property and inventory 

audit, it was discovered that four pieces of equipment were stolen.  Two of the items 

were reported to local authorities, but not within the two business days’ deadline as 

required in Business Practice Bulletin O-100: Procedure for Property & Inventory 

Control.  The remaining two items were not reported to local authorities although 

they were noted as stolen equipment.  In addition, three other pieces of equipment 

were missing.  

In the previous property and inventory audit, department staff members were not 

reporting stolen and/or missing equipment in a timely manner. The department 

director’s response indicated that the department staff members had been advised  

Fiscal Year Audit 
Total Assets 

Unaccounted for 

Historical Value of 

Assets Unaccounted for 
Status 

10-11 297 $641,698 
Exception 

Brownlee-Fuller 

12-13 131 $241,251 
Exception 

Tindall 

15-16 19 $43,791 
Exception 

Snell 

8



(Pupil Transportation 9724 continued)  

 

to immediately inform the appropriate management team if any item that is assigned 

to their area of responsibility is found to be missing.  If theft was suspected, the staff 

members were instructed to contact local authorities and file the necessary loss 

reports.  After reviewing the current audit, the department staff members are still not 

adhering to the directives as there are several items identified as stolen and/or 

vandalized but the reporting was not done and/or delayed.  Additional staff training 

is required in order to prevent this exception for occurring in the future.   

 

Although the department showed weaknesses in reporting stolen equipment, most of 

the areas that were identified during the previous property and inventory audit have 

been corrected. It was noted that the department’s efforts in tracking fixed assets 

have improved. 

 

Recommendations 

 

The Office of the Chief Auditor suggests reconciliation of all assets be completed as 

often as needed to ensure an accurate physical accounting of site designated assets  

by the staff.  The Principal should ensure the accounting of assets is completed semi-

annually in order to comply with policies and procedures.    

 

The Office of the Chief Auditor recommends the Principal register the designated 

property team member(s) for the Inventory Process & Tips training offered by the 

Information & Technology Department.  In addition, the Principal should review 

Business Practice Bulletin O-100 Procedure for Property and Inventory Control with 

the designated property team member(s) to ensure compliance with all procedures.  

The following internal control areas require improvement.   

 

 At a minimum, semi-annual inventories should be conducted to certify the 

District’s property records are accurately maintained and updated. This should 

include the high-risk property items that are not included in the Master File 

database. 

 

 New internal control procedures for reporting stolen and/or missing 

equipment should be implemented to ensure that the equipment being reported 

meets the District’s requirements. 

 

 All department staff members who are entrusted with District equipment 

should receive additional training to ensure that all prescribed requirements 

for stolen and/or vandalized equipment are adhered to.  
 

9



THE SCHOOL BOARD OF BROWARD COUNTY, FLORIDA

The Office of the Chief Auditor

Property Division 

2016-17

BPI ITEM HISTORICAL 

NUMBER DESCRIPTION COST

1 12-01100 DELL E6320 W/DVD 1,449.00$                

2 R07-12753 DELL D620 W/ CD 1,624.00$                

3 R05-23210 DELL LAPTOP PM W/CDRW/DVD COMBO 1,738.00$                

4 01-80487 RADIO, MOTOROLA MTS2000  2,197.95$                

5 97-24279 RADIO, MOTOROLA MTS2000 PORT, W/ CHARGER 2,045.80$                

6 97-10386 RADIO, MOTOROLA MCS200 800 MHZ 1,637.00$                

7 A95-90024 RADIO, PORTABLE HAND HELD 1,915.00$                

12,606.75$        

12,606.75$        

-$                  

Items not accounted for:  Pupil Transportation 9724

Total Historical Cost of Property unaccounted for as of December 9, 2016
[1]

Total Accumulated Depreciation as of December 9, 2016

Net Value of Property considered to be unaccounted for as of  December 9, 2016

[1] Based upon class life used by the Accounting and Financial Reporting Department

[2] High-risk item unaccounted for
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Risk Management 9711 Department Name: 

Director: 

Address:      

Aston Henry 

600 SE 3rd Avenue 

Fort Lauderdale, FL  33301          

Total Number of Items in Inventory: 114 

Total Dollar Cost of Items in Inventory: $298,362 

Total Number of Items Unaccounted for: 2 

Total Dollar Cost of Items Unaccounted for: $3,700 

Total Net Value of Items Unaccounted for: $0 

Percentage of Dollar Cost of Items 

Unaccounted for: 1.2% 

Findings 

As a result of the property and inventory audit, it was determined that some controls 

over inventory and fixed assets did not meet the District’s policies and procedures.  

During the property and inventory audit, 2 pieces of equipment were unaccounted 

for.  According to the Director, a Motorola portable radio and a Dell desktop 

computer were surplused but inadvertently not listed on the 3290A Surplus 

Declaration Transfer form and/or incorrectly documented on the form.   

Non-compliance with policies and procedures for fixed assets leaves the District 

vulnerable to undetected employee errors and theft or misuse of assets.  The 

department displayed weaknesses in the controls to safeguard fixed assets.   

Recommendation 

The Office of the Chief Auditor suggests reconciliation of all assets be completed as 

often as needed to ensure an accurate physical accounting of site designated assets 

by the staff.  The Principal should ensure the accounting of assets is completed semi-

annually in order to comply with policies and procedures.    

The Office of the Chief Auditor recommends the Principal register the designated 

property team member(s) for the Inventory Process & Tips training offered by the  

13



(Risk Management continued)  

 

Information & Technology Department.  In addition, the Principal should review 

Business Practice Bulletin O-100: Procedure for Property and Inventory Control 

with the designated property team member(s) to ensure compliance with all 

procedures.  The following internal control areas require improvement.   

 

 

 The locations must take appropriate measures to ensure the safekeeping of all 

tangible personal property. 

 

 The location should improve its processes for completing the 3290A Surplus 

Declaration Transfer forms after tangible personal property has been 

recognized as salvageable equipment.   

 

 
  

14



THE SCHOOL BOARD OF BROWARD COUNTY, FLORIDA

The Office of the Chief Auditor

Property Division 

2016-17

BPI ITEM HISTORICAL 

NUMBER DESCRIPTION COST

1 05-35626 MOTOROLA XTS2500 PORTABLE 1,963.00$        

2 05-25344 DELL DESKTOP, PENTIUM 4WS 1,737.00$        

3,700.00$    

3,700.00$    

-$   

Items not accounted for:  Risk Management 9711

Total Historical Cost of Property unaccounted for as of October 17, 2016
[1]

Total Accumulated Depreciation as of October 17, 2016

Net Value of Property considered to be unaccounted for as of  October 17, 2016

[1] Based upon class life used by the Accounting and Financial Reporting Department
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School Name: Gator Run Elementary   3642 

Principal:   Keith Peters 

Address: 1101 Glades Parkway 

Weston, FL 33327 

Total Number of Items in Inventory: 909 

Total Dollar Cost of Items in Inventory: $856,258 

Total Number of Items Unaccounted for: 149 

Total Dollar Cost of Items Unaccounted for: $186,513 

Total Net Value of Items Unaccounted for: 

Percentage of Dollar Cost of Items 

Unaccounted for: 

0 

21.8% 

Finding 

As a result of the property and inventory audit, it was determined that some controls 

over inventory and fixed assets did not meet the District’s policies and procedures.  

A review of all property and inventory was performed. Of the 909 assets recorded at 

the school, 149 items were unaccounted for, of which 32 items were located in the 

Warehousing Services Department after the school surplused the equipment and had 

not completed the proper surplus paperwork (See Exhibit A).  

On July 25, 2016, the school was provided the Missing List Report by the Inventory 

Audit Specialist at the end of the audit. At that point, the school reached out to the 

Warehousing Services Department and the District’s recycling company for 

assistance in trying to locate devices that had been surplused without the proper 

paperwork.  The Warehousing Services Department advised the Office of the 

Chief Auditor (OCA) and the school on August 19, 2016, that a Gaylord box of 

devices, which had been placed in storage in error, was located in the 

warehouse. Typically, all computer devices are sent to the recycling company 

directly. The Property and Inventory Audit Manager arrived at the warehouse 

the same day and scanned hundreds of computers found in the Gaylord box.  She 

found that 32 computers were still on the school’s Master File database and 

paperwork to surplus the equipment was not completed by the school. 3290A 

Surplus Declaration Transfer forms were generated from the list of equipment 

provided to the school by the Property and Inventory Audit Manager.    

 As part of the Principal’s response to the OCA, he stated he did not have a copy of 

the surplus paperwork for the remaining 117 unaccounted for items.  

18



(Gator Run Elementary 3642 continued) 

 

He stated that the procedures for the SMART pickup differed from other types of 

surplus pickups done in the District. The Business Practice Bulletin O-100 (BPB O-

100) Procedure for Property & Inventory Control and the SMART Surplus Process 

gave clear and exact procedures of how to surplus equipment (See Exhibit B).  The 

SMART Surplus Process was provided to the Principal during the initial SMART 

meeting held on October 26, 2015.  In addition, the BPB O-100 was updated April 

23, 2015, to incorporate the procedures for SMART (Safety, Music/Art, Athletics, 

Renovations and Technology) purchases.  A copy of the updated procedures was 

sent to the entire District including all Principals. The procedures to surplus 

equipment were not changed. The BPB O-100 states that locations should complete 

3290A Surplus Declaration Transfer forms to identify the tangible personal property 

to be salvaged.  The form must list the BPI number, serial number, model number 

and equipment description for each property item being surplused.  The locations 

should make a copy of the 3290A Surplus Declaration Transfer forms for their 

records and forward the original to the Warehousing Services Department.  The 

Principal is the property custodian and should take all measures to ensure that all 

equipment entrusted to him/her is safeguarded and that all documentation is 

completed according to the District’s policies and procedures.  The school did not 

comply with these policies and procedures.   

 

Non-compliance with policies and procedures of fixed assets leaves the District 

vulnerable to undetected employee errors and theft or misuse of assets.  The school 

displayed weaknesses in the controls to safeguard fixed assets.   

 

Recommendations 

 

The Office of the Chief Auditor suggests reconciliation of all assets be completed as 

often as needed to ensure an accurate physical accounting of site designated assets 

by the staff.  The Principal should ensure the accounting of assets is completed semi-

annually in order to comply with policies and procedures.    

 

The Office of the Chief Auditor recommends the Principal register the designated 

property team member(s) for the Inventory Process & Tips training offered by the  

Information & Technology Department.  In addition, the Principal should review 

Business Practice Bulletin O-100 Procedure for Property and Inventory Control with 

the designated property team member(s) to ensure compliance with all procedures.  

The following internal control areas require improvement.   

