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

Ladies and Gentlemen:

We have performed a Review of the Property and Inventory 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 Inventory require that we account for all of the Property and Inventory charged to
the locations. In 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 seventeen (17) property and inventory audits. Our property audits indicated that
thirteen (13) locations in the report complied with prescribed policies and procedures. There were four (4)
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,

fudied fetly

Patrick Reilly, CPA
Chief Auditor

Educating Today's Students 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 691-73, 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 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:

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

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

e items which may have been stolen and are supported by the proper documentation and District
forms,

e items that have been transferred from one location to another and are supported by the proper
District forms,

e 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 Il and Section IV of this report.




Property Control Structure

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

e internal property control structure established by the administration.

e 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 11 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 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.

e Computers, Printers 5 Years

e Band Instruments 7 Years

e Office Equipment 5—20 Years

e Audio/Visual Equipment 6 — 8 Years

e Vocational Equipment 7 —20 Years

e 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.




Unaccounted / Found ltems

While conducting the audit, there are instances in which items are determined to be unaccounted
for. Unaccounted for means property held by a custodian, subject to the accountability provisions
of Section 274.03, F.S., which cannot be physically located by the custodian or custodian delegate,
which property has not been otherwise lawfully disposed of. When the Office of the Chief Auditor
determines that the item(s) is not accounted for, the asset is moved to an Unaccounted for Tangible
Personal Property List. This item will remain designated on the Unaccounted for 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 12 schools and 5 departments. These audits were
finalized between March 10, 2017 through May 1, 2017. A summary of this report notes that:

e For the 17 locations, 13,472 items were listed in the property records at a historical cost of
$12,820,878.

e Forthe 17 locations included in this report, 64 items could not be accounted for with a historical
cost of $104,342.




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
March 10, 2017 through May 1, 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.

Items Not Historical
Historical Accounted Cost No Exception/ Page
P A Ui s Cost For (INAF) |  (INAF) Exception No.
School Coral Cove 1,229 $1,150,991 3 $4,617 No Exception
Elementary
Deerfield Beach .
School Elementary 1,201 509,200 9 $13,081 Exception ;’gls3
Discovery .
School Elementary 1,030 $1,001,099 1 $1,450 No Exception
School Heron Heights 1,225 $861,306 3 $3,345 No Exception
Elementary
School Manatee Bay 1,020 $1,027,630 20 $33,669 Exception Pgs.
Elementary
14-23
School Margate 905 $700,458 2 $2,632 No Exception
Elementary
School Park Springs 785 $592,661 0 0 No Exception
Elementary
Silver Lakes . Pgs.
School Elementary 768 $511,421 10 $13,930 Exception 24-40
School Silver Shores 906 $1,063,797 3 $2,153 No Exception
Elementary
Sunset Lakes . Pgs.
School Elementary 780 $488,190 9 $19,766 Exception 41-81
Lyons Creek .
School Middle 1,456 $1,800,682 0 0 No Exception
Sub Total 11,305 9,707,435 60 94,643




Items Not Historical
Historical Accounted Cost No Exception/ Page
AL N T s Cost For (INAF) |  (INAF) Exception No.
Pompano Beach .
School - 1,423 $1,764,076 2 $4,201 No Exception
Middle
Department E?negl‘;f)'ffnfr‘]t 65 $107,302 0 0 No Exception
Services
Business Support .
Department Center 203 $263,817 0 0 No Exception
Coordinated
Department Student 57 $84,976 0 0 No Exception
Health Services
Department Psychol_oglcal 237 $210,871 1 $1,499 No Exception
Services
Special
Department Investigative 182 $682,311 1 $3,999 No Exception
Unit
Sub Total 2,167 $3,113,443 4 $9,699
4 Exceptions
Grand Total 13,472 $12,820,878 64 $104,342 13 No Exceptions

Audits Performed by:
Bryan Erhard

lvette Lima

Bruce Norris
Stephanie Ormsby
Jonathan Tolentino

Audits Processed by:
Megan Gonzalez

Audits Managed by:

Ali Arcese




SECTION II: Summary
SMART 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 SMART (Safety, Music, Art, Athletics, Renovations and Technology)
property and inventory audits that were finalized during the period March 10, 2017 through May 1, 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.

SMART Computer Devices SMART Computer Devices Unaccounted
SMART Computer Devices* Accounted For by OCA For by OCA

School/Site Name Ordered* Received* Teacher Student Other Teacher | Student Other Total
Coral Cove Elementary 536 536 59 476 1 0 0 0 536
Deerfield Beach Elementary 566 566 31 500 35 0 0 0 566
Discovery Elementary 434 434 63 315 56 0 0 0 434
Heron Heights Elementary 836 836 75 747 14 0 0 0 836
Manatee Bay Elementary 512 512 74 394 44 0 0 0 512
Margate Elementary 391 391 69 299 23 0 0 0 391
Park Springs Elementary 462 462 69 385 8 0 0 0 462
Silver Lakes Elementary 260 260 50 202 8 0 0 0 260
Silver Shores Elementary 200 200 40 155 5 0 0 0 200
Lyons Creek Elementary 351 351 77 220 54 0 0 0 351

* Source: Bond Oversight Committee SMART Technology Quarterly Update as of 12/31/2016




SECTION I11:
Locations — All Items Accounted for




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

Park Springs Elementary
Lyons Creek Middle
Benefits & Employment Services
Business Support Center

Coordinated Student Health Services




SECTION IV:
Locations with Exceptions




School Name: Deerfield Beach Elementary 0011

Previous Principal: JoEllen Scott
Principal: Andrew Gerlach
Address: 650 NE 1%t Street
Deerfield Beach, FL 33441
Total Number of Items in Inventory: 1,201
Total Dollar Cost of Items in Inventory: $509,200
Total Number of Items Unaccounted for: 9
Total Dollar Cost of Items Unaccounted for: $13,081
Total Net Value of Items Unaccounted for: 0
Percentage of Dollar Cost of Items
Unaccounted for: 2.6%
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 1,201 assets recorded
at the school, 9 items were unaccounted for. The school conducted a thorough
search; however, the school was not able to provide the physical items or any District
approved documentation.