 

 The locations must take appropriate measures to ensure the safekeeping of all 

tangible personal property. 
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(Gator Run Elementary 3642 continued) 

 At a minimum, semi-annual inventories should be conducted to certify the

District’s property records are accurately maintained and updated. This should

include the high-risk property items, that are not included in the Master File

database.

 Internal controls should be developed by the location to improve its processes

for surplussing.  The school should ensure that all equipment deemed

salvageable is accurately documented on a 3290A Surplus Declaration

Transfer form and removed from the location during the scheduled pickup.

 The school should periodically surplus any obsolete and/or damaged

equipment in order to remove the records from the property inventory and

avoid creating surplus “piles”.  The equipment should be stored in a secure

location until it is picked up by Warehousing Services.  The Warehousing

Services Department will issue the property custodian a work order certifying

the removal of equipment from their location.

 Any corrections required to asset record(s) should be promptly reported to

AFRD-CA. The property custodian should immediately notify AFRD-CA so

that any discrepancies can be corrected in a timely manner.

20



145,906.21$    

40,607.24$      

186,513.45$    

186,513.45$    

-$   

THE SCHOOL BOARD OF BROWARD COUNTY, FLORIDA 
The Office of the Chief Auditor

Property Division 

2016-17

Summary of Gator Run Elementary 3642

Items Not Accounted for - Total

Items Found in the Warehousing Service Department - Total

Total Historical Cost of Property unaccounted for as of December 1, 2016
[1]         Total Accumulated Depreciation as of December 1, 2016

Net Value of Property considered to be unaccounted for as of December 1, 2016
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THE SCHOOL BOARD OF BROWARD COUNTY, FLORIDA

The Office of the Chief Auditor

Property Division 

2016-17

BPI ITEM HISTORICAL 

NUMBER DESCRIPTION COST

1 12-80118 COMPUTER, APPLE IMAC 1,344.08$        

2 11-05979 LAPTOP, APPLE MACBOOK 1,037.30$        

3 11-05978 LAPTOP, APPLE MACBOOK 1,037.30$        

4 11-05976 LAPTOP, APPLE MACBOOK 1,037.30$        

5 11-03273 APPLE MACBOOK 2.26 GHZ W/ DVD 1,320.55$        

6 11-03271 APPLE MACBOOK 2.26 GHZ W/ DVD 1,320.55$        

7 11-03270 APPLE MACBOOK 2.26 GHZ W/ DVD 1,320.55$        

8 11-03264 APPLE MACBOOK 2.26 GHZ W/ DVD 1,320.55$        

9 11-01243 APPLE MACBOOK 2.26 GHZ W/ DVD 1,320.55$        

10 11-00966 APPLE MACBOOK 2.1 GHZ W/ DVD+R 1,343.00$        

11 11-00964 APPLE MACBOOK 2.1 GHZ W/ DVD+R 1,343.00$        

12 11-00963 APPLE MACBOOK 2.1 GHZ W/ DVD+R 1,343.00$        

13 11-00962 APPLE MACBOOK 2.1 GHZ W/ DVD+R 1,343.00$        

14 10-04556 APPLE MACBOOK 2.1 GHZ W/ DVD+R 1,343.00$        

15 10-04551 APPLE MACBOOK 2.1 GHZ W/ DVD+R 1,343.00$        

16 09-82577 COMPUTER, APPLE MACBOOK PRO 1,708.00$        

17 09-12510 APPLE MACBOOK 2.1 GHZ W/CASE 1,432.00$        

18 09-12506 APPLE MACBOOK 2.1 GHZ W/CASE 1,432.00$        

19 08-82992 COMPUTER, APPLE IMAC 1,154.00$        

20 08-82991 COMPUTER, APPLE IMAC 1,154.00$        

21 08-82989 COMPUTER, APPLE IMAC 1,154.00$        

22 08-82988 COMPUTER, APPLE IMAC 1,154.00$        

23 08-82987 COMPUTER, APPLE IMAC 1,154.00$        

24 08-82981 COMPUTER, APPLE IMAC 1,154.00$        

25 08-82978 COMPUTER, APPLE IMAC 1,154.00$        

26 08-82977 COMPUTER, APPLE IMAC 1,154.00$        

27 08-82976 COMPUTER, APPLE IMAC 1,154.00$        

28 08-82974 COMPUTER, APPLE IMAC 1,154.00$        

29 08-82972 COMPUTER, APPLE IMAC 1,154.00$        

30 08-82971 COMPUTER, APPLE IMAC 1,154.00$        

31 08-82969 COMPUTER, APPLE IMAC 1,154.00$        

32 08-82968 COMPUTER, APPLE IMAC 1,154.00$        

33 08-82965 COMPUTER, APPLE IMAC 1,154.00$        

34 08-82964 COMPUTER, APPLE IMAC 1,154.00$        

35 08-82963 COMPUTER, APPLE IMAC 1,154.00$        

36 08-07899 APPLE IMAC INTEL W/17" FLAT 1,154.00$        

Items not accounted for: Gator Run Elementary 3642

[1] Based upon class life used by the Accounting and Financial Reporting Department

[2] High-risk items unaccounted for
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THE SCHOOL BOARD OF BROWARD COUNTY, FLORIDA The 

Office of the Chief Auditor

Property Division 

2016-17 
Items not accounted for: Gator Run Elementary 3642 

continued
BPI ITEM HISTORICAL 

NUMBER DESCRIPTION COST

37 08-07898 APPLE IMAC INTEL W/17" FLAT 1,154.00$        

38 08-07897 APPLE IMAC INTEL W/17" FLAT 1,154.00$        

39 07-83579 COMPUTER, APPLE IMAC 1,499.00$        

40 07-83516 COMPUTER, APPLE IMAC 1,099.00$        

41 07-83514 COMPUTER, APPLE IMAC 1,099.00$        

42 07-83513 COMPUTER, APPLE IMAC 1,099.00$        

43 07-83510 COMPUTER, APPLE IMAC 1,099.00$        

44 07-83509 COMPUTER, APPLE IMAC 1,099.00$        

45 07-83507 COMPUTER, APPLE IMAC 1,099.00$        

46 07-83505 COMPUTER, APPLE IMAC 1,099.00$        

47 07-83504 COMPUTER, APPLE IMAC 1,099.00$        

48 07-83502 COMPUTER, APPLE IMAC 1,099.00$        

49 07-83501 COMPUTER, APPLE IMAC 1,099.00$        

50 07-07985 APPLE DESKTOP IMAC INTEL W/ 17" 1,099.00$        

51 07-06649 APPLE DESKTOP IMAC INTEL W/ 17" 1,099.00$        

52 07-00127 APPLE IBOOK G4 W/ CD 1,431.50$        

53 07-00125 APPLE IBOOK G4 W/ CD 1,431.50$        

54 07-00119 DESKTOP, APPLE EMAC G4 W/ 17" 1,100.00$        

55 07-00110 DESKTOP, APPLE EMAC G4 1,100.00$        

56 06-13283 APPLE DESKTOP EMAC G4 1,100.00$        

57 06-12196 DESKTOP, APPLE EMAC 1,100.00$        

58 06-12195 DESKTOP, APPLE EMAC 1,100.00$        

59 06-12192 DESKTOP, APPLE EMAC 1,100.00$        

60 06-07909 APPLE IBOOK G4 W/ CD-RW/DVD 1,721.50$        

61 06-07908 APPLE IBOOK G4 W/CD 1,531.50$        

62 06-06469 DESKTOP, APPLE EMAC G4 W/ 17" 1,295.00$        

63 06-06467 DESKTOP, APPLE EMAC G4 W/ 17" 1,295.00$        

64 05LA27164 LAPTOP, APPLE REFRESH 1,395.62$        

65 05LA27155 LAPTOP, APPLE REFRESH 1,395.62$        

66 05LA27145 LAPTOP, APPLE REFRESH 1,395.62$        

67 05LA27141 LAPTOP, APPLE REFRESH 1,395.62$        

68 05LA27136 LAPTOP, APPLE iBOOK G4 1,395.62$        

69 05LA27124 LAPTOP, APPLE REFRESH 1,395.62$        

70 05LA27107 LAPTOP, APPLE REFRESH 1,395.62$        

71 05LA27053 LAPTOP, APPLE REFRESH 1,395.62$        

72 05LA27025 LAPTOP, APPLE REFRESH 1,395.62$        

73 05LA26987 LAPTOP, APPLE REFRESH 1,395.62$        

74 05LA26984 LAPTOP, APPLE REFRESH 1,395.62$        

75 05-86242 COMPUTER, APPLE EMAC 1,100.30$        

[1] Based upon class life used by the Accounting and Financial Reporting Department

[2] High-risk items unaccounted for
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THE SCHOOL BOARD OF BROWARD COUNTY, FLORIDA 
The Office of the Chief Auditor

Property Division 

2016-17

Items not accounted for: Gator Run Elementary 3642 
continued

BPI ITEM HISTORICAL 

NUMBER DESCRIPTION COST

76 05-81982 APPLE IBOOK 12.1" 1,427.44$        

77 05-81979 APPLE IBOOK 12.1" 1,427.51$        

78 05-81971 APPLE IBOOK 12.1" 1,427.51$        

79 05-81968 APPLE IBOOK 12.1" 1,427.51$        

80 05-41655 DESKTOP, APPLE GMAC G4 1,100.30$        

81 05-41654 DESKTOP, APPLE GMAC G4 1,100.30$        

82 05-41651 DESKTOP, APPLE GMAC G4 1,100.30$        

83 05-41644 APPLE IBOOK G4 W/CD 1,456.50$        

84 05-41636 APPLE IBOOK G4 W/CD 1,456.50$        

85 05-41632 APPLE IBOOK G4 W/CD 1,456.50$        

86 05-41621 APPLE IBOOK G4 W/CD 1,456.50$        

87 05-41614 APPLE IBOOK G4 W/CD 1,456.50$        

88 05-41608 DESKTOP, APPLE GMAC G4 1,100.30$        

89 05-41607 DESKTOP, APPLE GMAC G4 1,100.30$        

90 05-41606 LAPTOP, APPLE REFRESH 1,100.30$        

91 05-31132 APPLE IBOOK G4 COMBO 1,239.00$        

92 05-31123 APPLE IBOOK G4 COMBO 1,239.00$        

93 A04-85510 COMPUTER, APPLE EMAC 1,100.25$        

94 04-84859 COMPUTER, APPLE EMAC 1,130.00$        

95 04-80497 APPLE IBOOK 1,421.75$        

96 04-80494 APPLE IBOOK 1,421.75$        

97 04-80492 APPLE IBOOK 1,421.75$        

98 04-16483 APPLE DSKTP EMAC G4 W/17" FLAT 1,100.30$        

99 04-16473 APPLE DSKTP EMAC G4 W/17" FLAT 1,100.30$        

100 04-16471 APPLE DSKTP EMAC G4 W/17" FLAT 1,100.30$        

101 04-15529 CART, MOBILE APPLE IBOOK 1,099.00$        

102 04-08518 DESKTOP, APPLE IMAC G4 W/15 1,485.05$        

103 03-83876 DESKTOP, APPLE EMAC G4 1,100.00$        

104 03-22742 DESKTOP, APPLE EMAC G4 1,100.25$        

105 03-22734 DESKTOP, APPLE EMAC G4 1,100.25$        

106 98-11643 COMPUTER, POWER MAC 2,467.00$        

107 97-47735 POSTERPRINTER, PROIMAGE LX 3,436.00$        

108 LAPTOP, APPLE MACBOOK (SER# 452010QTF5W)
[2]

945.47$       

109 LAPTOP, APPLE MACBOOK (SER# 452010UWF5W)
[2]

945.47$       

110 LAPTOP, APPLE MACBOOK (SER# 452010VWF5W)
[2]

945.47$       

111 LAPTOP, APPLE MACBOOK (SER# 4520111DF5W)
[2]

945.47$       

112 LAPTOP, APPLE MACBOOK (4520112LF5W)
[2]

945.47$       

113 LAPTOP, APPLE MACBOOK (SER# 4520113CF5W)
[2]

945.47$       

114 LAPTOP, APPLE MACBOOK (4520115KF5W)
[2]

945.47$       

[1] Based upon class life used by the Accounting and Financial Reporting Department

[2] High-risk items unaccounted for
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THE SCHOOL BOARD OF BROWARD COUNTY, FLORIDA 
The Office of the Chief Auditor

Property Division 

2016-17

Items not accounted for: Gator Run Elementary 3642 
continued

BPI ITEM HISTORICAL 

NUMBER DESCRIPTION COST

115 LAPTOP, APPLE MACBOOK (SER# 45201181F5W)
[2]

945.47$       

116 LAPTOP, APPLE MACBOOK (SER# 452170SLF5W)
[2]

722.38$       

117 LAPTOP, DELL LATITUDE E5430 (SER# 12BZ8W1)
[2]

750.00$       

145,906.21$    

145,906.21$    

-$   

Total Historical Cost of Property unaccounted for as of December 1, 2016
[1]

Total Accumulated Depreciation as of December 1, 2016

Net Value of Property considered to be unaccounted for as of December 1, 2016

[1] Based upon class life used by the Accounting and Financial Reporting Department

[2] High-risk items unaccounted for
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BPI ITEM HISTORICAL 

NUMBER DESCRIPTION COST

1 11-05981 LAPTOP, APPLE MACBOOK 1,037.30$        

2 11-05980 LAPTOP, APPLE MACBOOK 1,037.30$        

3 1105974 LAPTOP, APPLE MACBOOK 1,037.30$        

4 11-03268 APPLE MACBOOK 2.26 GHZ W/DVD 1,320.55$        

5 11-03265 APPLE MACBOOK 2.26 GHZ W/DVD 1,320.55$        

6 11-01248 APPLE MACBOOK 2.26 GHZ W/DVD 1,320.55$        

7 11-01247 APPLE MACBOOK 2.26 GHZ W/DVD 1,320.55$        

8 11-00961 APPLE MACBOOK 2.26 GHZ W/DVD 1,343.00$        

9 09-82575 COMPUTER, APPLE MACBOOK 13" 1,708.00$        

10 09-12514 APPLE MACBOOK 2.1 GHZ W/CASE 1,432.00$        

11 09-12513 APPLE MACBOOK 2.1 GHZ W/CASE 1,432.00$        

12 09-12512 APPLE MACBOOK 2.1 GHZ W/CASE 1,432.00$        

13 08-82973 COMPUTER, APPLE IMAC 1,154.00$        

14 08-07896 APPLE IMAC INTEL W/17" FLAT PANEL/COMBO 1,154.00$        

15 08-07895 APPLE IMAC INTEL W/17" FLAT PANEL/COMBO 1,154.00$        

16 07-83515 COMPUTER, APPLE IMAC 1,099.00$        

17 05LA27174 LAPTOP, APPLE REFRESH 1,395.62$        

18 05LA27144 LAPTOP, APPLE REFRESH 1,395.62$        

19 05LA27084 LAPTOP, APPLE REFRESH 1,395.62$        

20 05LA27026 LAPTOP, APPLE REFRESH 1,395.62$        

21 05-86241 COMPUTER, APPLE IBOOK G4 1,199.00$        

22 05-41641 APPLE IBOOK G4 W/ CD-RW/DVD/12.1" DISPLAY 1,456.50$        

23 05-41640 APPLE IBOOK G4 W/ CD-RW/DVD/12.1" DISPLAY 1,456.50$        

24 05-41627 APPLE IBOOK G4 W/ CD-RW/DVD/12.1" DISPLAY 1,456.50$        

25 05-41616 APPLE IBOOK G4 W/ CD-RW/DVD/12.1" DISPLAY 1,456.50$        

26 05-31118 APPLE IBOOK G4 W/ CD-RW/DVD/12.1" DISPLAY 1,239.00$        

27 04-80491 APPLE IBOOK G4 W/ CD-RW/DVD/12.1" DISPLAY 1,421.75$        

28 03-22735 DESKTOP, APPLE EMAC G4 1,100.25$        

29 03-22729 DESKTOP, APPLE EMAC G4 1,100.25$        

30 LAPTOP, APPLE MACBOOK (SER# 452010Z8F5W)
[2]

945.47$       

31 LAPTOP, APPLE MACBOOK (SER# 4520111HF5W)
[2]

945.47$       

32 LAPTOP, APPLE MACBOOK (SER# 4520115CF5W)
[2]

945.47$       

40,607.24$    

40,607.24$    

-$   

THE SCHOOL BOARD OF BROWARD COUNTY, FLORIDA

The Office of the Chief Auditor

Property Division 

2016-17

Items found in the Warehousing Service Department: Gator Run Elementary 3642

Total Historical Cost of Property unaccounted for as of December 1, 2016
[1]

Total Accumulated Depreciation as of December 1, 2016

Net Value of Property considered to be unaccounted for as of December 1, 2016

[1] Based upon class life used by the Accounting and Financial Reporting Department

[2] High-risk items unaccounted for
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SMART SURPLUS

SMART SURPLUS

ASSETS

SMART SURPLUS

NON-ASSETS

SMART SURPLUS

INFRASTRUCTURE

B-STOCK SURPLUS

ASSETS & NON-ASSETS

All SMART Computer Devices, A/V Media 

Equipment WITH  BPI Asset Numbers

All SMART Devices, A/V Media 

Equipment WITHOUT  BPI Asset 

Numbers

All SMART infrastructure equipment 

removed    (wi-fi access points, servers, 

racks, etc.)

Non SMART  related assets and non-

assets (appliances, gym equipment, 

custodial tools, musical instruments, 

etc.)

Complete ONE SET  of 3290A Surplus 

Declaration Forms to include 

descriptions, BPI asset numbers and 

serial numbers.  Indicate "SMART 

SURPLUS" in upper right hand corner of 

document.

Complete ONE SET  of 3290A Surplus 

Declaration Forms to include 

descriptions, serial numbers if 

applicable, and quantities.  Indicate 

"SMART SURPLUS" in upper right hand 

corner of document.

3290A Surplus Declaration Forms will be 

completed by the Vendor (JDL)and 

submitted to the school.  The school 

must verify/confirm assets listed on 

forms .  Include BPI numbers on forms 

when verified.

Complete ONE SET  of 3290A Surplus 

Declaration Forms to include 

descriptions, BPI asset numbers and 

serial numbers.  

Principal must sign 3290A form on 

"Equipment Transfer/Surplus Approved 

By" line.  IN BLUE INK

Principal must sign 3290A form on 

"Equipment Transfer/Surplus Approved 

By" line.  IN BLUE INK

Principal must sign 3290A form on 

"Equipment Transfer/Surplus Approved 

By" line.  IN BLUE INK

Principal must sign 3290A form on 

"Equipment Transfer/Surplus Approved 

By" line.  IN BLUE INK

Keep original signed 3290A forms .  

Scan completed 3290A forms and 

SMART Surplus list to "B-Stock Surplus " 

in CAB (type "B-STOCK" in CAB to 

populate address)  

Keep original signed 3290A forms .  

Scan completed 3290A forms and 

SMART Surplus list to "B-Stock Surplus " 

in CAB.  (type "B-STOCK" in CAB to 

populate address)

Keep original signed 3290A forms .  

Scan completed 3290A forms and 

SMART Surplus list to "B-Stock Surplus " 

in CAB (type "B-STOCK" in CAB to 

populate address)  

Submit original 3290A forms by pony 

to B-Stock (Attn:  Ted Skopinski) 321-

2850

Once 3290A forms are received, the 

school will be contacted for scheduling 

a direct pickup of surplus by the Recycle 

Vendor.

Once 3290A forms are received, the 

school will be contacted for scheduling 

pickup of surplus.  It will be determined 

at that time if the items will be picked 

up by Vendor or B-Stock (determination 

of space requirements on Vendor 

truck). 

Procurement & Warehousing 

department will generate a B-Stock 

Transfer Ticket and schedule pickup of 

equipment. 

Procurement & Warehousing 

department will generate a B-Stock 

Transfer Ticket and schedule pickup of 

equipment.

3290A forms will be attached to 

transfer paperwork on date of 

scheduled surplus pickup.  The original 

3290A forms will be collected by 

Procurement & Warehousing 

department at time of pickup.

If B-Stock is scheduled to complete 

pickup:  Submit original 3290A forms by 

pony to B-Stock (Attn:  Ted Skopinski) 

321-2850

Procurement & Warehousing 

department will submit all original 

3290A forms to Capital Assets/Financial 

Reporting with copy of signed B-Stock 

Transfer Ticket.

Procurement & Warehousing 

department will submit all original 

3290A forms to Capital Assets/Financial 

Reporting with copy of signed B-Stock 

Transfer Ticket.

After completion of surplus pickup, the 

school will receive a copy of the "Scanned 

Asset List" within 72 hours.  Upon receipt, 

the school must verify that the "Scanned 

Asset List" matches the completed 3290A 

forms .   Contact Kent Jerding within 72 

hours if discrepancies are found. 

Procurement & Warehousing 

department will generate a B-Stock 

Transfer Ticket and schedule pickup of 

equipment. 