The school displayed weaknesses in the controls to safeguard fixed assets. The
school should have been conducting semi-annual inventories to ensure that the
District’s property records were accurately maintained and up-to-date. Non-
compliance with policies and procedures of fixed assets leaves the District
vulnerable to undetected employee errors and theft or misuse of 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 new 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 new 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




(Deerfield Beach Elementary continued)

Inventory Control with the designated property team member(s) to ensure
compliance with all procedures. The following internal control areas require
improvement.

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

e 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.

e 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.
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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: Deerfield Beach Elementary School 0011

BPI ITEM HISTORICAL
NUMBER DESCRIPTION COST
A11-81326 [Machook 13.3 2.4 2X2GB 250 $ 1,037.30
09-09727 |LAPTOP, APPLE MACBOOK $ 1,516.45
08LA00024 |Apple MacBook 2.4 GHz; 2 GB RAM $ 2,769.81
A08-83719 [LAPTOP, APPLE MACBOOK $ 2,769.81
01-18091 |CAMCORDER, CANON DIGITAL $ 1,267.40
Computer, Laptop Apple Macbook 13" (SER# 45122873F5W )[2] $ 961.04
Computer, Laptop Apple Macbook 13" (SER# 4512289SF5W )? $ 961.04
Computer, Laptop Apple Macbook 13" (SER# 452011VWF5W)[2] $ 899.00
Computer, Apple eMac (SER# YM2238ANLRX)"? $ 899.00

Total Historical Cost of Property unaccounted for as of March 3, 2017 $

MTotal Accumulated Depreciation as of March 3, 2017 $
Net Value of Property considered to be unaccounted for as of March 3, 2017 $

[1] Based upon class life used by the Accounting and Financial Reporting Department
[2] High-risk items unaccounted for

10

13,080.85
13,080.85




THE SCHOOL BOARD OF BROWARD COUNTY, FLORIDA
OFFICE OF SCHOOL PERFORMANCE AND ACCOUNTABILITY

VALERIE S. WANZA, Ph.D.
CHIEF OFFICER

Phone: 754-321-3838 Facsimile: 754-321-3886

March 15, 2017

TO: Patrick Reilly, Chief Auditor
Oﬂ“lc?of the Chief Auditor
FROM:  Valetie §){Wariza, Ph.D.
Chief Schodl Performance & Accountability Officer

SUBJECT: PROPE/RTY AND INVENTORY RESPONSE-FY 2016-17
DEERFIELD BEACH ELEMENTARY SCHOOL

This correspondence acknowledges receipt and review of the findings from the FY 2016-17
property and inventory audit for Deerfield Beach Elementary School. In addition to the corrective
measures that the principal is instituting, the Office of School Performance & Accountability will
provide the following support and oversight in assisting the school in this area:

» The cadre director will work with the principal to ensure the individuals who have been
identified by the principal to assist with asset management receive the proper training in
this area.

» The cadre director will work with the principal to establish, execute and monitor property
and inventory controls that are consistent with District policies and business practice
bulletins in this area.

» The cadre director will work with the principal during the 2017-18 school budget planning
cycle to determine if funds can be allocated for a full-time micro-technology specialist at
the school.

» The principal will be provided a mentor principal who has demonstrated accuracy and
efficiency with property and inventory to share best practices in asset management.

The Office of School Performance & Accountability recognizes the seriousness of this matter. We
will work to ensure that this school develops, implements and monitors sound business practices
that should prevent further occurrences of this nature. If I may be of additional assistance, please
contact me at 754-321-3838.

VSW/MN:tlw

cc: Mark Narkier, Director, School Performance & Accountability
Andrew Gerlach, Principal, Deerfield Beach Elementary School

% Established 1915
«uws BROWAR
nH P

v Cou ublic Schools



YV THE SCHOOL BOARD OF BROWARD COUNTY, FLORIDA

Deerfield Beach Elementary School
Andrew Gerlach, Principal

650 NE 1% Street

Deerfield Beach, FL 33441
754-322-6100
dgerlach@browardschools.com

March 6, 2017

TO: Valerie S. Wanza, Ph.D.
Chicf School Performance & Accountability Officer

FROM: Drew Gerlach, Principal

The School Board of
Broward County, Florida

Abby M. Freedman, Chair
Nora Rupert. Vice Chair

FAobin Bartleman
Heather P Brinkwarth
Patricia Goed

Donna P. Korn

Laurie Rich Levinson
Ann Murray

Dr. Rosalind Osgood

Robert W. Runcic
Superintendent of Schools

SUBJECT:  Audit Report on Property Inventory Response-

Fiscal Year 2016-2017

The memo is in response to the property and inventory audit report conducted at Deerficld Beach
Elementary during the 2016-2017 school year. Findings from the audit report show there are
missing items that were not located on the school’s campus.

Moving forward, the following corrective actions will take place to assurc policies and procedures
arc in compliance to the property and inventory guidelines. The following Corrective Action

Plan will be in place effective immediately:

Property and Inventory Team
e Microtech
e Principal
e Assistant Principal
o Head Facilitics
e Office Manager
e Teacher Representative
e Teacher Assistant
e Clerical Representative

1) The principal will designate a property and inventory team. The tcam will be trained by
the Microtech on the inventory process and tips offered by the Information and Technology

Dcepartment.

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

12



2) I have increased my Microtech’s time from 3 to 5 days a week to ensure he has cnough
time to complete repairs and maintain the school’s inventory.

3) Team Leader agendas will include a reoccurring “technology/P&I™ agenda item. Staff will
be trained/refreshed on SBBC technology best practices.

4) The Microtech will be completing three inventories a year to ensure that Deerfield Beach
Elementary property records are accurate, up-to-date, and maintained. The micro-tech will
review this report with the principal. The principal will share his report with his cadre
director.

a. Dates for Inventories include August, January, May

5) The Property and Inventory Binder will be revised to include:

PNI Inventory

PNI inventory updates for Deerfield Beach

New purchase invoices or information with serial numbers
Signed and dated property passes

Missing/Stolen Police reports

Surplus, transfer in and out forms

Vendor Information

A copy of room inventory checklist

FoMmeanos

6) The Microtech will complete daily classroom walk throughs to ensure equipment is
properly used, stored, and in the correct location.

7) The Microtech will add all tangible items into our inventory and maintain a steady check
of their locations. Any corrective action required will handled immediately following the
proper protocols and necessary documentation.

8) Both administrator, micro-tech, office manager, and budget keeper will review Business
Practice Bulletin O-100. The micro-tech will be signing up for additional training on
property and inventory and will attend all micro-tech meetings to stay on top of all
upcoming, important directives and initiatives.

My goal is to correct the negative issucs that have occurred with the property and inventory
findings. The above process will initiate better internal controls, processes and procedures to
minimize employee errors and safeguard the school inventory. With the Corrective Action Plan
in place and consistent monitoring, I am positive that the above issues will not occur in the future.

13



School Name: Manatee Bay Elementary 3841

Principal: Heather Hedman-DeVaughn
Address: 19200 SW 36t Street
Weston, FL 33332
Total Number of Items in Inventory: 1,020
Total Dollar Cost of Items in Inventory: $1,027,630
Total Number of Items Unaccounted for: 20
Total Dollar Cost of Items Unaccounted for: $33,669
Total Net Value of Items Unaccounted for: 0
Percentage of Dollar Cost of Items 3.2%

Unaccounted for:
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 1,020 assets recorded
at the school, 20 items were unaccounted for. The school stated that the
unaccounted for equipment was removed during a SMART surplus pickup in
March 2016. If the items were surplussed, the school did not complete the
proper paperwork to dispose of the equipment.

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.

14



(Manatee Bay Elementary 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 the Warehousing Services Department. 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.

15



THE SCHOOL BOARD OF BROWARD COUNTY, FLORIDA
The Office of the Chief Auditor
Property Division
2016-17

Items not accounted for: Manatee Bay Elementary School 3841
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BPI ITEM HISTORICAL
NUMBER DESCRIPTION COST
08LA03769 |Apple MacBook 2.4 GHz; 2 GB RAM $ 2,769.81
08LA03781 |[Apple MacBook 2.4 GHz; 2 GB RAM $ 2,769.81
08LA03782 |Apple MacBook 2.4 GHz; 2 GB RAM $ 2,769.81
08LA03788 [Apple MacBook 2.4 GHz; 2 GB RAM $ 2,769.81
08LA03797 |Apple MacBook 2.4 GHz; 2 GB RAM $ 2,769.81
08LA03805 [Apple MacBook 2.4 GHz; 2 GB RAM $ 2,769.81
06-12823 |APPLE,DESKTOP EMAC G4 W/17"FLAT CRT/CD-R $ 1,100.00
05LA28955 |[Apple-Refresh Laptop $ 1,395.62
05LA29086 |Apple-Refresh Laptop $ 1,395.62
05-51633 |APPLE EMAC G4 W/17" FLAT CRT/CD-RW/DVD $ 1,100.00
03-09950 COMPUTER, MAC IMAC G4 $ 1,443.18
03-08969 [COMPUTER, QUICK SILVER MAC G4 $ 3,085.61
03-83977 Computer, Apple $ 1,005.00
Laptop, Apple MacBook (452170GJF5W)® $ 899.00
Laptop, Apple MacBook (452170CYF5W)?! $ 899.00
Laptop, Apple MacBook (452011DNF5W)?! $ 945.47
Computer, Laptop Apple MacBook (45136M47F5W)® $ 945.47
Laptop, Apple MacBook (4520115XF5W)? $ 945.47
Laptop, Apple MacBook (45201159F5W)?! $ 945.47
Laptop, Apple MacBook (452011F2F5W)® $ 945.47

Total Historical Cost of Property unaccounted for as of March 2, 2017 $ 33,669.24
Total Accumulated Depreciation as of March 2, 2017 $ 33,669.24

Net Value of Property considered to be unaccounted for as of March 2, 2017 $ -

[1] Based upon class life used by the Accounting and Financial Reporting Department
[2] High-risk items unaccounted for
16



THE SCHOOL BOARD OF BROWARD COUNTY, FLORIDA
OFFICE OF SCHOOL PERFORMANCE & ACCOUNTABILITY

VALERIE S. WANZA, Ph.D.
CHIEF OFFICER

Phone: 754-321-3838 Facsimile: 754-321-3886

March 16, 2017

TO: Patrick Reil
Chief
FROM: Valerie

Chief School\Performance and Accountability Officer

SUBJECT: PROPERTY AND INVENTORY AUDIT RESPONSE - FISCAL YEAR 2016-2017

MANATEE BAY ELEMENTARY SCHOOL

This correspondence acknowledges receipt and review of the findings from the FY 2016-17
property and inventory audit for Manatee Bay Elementary School. In addition to the corrective
measures that the principal will be implementing, the Office of School Performance &
Accountability will provide the following support and oversight in assisting the school in this area:

The cadre director will work with the principal to ensure all team members receive Process &
Tips Training offered by the Information & Technology Department and support related to asset
management, specifically property management and control as stated in Business Practice
Bulletins.