ALL ITEMS MUST BE IN A CENTRAL 

LOCATION AT SITE      

STORAGE NOT PERMITTED :  INSIDE 

PORTABLES OR 2ND FLOOR OR HIGHER 

FOR SAFETY REASONS

ALL ITEMS MUST BE IN A CENTRAL 

LOCATION AT SITE      

STORAGE NOT PERMITTED :  INSIDE 

PORTABLES OR 2ND FLOOR OR HIGHER 

FOR SAFETY REASONS

Procurement & Warehousing 

department will submit all original 

3290A forms to Capital Assets/Financial 

Reporting with copy of signed B-Stock 

Transfer Ticket.

If Vendor is scheduled to complete pickup: 

3290A forms will be attached to transfer 

paperwork on date of scheduled surplus 

pickup.  The original 3290A forms will be 

collected by Procurement & Warehousing 

department at time of pickup.

ALL ITEMS MUST BE IN A CENTRAL 

LOCATION AT SITE      

STORAGE NOT PERMITTED :  INSIDE 

PORTABLES OR 2ND FLOOR OR HIGHER 

FOR SAFETY REASONS

Procurement & Warehousing 

department will submit all original 

3290A forms to Capital Assets/Financial 

Reporting with copy of signed B-Stock 

Transfer Ticket.

** NOTE:  For peripheral items such as 

monitors, keyboards, etc., a "total 

count" for each type item is required.

ALL ITEMS MUST BE IN A CENTRAL 

LOCATION AT SITE      

STORAGE NOT PERMITTED :  INSIDE 

PORTABLES OR 2ND FLOOR OR HIGHER 

FOR SAFETY REASONS

If you have any questions, please contact Kent Jerding @ SBBC Cell: 954-684-8406 or Office: 754-321-2880. Email kent.jerding@browardschools.com
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THE SCHOOL BOARD OF BROWARD COUNTY, FLORIDA 
OFFICE OF THE CHIEF FINANCIAL OFFICER 

I. Benjamin Leong, CPA
Chief Financial Officer

Telephone: 754-321-1990   Facsimile: 754-321-1999 

SIGNATURES ON FILE 

April 23, 2015 

TO: Principals and Directors 

FROM: Scott Krutchik
Director, Accounting & Financial Reporting 

VIA: I. Benjamin Leong
Chief Financial Officer

SUBJECT: BUSINESS PRACTICE BULLETIN O-100 PROCEDURE FOR 
PROPERTY & INVENTORY CONTROL  

To further enhance the accountability associated with Property and Inventory, the 
bulletin has been updated to incorporate the procedures for SMART (Safety, Music/Art, 
Athletics, Renovation and Technology) purchases.  All musical instruments, iPads, 
tablets, desktops, printers and promethean boards purchased with SMART funds will be 
tracked in the District’s Master File of Capital Assets database regardless of purchase 
price.  See item A. Purchasing Tangible Personal Property – SMART Purchases. 

Please share this information with your staff.  Any questions regarding the content of 
this bulletin should be directed to Mark Modas, Accounting and Financial Reporting 
Department at 754-321-2256. 

IBL/SK/ca 
Attachments 

C: Executive Leadership Team 
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BUSINESS PRACTICE BULLETIN 
The School Board ofBroward County, Florida 

SUBJECT: PROCEDURE FOR PROPERTY & 
INVENTORY CONTROL 

GENERAL: 

BULLETIN NO.: 0-100 

PAGE: I OF 12 

DATE: 4/23/2015 

Florida Statutes (Ch. 274), Florida Administrative Rule, and Board policy 3204 outline the 
District ' s responsibility to account for and monitor tangible personal property. The purpose of 
this bulletin is to outline the procedures associated with Property & Inventory Control. Board 
policy 3204: PROPERTY ACCOUNT ABILITY AND RESPONSIBILITY designates that 
principals shall be the custodians of tangible personal property at the schools and that directors 
shall be the custodians of tangible personal property for the county support services 
departments. 

These procedures address the major aspects of inventory control including purchasing, 
transfer/salvage, the requirement to conduct self-inventories and the reporting of tangible 
personal property loss through theft or vandalism. It shall be the responsibility of the 
Accounting & Financial Reporting Department - Capital Assets to maintain the District's 
Master File of Capital Assets database for tangible personal property valued at $1 ,000 or more 
and trackable SMART tangible personal property regardless of cost (includes but is not 
limited to musical instruments, iPads, tablets, desktops, printers and promethean boards; see A. 
Purchasing Tangible Personal Property - SMART Purchases for detailed procedures 
regarding SMART purchases), and amend property records based on the submittal of 
appropriate documentation in accordance with this Business Practice Bulletin, while it shall be 
the responsibility of the Office of the Chief Auditor to conduct periodic inventory audits. 

If="'---

Although tangible personal property purchases with a unit value less than $1 ,000 are not 
maintained on the District ' s Master File of Capital Assets database, property custodians must 
take appropriate precautions to safeguard and track all tangible personal property (purchased 
outside of the SMART program), especially high risk items such as iPads, tablets, laptops, 
desktops, printers, promethean boards, cameras, audio/video equipment, custodial equipment 
and musical instruments. Locations must maintain records of these high risk items within a 
secondary, site-based tracking database. The property custodian will determine the format for 
maintaining the information contained in the location ' s secondary, site-based tracking database 
(Excel , FileMaker Pro, etc.) unless otherwise mandated by the respective SLT administrator. 

A. PURCHASING TANGIBLE PERSONAL PROPERTY- SMART PURCHASES 

I . All non-consumable SMART tangible personal property regardless of cost must be 
ordered through the District ' s Purchasing system utilizing appropriate coding. 
(Exhibit 1- Detailed procedures for SMART purchasing and receiving) 

2. When ordering SMART tangible personal property, locations are prohibited from 
purchasing items in " lots", "bundles", or "attached lists" . The acquisition of tangible 
personal property using P-Cards is also prohibited. In order to accurately account for 
each property item electronically, tangible personal property must be ordered on 
unique lines of a requisition and the cost center must be the same as the delivery 

Supersedes: Business Practice Bulletin 0-100, Dated 
4/21/2014 
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 The School Board of Broward County, Florida 

BULLETIN NO.:  O-100
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DATE:     4/23/2015 

SUBJECT:  PROCEDURE FOR PROPERTY & 
INVENTORY CONTROL 

Supersedes: Business Practice Bulletin O-100, Dated 
4/21/2014 

Issued By: 
Operations Division 

address.  SMART purchases must only be ordered via SMART Standard 
Requisitions/PO’s (PO’s beginning with #42).  The Supply Management & Logistics 
Department will reject all requisitions for tangible personal property not complying 
with appropriate guidelines. 

3. SMART tangible personal property purchases must be assigned one of the following
SMART GL accounts.

SMART Purchases - $1,000 or More 

a. 56210100: AV-Materials-Over $1,000-SMART
b. 56410100: Furn/Fix/Equip-Over $1,000-SMART
c. 56430100: Computer Equip-Over $1,000-SMART
d. 56910100: Software-Over $1,000-SMART

SMART Purchases – Under $1,000.00 

a. 56110100: Library Books-SMART
b. 56220100: AV-Materials-Under $1,000-SMART
c. 56420100: Furn/Fix/Equip-Under $1,000 Non Trackable-SMART
d. 56421100: Furn/Fix/Equip-Under $1,000 Trackable-SMART
e. 56440100: Comp Equip-Under $1,000 Non Trackable-SMART
f. 56441100: Comp Equip-Under $1,000 Trackable-SMART
g. 56920100: Software: Software-Under $1,000-SMART

NOTE: 

56420100: Furn/Fix/Equip-Under $1,000 Non Trackable-SMART is to be used 
when purchasing furniture, fixtures and equipment (excluding musical 
instruments). 

56421100: Furn/Fix/Equip-Under $1,000 Trackable-SMART is to be used when 
purchasing musical instruments.  These items will be included on the District’s 
Master File of Capital Assets database.  

56440100: Comp Equip-Under $1,000 Non Trackable-SMART is to be used 
when purchasing keyboards, mice, wiring for computers and other similar 
technology/accessories. 

56441100: Comp Equip-Under $1,000 Trackable-SMART is to be used when 
purchasing iPads, tablets, laptops, desktops, printers and promethean boards. 
These items will be included on the District’s Master File of Capital Assets 
database. 
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4. The cost center assigned to the SMART tangible personal property purchase must
agree to the delivery/ship to address.

5. When SMART tangible personal property is received on-line, the individual must
process the goods receipt for each item separately and record the unique serial
number for each property item within the system regardless of cost.  In the event an
item does not physically possess a manufacturer’s serial number, the new purchase
documentation should be maintained in the site’s property binder for future
reconciliation and subsequent application of a District assigned serial number for
tracking.  The word “none” should be utilized when receiving those items online that
do not have a manufacturer assigned serial number.

6. Once the District’s Master File of Capital Assets has been updated, a report will be
generated to notify property custodians of all new property record creation within the
District’s Master File of Capital Assets and will be available for all locations on
OptiSpool.  An email will be sent by Information & Technology – Production
Control to all principals and their secretaries, district directors and secretaries, and
budget keepers each time the Master File of Capital Assets is updated with new
purchases of tangible personal property.  The property custodian should use this
opportunity to verify the accuracy of the information associated with the property
records.  Any corrections required to the asset record should be promptly reported to
Accounting & Financial Reporting - Capital Assets via email to the “Capital Assets
Conference.”  This includes necessary changes to the item description, serial
number, or quantities received.  Additionally, if the tangible personal property has
not been received at the location, and the asset record was mistakenly created for this
location, the property custodian should immediately notify Accounting & Financial
Reporting - Capital Assets to correct the discrepancy in a timely manner. (Property
custodians will receive the email notification from Information & Technology –
Production Control even when new property items have not been created or
modifications have been processed to existing property records for their respective
location. In such instances, there will be no report contained within their respective
location file within OptiSpool.)

7. All equipment should be stored in a secure location until it is ready for use.

A.1 PURCHASING TANGIBLE PERSONAL PROPERTY

1. All non-consumable tangible personal property with a unit value of $1,000 or greater
must be ordered through the District’s Purchasing system utilizing appropriate
coding. (Exhibit 1A - Detailed procedures for purchasing and receiving)

2. When ordering tangible personal property, locations are prohibited from purchasing
items in “lots”, “bundles”, or “attached lists”.  The acquisition of tangible personal
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property using P-Cards is also prohibited. In order to accurately account for each 
property item electronically, tangible personal property must be ordered on unique 
lines of a requisition and the appropriate delivery address should be noted. The 
Supply Management & Logistics Department will reject all requisitions for tangible 
personal property not complying with appropriate guidelines. 