The cadre director will collaborate with the principal to review the school’'s compliance with
District policies and business practice bulletins related to property and inventory controls and
amend the school’'s property and inventory protocols as needed.

The cadre director will include a review of the asset management protocols in her regularly
scheduled site visits with the principal.

The Office of School Performance & Accountability recognizes the seriousness of this matter. We

will

work to ensure that this school develops, implements, and monitors sound business practices

that should prevent further occurrences of this nature. If | may be of additional assistance, please
contact me at 754-321-3838.

VSW/SRS:ac

CC:

Sandra R. Shipman, School Performance & Accountability Director
Heather Hedman-Devaughn, Principal, Manatee Bay Elementary
Ali Arcese, Manager, Property & Inventory Audits, Office of the Chief Auditor

" “BROWARD

" County Public Schools
17




THE SCHOOL BOARD OF BROWARD COUNTY, FLORIDA

MANATEE BAY ELEMENTARY SCHOOL SCHOOL BOARD
Heather Hedman-De Vaughn, Principal ABBY M FREEDMAN. Charr
Maric Price-Dumervil, Assistant Principal SURA BUPLRL boe Chir
Griselle del Barrio, Assistant Principal

19200 Manatee Isles Drive ROBIN BAR T EMAN
Weston, FL 33332 HEATHER P BRINKWORITH
754-323-6450 (Phone) FATRICIA GOOL
-] 2 PONNA P RORN

? ¥ e
754-323-6490 (Facsimile) ALRIE RICH LEVINSON
ANN MURRAY

PR, ROSALINDA OSGOON

ROHFRT W RLUNCIE
Swpertntendent of Sohool

March 7, 2017

TO: Valerie 5. Wanza, PhD., Chief School Performance & Accountability Officer

IFROM: Heather Hedman-DeVaughn, Principal ¥
SUBJECT: RESPONSE TO AUDIT REPORT ON PROPERTY INVENTORY-FISCAL YEAR 2016-2017

A Property and Inventory Audit was completed at Manatee Bay Elementary School in September 2016, Twenty (20) items were
unaccounted for totaling 3.2% of our total inventory. Based on our site-based investigation of our 1,020 total items, we strongly
believe that the 20 items were removed during a SMART surplus pickup in March of 2016; however, they were not noted on the
3290A Surplus/'Transfer Declaration Form. A Corrective Action Plan has been created to ensure this does not occur again in the
future.

The Corrective Action Plan is as follows:

®=  The Micro-Tech has been counseled.

¢ The Micro-Tech will be retrained at the next available Inventory Property & Tips training.

¢ The Principal reviewed Business Practice Bulletin O-100, Procedure for Property and Inventory Control with
designated Property Team members.

e The Assistant Principal overseeing Property and Inventory has attended the training by Ali Arcese and shared the
information with the Micro-Tech and team.

e The Principal meets weekly with the Assistant Principal for updates, including Property and Inventory.

e The Property and Inventory Team members have each been assigned a building location.

*  The Property and Inventory Binder containing copies of PNI reports, copies of audits, minutes, and quarterly inventory
school reports is located in the Assistant Principal’s office.

* Quarterly technology audits that include laptop carts will be conducted utilizing the property database and secondary,
site based tracking databasc.

° The Assistant Principal will audit surplus and transfers created by the Micro-Tech as needed.

e Allundervalued items are inventoried within the secondary, site based database which will be inventoricd quarterly.

e The Property Pass Binder is located in Micro-Tech’s office.

e Teachers that store laptop carts in their rooms will ensure that all laptop carts are collected and sccured at the end of
the day.

As the Principal ol Manaiee Bay Elementary School, I take full responsibility for any and all property that is on my campus and

understand that I am solely accountable for my property and inventory. Implementing this plan will ensure that all equipment is
accounted for and the appropriare procedures are followed.

cc: Sandra R. Shipman, Dircctor
Office of School Performance & Accountability

"Lducating Todav's Students to Suceeed tn omorron's World”
Broward County Public Schools fy An bqual Opporiunity bgual Access Lmpiloner
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THE SCHOOL BOARD OF BROWARD COUNTY, FLORIDA

MANATEE BAY ELEMENTARY SCHOOL SCHOOIL BOARD
Heather Hedman-De Vaughn, Principal DIH BOSAL IS IS, thaer
Marie Price-Dumervil, Assistant Principal SRUY M OFREEDMAN Uiy Uhae
(Giselle del Barrio, Assistant Principal
192040 Manatee Isles Drive

Weston, FL 33332

7154-323-6450 (Phane)

754-323-6490 (Facsimile)

SOEARELEMAN
BHINKWOIR LN

Date; 1024716

To: Rhonda Schafer. Inventory Audit Specialist
Bryan Erhard, Inventory Audit Specialist
4
From: Heather Hedman-DeVaughn, Principal, Manatee Bay Elementary

RE:  Manatee Bay Elementary Audit Response

.

As noted on the Property and Inventory Audit conducted at our school on 9/23, 1t was noted that 40 out of
1020 were nat located. As discussed on the day of the audit our TLC, Jeff Kelling realized that while he was
surplussing 600 items in March in preparation for the SMART delivery. he was overwhelmed and neglected
to prepare the 3290 for one box of 20 non-working computers. The next day. we immediately contacted Ali
Arcese and Celina King who shared that the computers were sent directly to a reclamation company and
are not kept in storage or is any documentation completed for items brought in from schools.

All other 1tems are accounted for as noted on the attached documents.

Please also see Jeff Kelling's statement regarding the box of surplus items that were missing the 3290 torm.

"Febucarimg Lodav's Stidertts to duccced m Domerraw s Horld”
Hronward Connty Pablic Schoods L An Bequad Opportuneny bl Access Baplvar
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October 10, 2016

Mrs, Heather Hedman DeVaughn, Principal
Manatee Bay Elementary School — 3841
Broward County Schools

Westan, FL

Mrs. DeVaughn,

Upon completion of an audit of schoal assets, on September 23, 2016, | was informed by the
auditor that a number of computers assigned to Manatee Bay Elementary School were missing
and unaccounted for in the inventory of the school. After reviewing the surplus procedures for
2016, | concluded that a stack of non-functioning computers that were not listed on a 3290
form had accidentally been included in a March 2016 pickup by B-Stock. | am the person solely
responsible for this unfortunate inventory error. Upon discovering this accidental inventory
issue, | contacted Laura Walker at Accounting & Financial Reporting for additional copies of our
3290 forms which she provided to me for verification of items sent to B-stock and included on a
3290 form. Also, | called Celina King at Material Logistics to ask if there was any possibility that
the computers sent in March of 2016 might still be in storage in the warehouse. She confirmed
to me that surplused computers are immediately sent to a reclamation company and were not
In storage in a warchouse. | believe my error occuried in my haste to remove several hundred
obsolete and non-functioning computers before the arrival of the Smart Update.

Jeffrey Kelling
Micro-tech
Manatee Bay Elementary

20



THE SCHOOL BOARD OF BROWARD COUNTY, FLORIDA

MANATEE BAY ELEMENTARY SCHOO!
Heather Hedman-[e Vaughn, Principal
Marie Price-Dumervil, Assistant Principal
Criselle del Barnia, Assistant Principal

19200 Manatee Isles Drive

Weston, FL 33332

154 5450 (PPhone)

54-123-04%0 (I acsimile)

March 21 2017

TC Sandra R. Shipman. Director
FRCM Heather Hedman-DeVaughn, Principal [323)
SUBJECT MANATEE BAY AUDIT RESPONSE CONT... FOUND ITEMS

SCHOOL BOARLD

SHEY MR MAN crae

I hese are the remaining 20 found items noted in the original report. Please see below for item serial
number and location. Proper documentation was provided and verified by our auditor Bryan Erhard

Item Sernal Number BPI Location
1 Hoyer. 400LB Battery Lifter 1501H0582 RM 130
2 Novachat 5 with lvona & Symb SNC376 Transfer
3 Evolv Stander V40230005 Transfer
4 50097 M3 Comm Dvxe, N. Amer M3003271 RM 103F
5 48’ Freestanding Open None 101H
6. Galley DBLE Ped 38410015 101F
7 HP Procurve Switch 3500 SG838TFOB4 RM 121
8. HP Procurve Switch 3500 SG839TF025 RM 1538
9 LG Rifton Char 20031024AC Transfer
10. Special Hallway Unit 38410014 Main Hallway
11 Bockcase Upper 38410009 101H
12. Unit, Specia! 03-81073 101H
13 Cabinet 03-09535 101H
14 Cabinet, Tote 03-81082 101H
15 Laptop, Dell E5430 48T48WH1 Surplus
16 Laptep. Dell E5430 8WT49W1 Surplus
17 Laptop. Dell E5430 4ZR49W1 Surplus
18 Stander, Easystand Evolv V40202300005 Duplicate of #3
19. Rifton. Chair 20130807AF Transfer
20 Stander. Bantam Easystander V2022353017 Transfer

cc: Bryan Erhard. Inventory Audit Specialist

“Edducating Todan's Studdents o Sucevod m Fomerrow s Werkid”
froward ¢ onnny Pable Schoals Ie e Paedd Cipporiann Fepead decess Emploer

21



e e e

%ﬂw&ﬂd U O_omomul.ﬂﬂlﬂg)ﬁuﬂﬂ 20:Z0:01

€0d DINDNEEETED  OS0GTI

—{sood )bt

o e e

[Ny

%9@@

TI0dTY 17T ONISSTIA] LIANY ALd44d09
MOLIANY 497 ) FHL 40 4D144()