3. When tangible personal property is received on-line, the individual must process the
goods receipt for each item separately and record the unique serial number for each
property item within the system.  In the event an item does not physically possess a
manufacturer’s serial number, the new purchase documentation should be
maintained in the site’s property binder for future reconciliation and subsequent
application of a District assigned serial number for tracking.  The word “none”
should be utilized when receiving those items online that do not have a manufacturer
assigned serial number.

4. See STANDARD PRACTICE BULLETIN NO:
I-311 Proper recording of donated assets or items purchased utilizing internal funds.

5. Once the District’s Master File of Capital Assets has been updated, a report will be
generated to notify property custodians of all new property record creation within the
District’s Master File of Capital Assets and will be available for all locations on
OptiSpool.  An email will be sent by Information & Technology – Production
Control to all principals and their secretaries, district directors and secretaries, and
budget keepers each time the Master File of Capital Assets is updated with new
purchases of tangible personal property.  The property custodian should use this
opportunity to verify the accuracy of the information associated with the property
records.  Any corrections required to the asset record should be promptly reported to
Accounting & Financial Reporting - Capital Assets via email to the “Capital Assets
Conference.”  This includes necessary changes to the item description, serial
number, or quantities received.  Additionally, if the tangible personal property has
not been received at the location, and the asset record was mistakenly created for this
location, the property custodian should immediately notify Accounting & Financial
Reporting - Capital Assets to correct the discrepancy in a timely manner. (Property
custodians will receive the email notification from Information & Technology –
Production Control even when new property items have not been created or
modifications have been processed to existing property records for their respective
location. In such instances there will be no report contained within their respective
location file within OptiSpool.)

6. All equipment should be stored in a secure location until it is ready for use.
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B. TRANSFERRING TANGIBLE PERSONAL PROPERTY

1. When a location is permanently transferring tangible personal property to another
location, the property custodian is required to execute a 3290A Surplus/Transfer
Declaration Form (See Exhibit 2).

2. The 3290A Surplus/Transfer Declaration Form must list the BPI Number (Property
Asset Number), serial number, model number, and equipment description for each
property item being transferred.

3. The 3290A Surplus/Transfer Declaration Form must then be signed by both property
custodians (issuing and receiving).

4. In the event the tangible personal property is able to be relocated without the
assistance of Material Logistics, the receiving property custodian should then
forward the original 3290A Surplus/Transfer Declaration Form to Accounting &
Financial Reporting - Capital Assets.

a. Accounting & Financial Reporting - Capital Assets will send an email
confirmation to the property custodians upon receipt of the form and
documentation.

b. Accounting & Financial Reporting - Capital Assets will modify the property
records to reflect the transfer of the applicable tangible personal property.

c. Within five business days of receiving notification, the transfer request will
be processed by Accounting & Financial Reporting - Capital Assets and
locations will be contacted for any additional information. The property
custodian should verify the applicable property records have been removed
from their property inventory by actively monitoring the OptiSpool PNI 954
A, B, & C report(s), or by requesting a PNI 811 report from Information &
Technology – Production Control.

d. The locations should maintain copies of all pertinent documentation for their
files to facilitate any necessary reconciliation during subsequent inventory
audits. Transfer documentation that is greater than 90 days old will not be
accepted during the property audit of tangible personal property.

5. In the event assistance is required to relocate the tangible personal property, the
receiving property custodian should forward the original 3290A Surplus/Transfer
Declaration Form to the Manager, Material Logistics at the Warehouse.

a. Material Logistics will then arrange for the physical transfer of the tangible
personal property.  The issuing and receiving locations should ensure the
actual tangible personal property corresponds to the information identified on
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the 3290A Surplus/Transfer Declaration Form at the time of pick-up and 
delivery.  

b. Material Logistics will forward the original 3290A Surplus/Transfer
Declaration Form along with the B-stock pick-up acknowledgment form (See
Exhibit 3) to Accounting & Financial Reporting - Capital Assets.

c. Accounting & Financial Reporting Department - Capital Assets will send an
email confirmation to the property custodians upon receipt of the form and
documentation.

d. Within five business days of receiving notification, the transfer request will
be processed by Accounting & Financial Reporting Department - Capital
Assets and locations will be contacted for any additional information. The
property custodian should verify the applicable property records have been
removed from their property inventory by actively monitoring the OptiSpool
PNI 954 A, B, & C report(s), or by requesting a PNI 811 report from
Information & Technology – Production Control.

e. The locations should maintain copies of all pertinent documentation for their
files to facilitate any necessary reconciliation during subsequent inventory
audits. Transfer documentation that is greater than 90 days old will not be
accepted during the property audit of tangible personal property.

C. ASSIGNMENT OF TANGIBLE PERSONAL PROPERTY TO STAFF

1. It is recognized that tangible personal property will be assigned to staff for
temporary removal of the property from the primary operational site location.  In
such instances, a Property Pass (See Exhibit 4) must be executed to document the
assignment and removal of capital equipment from the location.

2. A unique Property Pass must be completed for each piece of tangible personal
property removed from the location.

Property Passes must be updated annually or as needed to ensure the physical accounting 
and proper return of the District’s capital equipment. 

D. CONDUCTING SEMI-ANNUAL INVENTORIES

1. All locations are minimally required to conduct semi-annual inventories to ensure
the District’s property records are accurately maintained and updated.  This includes
the high-risk property items maintained within the secondary database established by
the location.

2. The location will request an electronic copy of its PNI 811 report from Information
& Technology – Production Control.
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3. Appropriate staff will physically verify each property item listed on the PNI 811
report is accounted for on premises or there is a current Property Pass executed for
tangible personal property assigned to individuals.

4. Locations shall surplus tangible personal property twice per year in accordance with
conducting their self-inventories (See F. SURPLUS OF TANGIBLE PERSONAL
PROPERTY).

5. After completing the self-inventory, the property custodian shall complete the Semi-
Annual Inventory Form (See Exhibit 5) and forward a copy of it to their respective
SLT administrator.

E. REPORTING THEFT OR VANDALISM OF TANGIBLE PERSONAL
PROPERTY

1. All locations must take appropriate measures to ensure the safekeeping of all
tangible personal property.  This includes securing all high-theft equipment during
hours of non-operation.

2. To the extent possible, tangible personal property should be designated to individual
staff that is requested to oversee the equipment and report any loss or theft to
appropriate administration in “real-time”.  Additionally, tangible personal property
that is not utilized on a day-to-day basis should be stored in a secured location, and
the appropriate staff should physically verify this property as needed to provide the
most effective means of securing tangible personal property.

3. In the event of theft or vandalism, the property custodian will report the loss to the
Broward District Schools Police Department (BDSPD) and the local authorities at
the time of the incident.  As a component of the police report and the BDSPD’s
Immediate Notification Form (See Exhibit 6), the location must provide all
applicable property and serial numbers of the stolen tangible personal property along
with a narrative of the event.  This should be completed within 2 business days from
when the incident is known or should have been known.

4. The location must then complete a 03290 Tangible Property Loss/ Equipment
Acquisition Form (See Exhibit 7) listing all of the tangible personal property items
which were stolen.  The form must contain all of the appropriate identifiable
information and be signed by the property custodian.

5. The original 03290 Tangible Property Loss/ Equipment Acquisition Form, with a
copy of the Immediate Notification Form and the police report attached, should then
be forwarded to Accounting & Financial Reporting Department - Capital Assets for
record amendment.  After allowing an appropriate period of time for the loss to be
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processed, the location should verify the applicable property records have been 
amended to reflect the loss by requesting an electronic DOWNLOAD of the 
location’s PNI 811 report from Information & Technology – Production Control.  In 
the event property records have not been appropriately amended, the location should 
follow-up with Accounting & Financial Reporting Department - Capital Assets to 
ascertain the processing status of the submitted documentation. 

 
6. The location must maintain copies of all pertinent documentation for their files in 

order to efficiently facilitate any necessary reconciliation during subsequent property 
and inventory audits. 

 
7. A record of all reported losses will be maintained by the District for the purpose of 

analyzing loss trends.  In the event there is a trend of loss at the same location or any 
individual loss event is significant in magnitude, a review of the circumstances 
involved with the loss will be conducted in an effort to prevent similar losses in the 
future.  This review will be conducted by representatives from the following 
departments: Broward District Schools Police, Risk Management, and Information & 
Technology.  Following the review, recommendations will be made to enhance the 
security measures at the location in an effort to prevent similar losses in the future.  
These recommendations may include, but are not limited to: 

 
a. Modification to the receipt and storage of asset equipment at the location 
b. Modification of existing surveillance systems within the location 
c. Installation of additional security devices/equipment at the location 
d. Increased frequency of self – inventories of asset equipment 
e. Installation of passive or active security devices within high-risk equipment 

items 
 

These recommendations are not a component of the property and inventory audit 
performed by the Office of the Chief Auditor. 
 

F. SURPLUS OF TANGIBLE PERSONAL PROPERTY 
 

1. Periodically, the location should surplus any obsolete or damaged tangible personal 
property in order to remove these records from their property inventory.  Locations 
shall surplus tangible personal property twice per year in accordance with their self-
inventories conducted semi-annually (See D. CONDUCTING SEMI-ANNUAL 
INVENTORIES). 

 
2. The location should complete a 3290A Surplus/Transfer Declaration Form to 

identify the tangible personal property to be salvaged. 
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4/21/2014 

Issued By: 
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3. The 3290A Surplus/Transfer Declaration Form must list the BPI Number (Property
Asset Number), serial number, model number, and equipment description for each
property item being surplussed.  The 3290A Surplus/Transfer Declaration Form must
then be signed and dated by the property custodian and adequate
explanation/documentation provided for surplussing the tangible personal property
(See section F.11 for instructions on surplussing Buses, Vehicles, and Trailers).

4. The location should make a copy of the 3290A Surplus/Transfer Declaration Form(s)
for their record and forward the original to the Manager, Material Logistics at the
Warehouse.

5. The Warehouse will arrange to pick-up the tangible personal property designated for
surplus from the applicable location.  A work order document will be provided to the
property custodian at each location to certify removal activity.

6. After confirming the pick-up of the property items, the Manager, Material Logistics
will forward the 3290A Surplus/Transfer Declaration Form along with the B-stock
pick-up acknowledgment form to Accounting & Financial Reporting Department -
Capital Assets for processing.

7. Accounting & Financial Reporting Department - Capital Assets will send an email
confirmation to the property custodian upon receipt of the form and documentation.

8. Accounting & Financial Reporting Department - Capital Assets will process the
3290A Surplus/Transfer Declaration Form and remove the property records from the
location’s property inventory.