v

u_.am@ ,b.u,mma.l!iuﬂm_.m
W ol woor 122566 TTTTTINON osert UP$OAL0L NGV 2R0Y
H 101 won alcHes . ANON L9901 T U489 1INIEYD 5656
T H TSN TEmo 6LE166 INON Q0SL71 (FBOIVIDEASLING £201
T R WY e 6LE166 i 600DIERE F1<98°1 (1488 W3dd 1 ISYINO0E 8901
R T o el T Plos SMNSOOTETEX 19580 PD DVI ¥3ATIS YO0 YALNANGD 6968
+ou Ovﬁum .ﬁ..ﬁh ﬁ..saw el _ selice , _ OTRYIZFTTLD 8reErl . ____to] oV vz._lwwwq WALNdIN0D 0566
J.Jdnjddi. c__.ul. oy X900  orszr0 +6L50 PIOOIERE  0S'L98TT LIND AVATIVH TVIDEdS 1961
ld%ﬂ&lﬁdﬂnﬁ;@lwdum = p0L0/10 TN TR ovriolen: 091 T CMIVHO NOLAIN DT 89098
WIS FOE ©2d \ofF SISO 00690 00S€ HOLIMS JA4N00Ud dH 92688
WIS H0/0C/P0 €2d fj_m +80416€80S 006907 Smnmx&mm%&.woga RS
FE! IO r0/82/60 075291 S100148€ 0STLOTI T Q3dFTEAAITIVO | 1990
T RWSYH O $0/£0/60 0czee0 ANON LC96111 N0 ONIONVISATIS .80 €999
~paimba3 uudy dnpid { i015-g Aqiss0d | S0721/50 116690 €6¥ZL0B0S8D 00°00111 WU IV LUN FO VWA TTddY €691
painba; utio} dnyad 00156 21ass0d  S0°7TiL0 <0200 FaSTLIOGHY st T dodey wsayoy-aiddy T ogoecy
T T T se0zo0 T@3SSSO0SSHF 796811 T dndvyusyy-oiddy 55680y
poambas o] Ampid ¢ p0is-g Aaisod 9710750 LrOSST THOSMESTFSSD (0001 © FDOVRIJOLINSIATATddY  €s?
| paunbo uuoy dnyaid ¢o301s-g 1aissod 80,2090 1zsel IdOBALTISOM 18°69LC WYY 85 T ZHD $Z 100g%eW 2iddy  Sogeon
pannbas oy dnyoid ;i>0s-g 211ssad 80/20,90 112821 " 1d00ERZISOM 18691 T WY €D T ZHO #'T YOORPN A0y L6L€0V
pasmbay oy dmjord (oog-g Awssed 0/,20790 Consa 140DESTISON 186947 WV mo,n ZHO +T YOO@OTN 40 $8750%
painba; uuoy dmyoid (Y9015 2(a1ss0d 80720190 112851 IdOSISTISOM i8°69L% VY 8D T 7HD 17 Yoogorly 3jddy  782€0%
8072090 112820 IJOXNSZISOM 18694 C WYH 89 Z ZHD £ T I00BeIN 2193y 18LE0Y
paambor Wiy dnpid (opos-g AaRod 8012090 1Tzl IdOvSTISOm 1869Lt WV 8D T ZHD 17 100goeN oAy 69.56Y
/Pﬂ,..ﬂuw_wﬂuuuﬂu ﬂjﬁwu s 011zl (ssesl o X 1LZE00SK 00S8TE AWV N FOAd WIROD £ 260052 M7
33 5q o1 spasu sra 063403 003124 Too¢ 7L €1BO/10 Z91+¥¢ C ¥ SO00CTOFA 008667 ZU1S1180 2 Wa) - PPUBIS AIOAT 638c:
 SNGICIS T i A N T N Tt TGNAS ¥ VROATHIIM § IVHOVAON | 1%5¢
.ww.ﬂw?jm X panba 30AWVEL $1/ZTH0 Lgee \ &K @SOHI0S] FTollT T WAL AWALLVE @100F 9IACH 105w
#wooy  Asq paunboy Bquay ¥9 fqumy [eag 3503 vondiuasaq 1dg

gy A
TFEE # woyeaoy [ooy

22



(1opuas pasosdde £ 93035-4) uLsog DORFZLIOYINE [BADIAL Y] puk {EpgTE) m.10j toflede[asp spidans

A4 oonedy1aas reswiyd sambas I mayn 3] ~saodsas anod gy

wsundsas siyim Fapuiau Swor ays 1o wiiedog ay) Smipaeiss UDDIRULIOZUL DY) JU ADEINSIE Gy |

NE(

"UOHEIGIPOWSUONININD ¢ [erias Snumbas swan s0 a5

A PIpaEsaoy 3 isnw ssed {aadosd

FFS0C 958 e panfes  Qf :|Ejo],

G10T/ET/6 :J0 SE payjliaa Jou swayy

UBIGUGS fjeuosaad 298y [ Ty 430 ) radmirui:
L:Ct_c ssawpedagedourgg

06A%s SED (€ 99 Yiiw pIRGNS 3g Jsnw UGUEIIIWNI0N 330}

- “AuDdSA AnDA Ylis papIsaan) ag i

PAIED 3 PIOTS [ruldiis 341 g0 <do g ‘pageaes so PAULUBPI SN I

“A01GISIORUPE 3G Gilw PINPIYIS 1 1S14 UDHBIIINGIAT TIRJIL B Bt 1811308 Jipny {10ju3An) 5

Jryi 3o £dod v sied {usdosd g paizsogpe sea PAEO[ W Ay

[TEI([ MJTA

T o sag (9gTa1 053 -Une oSBT ﬁﬂuﬂiﬁm ;emnm?oﬁiwlw.%l; T a,.f_u?ﬁ IWNVINVE WIANYIS 1147

ST T ,SS&K.E 2 rc.,aw. QW TS0 SFEOTE 558 uf%j o " ey uoyry 1861

S —— ¥ . . — 5 b - |+IIII.||||l|y - |I|.II.II| P A TN Pl MRS 1 — — P e ———————
ECME, vwo 33* <r CiE oS ﬁoSnS&w A i :3 i ONVISASYT WAANYLS

posnbal uwo) dnyoid Jxsmeg 2)q1ssod.

paambai uug) n_..ﬁua HY2015-9 3yqissod

ﬁr.ﬁm__n

MEJesLI0esr

" pasnba uuoy dryod £:43015-9 2qissod

UESwE wwoy dnyaid 7 £.iX2015-9 2jqissod

i ﬁo@€3|ammmmm,-ir_.._-‘ s
o o

paimbas uigy drymid o015 21qrsod !.Hw..,«. XW MMWQJ U.ﬂrm. 5;?0293 R e e

ﬁuu_:aﬁ,_.ﬂ.rom dnyaid ;2 30015-g 2)qissod

N3U A —IMebuzE fﬂ@ <

Pannbay o) dnyord £o%o01g-g ajqissed

[ pannbor wuoy dnvard (poare- g mz,«aél.ﬂm LS

Pa3nba1 uLo) dnyoid Lo ¥2015-g 2jqiss0d |ﬁu.0._ﬂmn<u u.bimu. - S AAM,.\.L = d.

H _5&“.._. A8

B :__ﬂo:.mq.-._i eg »

H0goT addy “dorde]
uoomum?_ aiddy dojde

joog ey 21ddy -dodey

 yoogpaey addy donde] Tomdwoy

Joom.._..?...u_nua... “doydeq
# . .;.ﬂ _mwm IRQ doder T

# - otFsd eq dode]
L Ilmmluo ot

yoogoey siddy daydey

¥oOgr Sjddy ~daide]

uondusq 1d€

_ o © MSEAD0LITS
j\u Dasinbas Loy dnyoid i xo01g-g 21qiss0d |- Qbte g ﬂujﬂ MSdOOZiTes .
guwooy e paanboy Jaquny ¥ Bqmny |8uag 1507 ST
Q §wooy  uEq postnboy oquinyg mu. pqWIN RS 10y ssepy

I STFIIIPRY # uoyeao] jooy

n,nﬁ_ id8

23



School Name: Silver Lakes Elementary 3371

Principal: Tammy Gilbert
Address: 2300 SW 173" Avenue
Miramar, FL 33029

Total Number of Items in Inventory: 768
Total Dollar Cost of Items in Inventory: $511,421
Total Number of Items Unaccounted for: 10
Total Dollar Cost of Items Unaccounted for: $13,930
Total Net Value of Items Unaccounted for: 318
Percentage of Dollar Cost of Items
Unaccounted for: 2.7%

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 768 assets recorded at
the school, 10 items were unaccounted for. The school conducted a thorough search;
however, the school was not able to provide the physical items or any District
approved documentation. The Principal believes the DynaVox, a communication
device, was surplused; however, it was not listed on a 3290A Surplus Declaration
Transfer form.

The school was asked to provide semi-annual inventory documentation to confirm
that they were reconciling against the Master Data file; however, the school was not
able to provide any documentation. 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

24



(Silver Lakes Elementary 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.

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

e 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.

e 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.

25



THE SCHOOL BOARD OF BROWARD COUNTY, FLORIDA
The Office of the Chief Auditor
Property Division
2016-17

Items not accounted for: Silver Lakes Elementary School 3371

©O© 00 N O 00~ WN P

BPI ITEM HISTORICAL
NUMBER DESCRIPTION COST
09-00987 |DELL WS3400 W/20" FLAT PANEL $ 1.506.00
08LA03410 |Apple Macbook 2.4 GHz 2GB RAM $ 2.769.81
R04-83035 |DYNAVOX DEVICE $ 2,229.00
04-04750 |PROJECTOR, EPSON ULTIMATE PORT $ 2.421.00
99-06032 |PRINTER, LEXMARK OPTRA K1220 $ 1.104.99
Laptop, Apple Macbook (SER# 45138H9UF5W )® $ 899.00
Computer, Laptop Dell (SER# 3ZV29W1 ) $ 750.00
Computer, Laptop Dell (SER# 3VM39W1 ) $ 750.00
Computer, Laptop Dell (SER# 3K949W1 ) $ 750.00
Computer, Laptop Dell (SER# 9R749W1 ) $ 750.00

Total Historical Cost of Property unaccounted for as of February 20, 2017 $ 13,929.80
MTotal Accumulated Depreciation as of February 20, 2017 $ 13,611.37

Net Value of Property considered to be unaccounted for as of February 20, 2017 $ 318.43

[1] Based upon class life used by the Accounting and Financial Reporting Department
[2] High-risk items unaccounted for
26



THE SCHOOL BOARD OF BROWARD COUNTY, FLORIDA
OFFICE OF SCHOOL PERFORMANCE & ACCOUNTABILITY

VALERIE S. WANZA, Ph.D.
CHIEF OFFICER

Phone: 754-321-3838 Facsimile: 754-321-3886

March 10, 2017

TO: Patrick Reilly
Chief Auditor
| fo|
FROM: Valerie SEJ nza, Ph.D.
Chief Schaol Performance and Accountability Officer

SUBJECT: PROPERTY‘AND INVENTORY AUDIT RESPONSE - FISCAL YEAR 2016-2017

SILVER LAKES ELEMENTARY SCHOOL

This correspondence acknowledges receipt and review of the findings from the FY 2016-17
property and inventory audit for Silver Lakes Elementary School. In addition to the corrective
measures that the principal will be implementing, the Office of School Performance &
Accountability will provide the following support and oversight in assisting the school in this area:

The cadre director will work with the principal to ensure all team members receive Process &
Tips Training offered by the Information & Technology Department and support related to asset
management, specifically property management and control as stated in Business Practice
Bulletins.