9. Within five business days of receiving notification, the 3290A Surplus/Transfer
Declaration Form will be processed by Accounting & Financial Reporting
Department - Capital Assets and locations will be contacted for any additional
information. The property custodian should verify that the property records have
been removed from the property inventory by requesting a PNI 811 from
Information & Technology – Production Control.

10. The location should maintain copies of all pertinent documentation for their files to
facilitate any necessary reconciliation during subsequent property and inventory
audits.

11. To enhance the accountability associated with Property and Inventory, the
procedures for the surplus of buses, vehicles, and trailers require the following steps:

a. The location must complete a 3290A Surplus/Transfer Declaration Form to
identify buses, vehicles, and trailers to be salvaged.

Exhibit B
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b. The 3290A Surplus/Transfer Declaration Form must list the BPI Number
(Property Asset Number), serial or VIN number, model number, and
equipment description for each property item being surplussed.  The 3290A
Surplus/Transfer Declaration Form must then be signed and dated by the
property custodian and adequate explanation/documentation provided for
surplussing the tangible personal property.

c. The location should make a copy of the 3290A Surplus/Transfer Declaration
Form(s) for their record and forward the original to Accounting & Financial
Reporting Department – Capital Assets for processing.

d. Accounting & Financial Reporting Department – Capital Assets will send an
email confirmation to the property custodian upon receipt of form and
documentation, and will mark the asset with a status of “P” for “Pending
Disposal.” The asset will remain in the location’s inventory until final proof
of disposition is submitted to Accounting & Financial Reporting Department
– Capital Assets.

e. The location must submit proof of the asset’s final disposition to Accounting
& Financial Reporting – Capital Assets to remove the property records from
the location’s property inventory. The proof of final disposition can be
submitted in either of the following methods:

i. A bill of Sale or a copy of receipt from the contracted auctioneer or,
ii. Other proof of disposal, such as a pick-up ticket, trade-in receipt, a

copy of receipt from a licensed scrap dealer, an invoice from a metal
crushing company, a donation letter to a registered charity or
community organization, documented evidence of dumping assets of
no or little value, or other auditable supporting documentation.

f. Upon receipt of the asset’s final disposition, Accounting & Financial
Reporting – Capital Assets will remove the “Pending Disposal” status from
the asset, which will subsequently remove the asset’s property records from
the location’s property inventory.

G. EXECUTION OF TANGIBLE PERSONAL PROPERTY DOCUMENTATION
BY DESIGNEES

1. Board policy 3204: PROPERTY ACCOUNTABILITY AND
RESPONSIBILITY designates that principals shall be the custodians of tangible
personal property at the schools and that directors shall be the custodians of tangible
personal property for the county support services departments.

Exhibit B

47



BUSINESS PRACTICE BULLETIN 
 The School Board of Broward County, Florida 

BULLETIN NO.:  O-100

PAGE:     11  OF  12 

DATE:     4/23/2015 

SUBJECT:  PROCEDURE FOR PROPERTY & 
INVENTORY CONTROL 

Supersedes: Business Practice Bulletin O-100, Dated 
4/21/2014 

Issued By: 
Operations Division 

2. Principals and Directors are to execute all documentation associated with tangible
personal property.

3. Principal and Director Designees may execute documentation associated with
tangible personal property in the absence of a property custodian in order to avoid
disruption of daily operations.  In such instances, the property custodian must also
sign such documentation upon their return to the location, or as soon as practical.

H. PROPERTY AUDITS OF TANGIBLE PERSONAL PROPERTY

1. Periodically, the Office of the Chief Auditor (OCA) will conduct a property and
inventory audit for locations.  The purpose of this audit will be to verify the physical
presence of tangible personal property designated on a location’s property inventory
and to ensure appropriate controls are in place to safeguard the location’s tangible
personal property. This will include a cursory review of the safeguards associated
with high-risk items maintained within the location’s secondary database (as
previously defined by this Business Practice Bulletin).  Accounting & Financial
Reporting Department - Capital Assets will be notified by OCA when a location is
being audited and upon completion of the audit so that the property records for the
location are not altered during the duration of an audit.

2. OCA staff will then issue a preliminary report identifying the property items which
could not be physically located or did not have appropriate documentation to support
their absence.

3. The location will be provided a reconciliation period to locate the unaccounted
tangible personal property or provide supplemental documentation to substantiate
their physical location.

4. The OCA will then issue a final audit report to the property custodian, identifying
the final discrepancy list and outlining any material weaknesses associated with the
location’s inventory control.  A copy of the final discrepancy report will also be
forwarded to Accounting & Financial Reporting Department - Capital Assets in
order to amend the property records as deemed appropriate.  For any new/found
tangible personal property listed on the final audit discrepancy report with a
historical cost/estimated value of $1,000 or more, the location must forward a 03290
Tangible Property Loss/ Equipment Acquisition Form signed by the property
custodian with invoices or estimated values authorizing Accounting & Financial
Reporting Department - Capital Assets to add these property items to the Master File
of Capital Assets database.

Exhibit B
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5. The property custodian must provide a response to the final report findings via the
respective SLT administrator, outlining a corrective action plan designed to address
the property audit exceptions and improve operational standards at the location.

6. The respective SLT administrator must then provide written correspondence to the
OCA confirming their support of the action plan.  This correspondence will be
included in the final audit report.

7. The complete property audit will then be presented to the District’s Audit Committee
at their next regularly scheduled meeting.

8. The property audit report will subsequently be transmitted to the School Board at a
regularly scheduled School Board meeting.

Exhibit B
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School Name: Wilton Manors Elementary   0191 

Principal: Melissa Holtz 

Address: 2401 NE 3rd Avenue 

Fort Lauderdale, FL 33305 

Total Number of Items in Inventory: 683 

Total Dollar Cost of Items in Inventory: $661,959 

Total Number of Items Unaccounted for: 18 

Total Dollar Cost of Items Unaccounted for: $28,826 

Total Net Value of Items Unaccounted for: 

Percentage of Dollar Cost of Items 

Unaccounted for: 

0 

4.4% 

Finding 

As a result of the property and inventory audit, it was determined that some controls 

over inventory and fixed assets did not meet the District’s policies and procedures.  

A review of all property and inventory was performed. Of the 683 assets recorded at 

the school, 18 items were unaccounted for. The Principal stated that 16 items were 

part of the SMART Surplus pickup coordinated by the Warehousing Services 

Department.  The school’s initial meeting with the SMART team was held on 

September 17, 2015. During that meeting, the school was provided the SMART 

surplus procedures. The school submitted the 3290A Surplus Declaration Transfer 

forms listing all SMART surplus equipment to the Warehousing Services 

Department on June 13, 2016, nine months after the initial meeting. The school had 

nine months to ensure that the surplus paperwork was accurate and without errors.  

According to the Warehousing Services representative who schedules the 
surplus pickups, the school was told that a copy of the scanned list would be 

provided to them prior to the arrival of the recycling company for verification 

purposes.  Once the Warehousing Services Department completed the SMART 

surplus pickup on June 23, 2016, the school was advised to follow the SMART 

Surplus Process (See Exhibit C).  The school was given 72 hours to 

compare the 3290A Surplus Declaration Transfer forms against the “scanned 

asset list” provided to them.  If errors or omissions were identified, the school 

was held responsible for making changes to the forms and resubmitting. After the 

property and inventory audit was completed and the Inventory Audit Specialist 

provided the school with the Missing List Report, the Principal reached out to the 

Warehousing Services Department and the District’s recycling vendor for 

assistance in trying to locate devices that had  

53



(Wilton Manors Elementary 0191 continued) 

been surplussed without the proper paperwork.  During the property and 
inventory audit re-visit, the Principal provided the Inventory Audit Specialist a 

Certificate of Electronics Recycling issued by A1 Assets, the District’s recycling 

vendor, which listed the 16 unaccounted for items. 

In addition, two assets are unaccounted for due to errors written on the 3290A 

Surplus Declaration Transfer forms.  The wrong BPI number was listed on the 

forms.  This caused Accounting and Financial Reporting – Capital Assets to retire 

assets that were still active.    

The Principal did not ensure that the proper paperwork was completed for 

the equipment that was removed from the school nor did she ensure the forms 

were submitted without errors. Furthermore, the 3290A Surplus Declaration 

Transfer forms were not reconciled against the scanned asset list that was provided 

within the time given by the Warehousing Services Department. The school did 

not comply with policies and procedures. 

Non-compliance with policies and procedures of fixed assets leaves the 

District vulnerable to undetected employee errors and theft or misuse of assets.  

The school displayed weaknesses in the controls to safeguard fixed assets.   

Recommendations 

The Office of the Chief Auditor suggests reconciliation of all assets be completed 

as often as needed to ensure an accurate physical accounting of site designated 

assets by the staff.  The Principal should ensure the accounting of assets is 

completed semi-annually in order to comply with policies and procedures.    

The Office of the Chief Auditor recommends the Principal register the designated 

property team member(s) for the Inventory Process & Tips training offered by the  

Information & Technology Department.  In addition, the Principal should review 

Business Practice Bulletin O-100 Procedure for Property and Inventory Control with 

the designated property team member(s) to ensure compliance with all procedures.  

The following internal control areas require improvement.   

 At a minimum, semi-annual inventories should be conducted to certify the

District’s property records are accurately maintained and updated. This should

include the high-risk property items that are not included in the Master File

database.
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(Wilton Manors Elementary 0191 continued) 

 New internal control procedures for surplussing equipment should be

implemented to ensure that all equipment deemed salvageable is accurately

documented and removed from the location during the scheduled pickup.

 The 3290A Surplus Declaration Transfer form should list the BPI Number

(Property Asset Number), serial number, model number, and equipment

description for each property item being surplused. The 3290A Surplus

Declaration Transfer form must then be signed and dated by the property

custodian and adequate explanation/documentation should be provided.

 Any corrections required to asset record(s) should be promptly reported to

Accounting and Financial Reporting-Capital Assets (AFRD-CA). The

property custodian should immediately notify AFRD-CA so that any

discrepancies can be corrected in a timely manner.
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THE SCHOOL BOARD OF BROWARD COUNTY, FLORIDA

The Office of the Chief Auditor

Property Division 

2016-17

BPI ITEM HISTORICAL 

NUMBER DESCRIPTION COST

1 12-00858 APPLE IMAC INTELL W/20" 4GB 1,167.95$        

2 09-05519 APPLE IMAC W/17" FLAT 1,154.00$        

3 09-05525 APPLE IMAC W/17" FLAT 1,154.00$        

4 09-05527 APPLE IMAC W/17" FLAT 1,154.00$        

5 09-05529 APPLE IMAC W/17" FLAT 1,154.00$        

6 09-05530 APPLE IMAC W/17" FLAT 1,154.00$        

7 08LA00154 APPLE MACBOOK 2.4 GHZ 2,769.81$        

8 08-03930 APPLE DESKTOP IMAC INTEL W/17" 1,499.00$        

9 08-00525 APPLE MACBOOK PRO W/CD 3,299.00$        

10 07-11810 APPLE DESKTOP IMAC INTEL W/17" 1,085.00$        

11 05LA01770 APPLE REFRESH LAPTOP 1,395.62$        

12 05LA01774 APPLE REFRESH LAPTOP 1,395.62$        

13 05-86417 APPLE COMPUTER 1,849.00$        

14 05-45763 APPLE IBOOK G4 W/ CD 1,456.50$        

15 04-01128 DESKTOP, APPLE IMAC G4 1,960.00$        

16 04-01132 DESKTOP, APPLE IMAC G4 1,960.00$        

17 03-20150 APPLE DESKTOP IMAC G4 W/17" 1,960.00$        

18 02-17787 PRINTER, LEXMARK T520N 1,258.00$        

28,825.50$    

28,825.50$    

-$   

Items not accounted for: Wilton Manors Elementary 0191

Total Historical Cost of Property unaccounted for as of December 1, 2016
[1]

Total Accumulated Depreciation as of December 1, 2016

Net Value of Property considered to be unaccounted for as of December 1, 2016

[1] Based upon class life used by the Accounting and Financial Reporting Department
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SMART SURPLUS

SMART SURPLUS

ASSETS

SMART SURPLUS

NON-ASSETS

SMART SURPLUS

INFRASTRUCTURE

B-STOCK SURPLUS

ASSETS & NON-ASSETS

All SMART Computer Devices, A/V Media 

Equipment WITH  BPI Asset Numbers

All SMART Devices, A/V Media 

Equipment WITHOUT  BPI Asset 

Numbers

All SMART infrastructure equipment 

removed    (wi-fi access points, servers, 

racks, etc.)

Non SMART  related assets and non-

assets (appliances, gym equipment, 

custodial tools, musical instruments, 

etc.)

Complete ONE SET  of 3290A Surplus 

Declaration Forms to include 

descriptions, BPI asset numbers and 

serial numbers.  Indicate "SMART 

SURPLUS" in upper right hand corner of 

document.

Complete ONE SET  of 3290A Surplus 

Declaration Forms to include 

descriptions, serial numbers if 

applicable, and quantities.  Indicate 

"SMART SURPLUS" in upper right hand 

corner of document.

3290A Surplus Declaration Forms will be 

completed by the Vendor (JDL)and 

submitted to the school.  The school 

must verify/confirm assets listed on 

forms .  Include BPI numbers on forms 

when verified.

Complete ONE SET  of 3290A Surplus 

Declaration Forms to include 

descriptions, BPI asset numbers and 

serial numbers.  

Principal must sign 3290A form on 

"Equipment Transfer/Surplus Approved 

By" line.  IN BLUE INK

Principal must sign 3290A form on 

"Equipment Transfer/Surplus Approved 

By" line.  IN BLUE INK

Principal must sign 3290A form on 

"Equipment Transfer/Surplus Approved 

By" line.  IN BLUE INK

Principal must sign 3290A form on 

"Equipment Transfer/Surplus Approved 

By" line.  IN BLUE INK

Keep original signed 3290A forms .  

Scan completed 3290A forms and 

SMART Surplus list to "B-Stock Surplus " 

in CAB (type "B-STOCK" in CAB to 

populate address)  

Keep original signed 3290A forms .  

Scan completed 3290A forms and 

SMART Surplus list to "B-Stock Surplus " 

in CAB.  (type "B-STOCK" in CAB to 

populate address)

Keep original signed 3290A forms .  

Scan completed 3290A forms and 

SMART Surplus list to "B-Stock Surplus " 

in CAB (type "B-STOCK" in CAB to 

populate address)  

Submit original 3290A forms by pony 

to B-Stock (Attn:  Ted Skopinski) 321-

2850

Once 3290A forms are received, the 

school will be contacted for scheduling 

a direct pickup of surplus by the Recycle 

Vendor.

Once 3290A forms are received, the 

school will be contacted for scheduling 

pickup of surplus.  It will be determined 

at that time if the items will be picked 

up by Vendor or B-Stock (determination 

of space requirements on Vendor 

truck). 

Procurement & Warehousing 

department will generate a B-Stock 

Transfer Ticket and schedule pickup of 

equipment. 

Procurement & Warehousing 

department will generate a B-Stock 

Transfer Ticket and schedule pickup of 

equipment.

3290A forms will be attached to 

transfer paperwork on date of 

scheduled surplus pickup.  The original 

3290A forms will be collected by 

Procurement & Warehousing 

department at time of pickup.

If B-Stock is scheduled to complete 

pickup:  Submit original 3290A forms by 

pony to B-Stock (Attn:  Ted Skopinski) 

321-2850

Procurement & Warehousing 

department will submit all original 

3290A forms to Capital Assets/Financial 

Reporting with copy of signed B-Stock 

Transfer Ticket.

Procurement & Warehousing 

department will submit all original 

3290A forms to Capital Assets/Financial 

Reporting with copy of signed B-Stock 

Transfer Ticket.

After completion of surplus pickup, the 

school will receive a copy of the "Scanned 

Asset List" within 72 hours.  Upon receipt, 

the school must verify that the "Scanned 

Asset List" matches the completed 3290A 

forms .   Contact Kent Jerding within 72 

hours if discrepancies are found. 

Procurement & Warehousing 

department will generate a B-Stock 

Transfer Ticket and schedule pickup of 

equipment. 

ALL ITEMS MUST BE IN A CENTRAL 

LOCATION AT SITE      

STORAGE NOT PERMITTED :  INSIDE 

PORTABLES OR 2ND FLOOR OR HIGHER 

FOR SAFETY REASONS

ALL ITEMS MUST BE IN A CENTRAL 

LOCATION AT SITE      

STORAGE NOT PERMITTED :  INSIDE 

PORTABLES OR 2ND FLOOR OR HIGHER 

FOR SAFETY REASONS

Procurement & Warehousing 

department will submit all original 

3290A forms to Capital Assets/Financial 

Reporting with copy of signed B-Stock 

Transfer Ticket.

If Vendor is scheduled to complete pickup: 

3290A forms will be attached to transfer 

paperwork on date of scheduled surplus 

pickup.  The original 3290A forms will be 

collected by Procurement & Warehousing 

department at time of pickup.

ALL ITEMS MUST BE IN A CENTRAL 

LOCATION AT SITE      

STORAGE NOT PERMITTED :  INSIDE 

PORTABLES OR 2ND FLOOR OR HIGHER 

FOR SAFETY REASONS

Procurement & Warehousing 

department will submit all original 

3290A forms to Capital Assets/Financial 

Reporting with copy of signed B-Stock 

Transfer Ticket.

** NOTE:  For peripheral items such as 

monitors, keyboards, etc., a "total 

count" for each type item is required.

ALL ITEMS MUST BE IN A CENTRAL 

LOCATION AT SITE      

STORAGE NOT PERMITTED :  INSIDE 

PORTABLES OR 2ND FLOOR OR HIGHER 

FOR SAFETY REASONS

If you have any questions, please contact Kent Jerding @ SBBC Cell: 954-684-8406 or Office: 754-321-2880. Email kent.jerding@browardschools.com
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School Name: Lauderdale Lakes Middle 1701 

Principal:  James Griffin 

Address: 3911 NW 30th Avenue 

Lauderdale Lakes, FL 33309 

Total Number of Items in Inventory: 481 

Total Dollar Cost of Items in Inventory: $811,294 

Total Number of Items Unaccounted for: 13 

Total Dollar Cost of Items Unaccounted for: $18,705 

Total Net Value of Items Unaccounted for: 

Percentage of Dollar Cost of Items 

Unaccounted for: 

$604 

2.3% 

Findings 

As a result of the property and inventory audit, it was determined that some controls 

over inventory and fixed assets did not meet the District’s policies and procedures.  

During the property and inventory audit, 13 items were unaccounted for.  According 

to the Principal, three pieces of equipment were surplused; however, a 3290A 

Surplus Declaration Transfer form had not been completed. The remaining ten 

pieces of equipment are missing and unaccounted for.  It is unclear what occurred 

regarding the missing equipment as the Principal did not provide additional 

information.     

Non-compliance with policies and procedures of fixed assets leaves the District 

vulnerable to undetected employee errors and theft or misuse of assets.  The school 

was not able to provide the Office of the Chief Auditor any supporting 

documentation that semi-annual inventories were being conducted. The school 

displayed weaknesses in the controls to safeguard fixed assets.    

Recommendation 

The Office of the Chief Auditor suggests reconciliation of all assets be completed as 

often as needed to ensure an accurate physical accounting of site designated assets 

by the staff.  The Principal should ensure the accounting of assets is completed semi-

annually in order to comply with policies and procedures.    
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(Lauderdale Lakes Middle 1701 continued) 

The Office of the Chief Auditor recommends the Principal register the designated 

property team member(s) for the Inventory Process & Tips training offered by the 

Information & Technology Department.  In addition, the Principal should review 

Business Practice Bulletin O-100: Procedure for Property and Inventory Control 

with the designated property team member(s) to ensure compliance with all 

procedures.  The following internal control areas require improvement.   

• All locations must take appropriate measures to ensure the safekeeping of all 
tangible personal property.

• At a minimum, semi-annual inventories should be conducted to ensure the 
District’s property records are accurately maintained and updated. This 
includes the high-risk property items maintained within the secondary 
database established by the location.

• The location should complete a 3290A Surplus Declaration Transfer form 
when tangible personal property is identified as salvageable equipment.  The 
form must be signed and dated by the property custodian. A copy of the 3290A 
Surplus Declaration Transfer form should be kept at the location for their 
records. The original should be forwarded along with adequate 
explanation/documentation for surplussing to the Warehousing Services 
department.

• In the event of theft or vandalism, the property custodian should report the 
loss to the Special Investigative Unit Department and the local 
authorities at the time of the incident. This should be completed within two 
business days from when the incident is known. 
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THE SCHOOL BOARD OF BROWARD COUNTY, FLORIDA

The Office of the Chief Auditor

Property Division 

2016-17

BPI ITEM HISTORICAL 

NUMBER DESCRIPTION COST

1 14-00128 APPLE MACBOOK PRO 13" 1,511.00$                

2 08LA01976 APPLE MACBOOK PRO 13" 2,769.81$                

3 08-02140 PRINTER, LEXMARK T640 B/W 1,198.00$                

4 07-11936 APPLE MACBOOK 2.05 GHZ 1,691.00$                

5 R06-85131 STAR SYSTEM DELL COMPUTER 2,863.30$                

6 05LA12420 APPLE REFRESH LAPTOP 1,395.62$                

7 05-49451 PROJECTOR, ULTRA LIGHT EPSON 2,023.00$                

8 05-41876 PRINTER, LEXMARK T630N 1,205.00$                

9 APPLE MACBOOK LAPTOP (SER# 4521709MF5W)
[2]

899.00$                   

10 APPLE MACBOOK LAPTOP (SER# 4521703CF5W)
[2]

899.00$                   

11 DELL E5430 LAPTOP (SER# 63P94X1)
[2]

750.00$                   

12 DELL E5430 LAPTOP (SER# 3XBZ8W1 )
[2]

750.00$                   

13 DELL E5430 LAPTOP (SER# G63Z8W1)
[2]

750.00$                   

18,704.73$        

18,100.33$        

604.40$             

Items not accounted for: Lauderdale Lakes Middle 1701

Total Historical Cost of Property unaccounted for as of December 1, 2016
[1]

Total Accumulated Depreciation as of December 1, 2016

Net Value of Property considered to be unaccounted for as of December 1, 2016

[1] Based upon class life used by the Accounting and Financial Reporting Department

[2] High-risk items unaccounted for
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School Name: McArthur High 0241 

Principal:  Todd LaPace 

Address: 6501 Hollywood Blvd. 

Hollywood, FL 33024 

Total Number of Items in Inventory: 1,126 

Total Dollar Cost of Items in Inventory: $1,512,748 

Total Number of Items Unaccounted for: 31 

Total Dollar Cost of Items Unaccounted for: $48,613 

Total Net Value of Items Unaccounted for: 

Percentage of Dollar Cost of Items 

Unaccounted for: 

582 

3.2%

Finding 

As a result of the property and inventory audit, it was determined that some controls 

over inventory and fixed assets did not meet the District’s policies and procedures.  

A review of all property and inventory was performed. Of the 1,126 assets recorded 

at the school, 31 items were unaccounted for.  According to the school, 23 of the 

unaccounted for items were removed during a surplus pickup in August 2015.  The 

school claimed they provided original 3290A Surplus Declaration Transfer forms to 

the Warehousing Services driver when he arrived at the school to pick up all 

equipment being surplused. This is not the standard procedure.  The school stated 

that three pages of the original surplus paperwork given to the Warehousing Services 

driver was omitted from the packet submitted to Accounting and Financial Reporting 

– Capital Assets (AFRD-CA).   The school discovered that the three pages had not

been “submitted” after the Inventory Audit Specialist completed the property and

inventory audit and provided the Missing List Report to the Principal. AFRD-CA

routinely emails the school’s principal when surplus paperwork is received. At that

point, it is the responsibility of the school to ensure that all documentation is

complete and in its entirety. The school could have notified AFRD-CA immediately

to notify them of the missing pages.  The school failed to reconcile the number of

pages provided to AFRD-CA when notified that the surplus paperwork was received.

While accounting for equipment, the Inventory Audit Specialist located 48 pieces of 

equipment throughout the school that had been removed from the school’s Master 

File database. The school listed the equipment on a 3290A Surplus Declaration 

Transfer form; however, the equipment had not been removed/salvaged.  It is evident 
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(McArthur High 0241 continued) 

that the District’s surplus process was circumvented. The aggregate historical value 

of the equipment found during the property and inventory audit was $57,682 (3.8%). 

Procedures related to executing surplus removal of obsolete and/or 

unusable equipment should be strengthened. The accuracy of the 
documentation should be certified by the property custodian prior to initiating 

the request for equipment removal/salvage. At this point, if the school intends to 

surplus the equipment added (48 pieces) as New/Found during this property and 

inventory audit, new 3290A Surplus Declaration Transfer forms must be 

completed.  If the school intends to keep the equipment, they must complete a 

03290 Tangible Property Loss/Equipment Acquisition form and submit along 

with all supporting documentation (invoices, packing slips, etc.) to AFRD-CA to 
add the equipment back onto the Master File database.

During the audit, it was discovered that a Pembroke Pines Police Offense 

Report was filed (Exhibit A: #PPD15OFF025642) for two musical instruments 

that were allegedly stolen.  The police report narrative indicated that the band 

director left two musical instruments on the swale during an event. When returning 

to the school after traveling back and forth from the event, the band director 

noticed the instruments were missing.  He filed a police report with the officer the 

day of the event and filed a supplement to add a serial number two business days 
later. The band director only provided one of two serial numbers. The serial 

number provided was incorrect and although the officer entered the instrument 

information into a database to search for stolen instruments, the possibility of 

recovering the instrument is very low because of the incorrect serial number. The 

second instrument listed in the report was a Yamaha Baritone Silver.  The only 

Yamaha Baritone Silver on the school’s Master File database was accounted for 

during the property and inventory audit. Because a serial number was not 

provided, it cannot be confirmed that the instrument accounted for during the 

audit is the same instrument that was reported stolen.     

It is clear that the school was not conducting semi-annual inventories due to the 
large number of items missing, New/Found, and discrepancies. Non-

compliance with policies and procedures of fixed assets leaves the District 

vulnerable to undetected employee errors and theft or misuse of assets.  The 

school displayed weaknesses in the controls to safeguard fixed assets.    

Recommendations 

The Office of the Chief Auditor suggests reconciliation of all assets be completed 

as often as needed to ensure an accurate physical accounting of site designated 

assets by the staff.  The Principal should ensure the accounting of assets is 

completed semi-annually in order to comply with policies and procedures.    
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(McArthur High 0241 continued)

The Office of the Chief Auditor recommends the Principal register the designated 

property team member(s) for the Inventory Process & Tips training offered by the  

Information & Technology Department.  In addition, the Principal should review 

Business Practice Bulletin O-100 Procedure for Property and Inventory Control with 

the designated property team member(s) to ensure compliance with all procedures. 

The following internal control areas require improvement.   

• The locations must take appropriate measures to ensure the safekeeping of all 
tangible personal property.

• At a minimum, semi-annual inventories should be conducted to certify the 
District’s property records are accurately maintained and updated. This should 
include the high-risk property items that are not included in the Master File 
database.

• Internal controls should be developed by the location to improve its processes 
for surplussing.  The school should ensure that all equipment deemed 
salvageable is accurately documented on a 3290A Surplus Declaration 
Transfer form and removed from the location during the scheduled pickup.

• The school should periodically surplus any obsolete and/or damaged 
equipment in order to remove the records from the property inventory and 
avoid creating surplus “piles”.  The equipment should be stored in a secure 
location until it is picked up by the Warehousing Services.  The Warehousing 
Services department will issue the property custodian a work order certifying 
the removal of equipment from their location.

• Any corrections required to asset record(s) should be promptly reported to 
AFRD-CA. The property custodian should immediately notify AFRD-CA so 
that any discrepancies can be corrected in a timely manner. 

Office of the Chief Auditor’s Follow-up Response to Principal’s Response 

The Principal’s response indicated that a Dell OptiPlex 7010 (Ser#7BSTDX1) had 

been found and was included in the original response to the Inventory Audit 

Specialist.  Although the IAS did not account for the computer during the re-visit, 

the school was able to provide the location of the computer after the fact.  The Dell 

OptiPlex 7010 will remain on the school’s Master File database for future tracking. 
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THE SCHOOL BOARD OF BROWARD COUNTY, FLORIDA

The Office of the Chief Auditor

Property Division 

2016-17

BPI ITEM HISTORICAL 

NUMBER DESCRIPTION COST

1 A10-81549 COMPUTER, DELL GX280 1,343.25$        

2 08LA00221 APPLE MACBOOK 2.4 GHZ 2GB RAM 2,769.81$        

3 07-11973 PATIENT KELLY MANIKIN 1,745.34$        

4 07-10590 DELL LAPTOP D620 W/CD 1,488.00$        

5 A06-84733 DELL STAR COMPUTER SYSTEM 2,863.30$        

6 06-84111 COMPUTER, APPLE IMAC G5 1,485.00$        

7 06-08113 DELL DESKTOP P4 TOWER 19" FLAT 1,288.00$        

8 06-07832 DELL OPTIPLEX GX280 1,098.00$        

9 06-00379 DELL DESKTOP P4 TOWER 19" FLAT 1,288.00$        

10 05LL00349 LEXMARK REFRESH PRINTER - T640N 1,099.66$        

11 05-54239 DELL DESKTOP P4 TOWER 19" FLAT 1,288.00$        

12 05-54241 DELL DESKTOP P4 TOWER 19" FLAT 1,288.00$        

13 05-54245 DELL DESKTOP P4 TOWER 19" FLAT 1,288.00$        

14 05-54252 DELL DESKTOP P4 TOWER 19" FLAT 1,288.00$        

15 05-53015 PROJECTOR, ULTRA LIGHT 2,023.00$        

16 05-51675 DELL DESKTOP P4 TOWER 19" FLAT 1,288.00$        

17 05-35501 DESKTOP, APPLE EMAC G4 1,295.05$        

18 05-35506 DESKTOP, APPLE EMAC G4 1,295.05$        

19 04-00631 PROJECTOR, LOW END EPSON 1,598.00$        

20 03-22892 DESKTOP, APPLE EMAC G4 1,195.25$        

21 03-22933 DESKTOP, APPLE EMAC G4 1,195.25$        

22 03-21469 DESKTOP, DELL PENTIUM 4 1,064.00$        

23 03-11174 PROJECTOR, MULTIMEDIA 3,999.00$        

24 02-09709 COMPUTER, DELL GX2400 1,343.25$        

25 02-08906 PRINTER, LEXMARK T520N 1,258.00$        

26 02-08911 PRINTER, LEXMARK T520N 1,258.00$        

27 93-22798 SOUSAPHONE YAMAHA BBB YSH411 3,199.00$        

28 APPLE POWERBOOK G4/W/CD-RW (SER# V74090ZRNRZ) 2,376.00$        

29 LAPTOP, APPLE MACBOOK (SER# 452170745F5W)
[2]

899.00$       

30 DELL OPTIPLEX 7010 (SER# 7BSTDX1)
[2]

885.65$       

31 LAPTOP, DELL LATITUDE(SER# 8QZY5S1)
[2]

821.24$       

48,613.10$    

48,031.32$    

581.78$     

Items not accounted for: McArthur High School  0241

Total Historical Cost of Property unaccounted for as of November 7, 2016
[1]

Total Accumulated Depreciation as of November 7, 2016

Net Value of Property considered to be unaccounted for as of November 7, 2016

[1] Based upon class life used by the Accounting and Financial Reporting Department

[2] High-risk items unaccounted for
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