The cadre director will collaborate with the principal to review the school's compliance with
District policies and business practice bulletins related to property and inventory controls,
conduct regular site-based audits, and amend the school’'s property and inventory protocols as
needed.

The cadre director will include a review of the asset management protocols in her regularly
scheduled site visits with the principal.

A principal from Cadre 6, who has demonstrated outstanding proficiency in the area of
maintaining accurate property and inventory records, will be available as a resource to the
principal at Silver Lakes Elementary School to share best practices in asset management.

The Office of School Performance & Accountability recognizes the seriousness of this matter. We

will

work to ensure that this school develops, implements, and monitors sound business practices

that should prevent further occurrences of this nature. If | may be of additional assistance, please
contact me at 754-321-3838.

VSW/IC:ac

CC:

Irene Cejka, School Performance & Accountability Director
Tammy Gilbert, Principal, Silver Lakes Elementary School
Ali Arcese, Manager, Property & Inventory Audits, Office of the Chief Auditor

ps ROWARD
‘2% County Public Schools




THE SCHOOL BOARD OF BROWARD COUNTY,

Silver Lakes Elementary

Mrs. Tammy Gilbert, Principal

Mrs. Alicia Aguilar, Assistant Principal

2300 S.W.173" Avenue

Miramar, Florida 33029

Telephone — 754-323-7400

Facsimile ~754-323-7440
Website:http//silverlakeselem.browardschools.com

March 10, 2017

FLORIDA

The School Board of
Broward County, Florida

Abby M. Freedman, Chair
Nora Rupert. Vice Chair

Rebin Bartleman
Heather P, Brinkworth
Patricia Good

Donna P. Ko
Laurie Rich Levinson
Ann Murray

Dr. Rosalind Osgood

Robert W. Runcie

TO: Dr. Valerie Wanza, Chief Superintendent of Schools
Office of School Performance and Accountability

FROM: Tammy Gilbert, Principal/@'
Silver Lakes Elementary | |

SUBJECT: PROPERTY AND INVENTORY AUDIT RESPONSE, FISCAL YEAR 2016-2017

SILVER LAKES ELEMENTARY

This memo is in response to the property and inventory audit report conducted at Silver Lakes
Elementary during the fiscal year 2016-17. I concur with all recommendations suggested by
the Office of the Chief Auditor and take my responsibility to safeguard the assets of the district

very seriously.

The following actions and inventory controls will be implemented by the property and
inventory team to safeguard property and inventory assets at Silver Lakes Elementary:

nd Inv: a

o TLC

o Principal

o Assistant Principal

o Head Facilities Person
o Office Manager

o Teacher Representative

e The property and inventory team will attend the Inventory Process & Tips training

offered by the information and Technology Department.

e The principal will review the Business Practice Bulletin 0-100: Procedure for Property
and Inventory Control with the property and inventory team members.

¢ The property and inventory team will conduct physical inventory verification quarterly
and will reportrequired corrections to Accounting and Financial Reporting Department

- Capital Assets (AFRD-CA).

Lducating Today's Students to Succeed in Tomorrow’s World

Broward County Public Scheols Is An Equal Opportunin’Equal Access Emplover
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Page 2

PROPERTY AND INVENTORY AUDIT RESPONSE, FISCAL YEAR 2016-2017
SILVER LAKES ELEMENTARY
March 10, 2017

* The following procedures will be implemented for surplussing of property.

© 3290A Surplus Declaration Transfer Forms will be completed by the
property and inventory team leader.

© The assistant principal or designee will verify accuracy of the 3290A
forms to ensure exact match with property being surplussed.

o A property and inventory team member must be present during transfer
or B Stock pick up of property to ensure transfer of designated equipment.

o 3290A Surplus Declaration Transfer Forms will be maintained in a binder,
rather than solely electronically.

Implementing the actions and inventory controls listed above will improve internal controls on
school property and minimize employee errors. | am confident that implementation of this corrective
action plan and consistent monitoring will safeguard the assets of Silver Lakes Elementary School
and Broward County Public Schools.
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THE SCHOOL BOARD OF BROWARD COUNTY, FLORIDA

Silver Lakes Elementary

Mrs. Tammy Gilbert, Principal

Mirs. Alicia Aguilar, Assistant Principal

2300 S.W.173™ Avenue

Miramar, Florida 33029

Telephone — 754-323-7400

Facsimile -754-323-7440
Website:http//silveriakeselem.browardschools.com

The School Board of
Broward County, Florida

Abby M. Freedman, Chair
Nora Rupert, Vice Chair

Robin Bartleman
Heather P. Brinkworth
Patricia Good

Donna P. Korn

Laurie Rich Levinson
Ann Murray

Dr. Rosalind Osgood

Robert W. Runcie
Superintendent of Schools

December 23, 2016

TO: Bruce Norris, Inventory Audit Specialist
Office of the Chief Auditor
FROM: Tammy Gilbert, Principal

Silver Lakes Elementary

SUBJECT:  Silver Lakes Elementary, Property Audit, December 2016

Items from the Missing List report which were located are listed below.

_ Found Items

Serial Number Item Room Number
LRO4GCVL LENOVO THINKPAD 11E 140
DMPQMO3DG5VI IPAD AIR 16GB 101G
8.1N0211 NOVA CHAT 8 149
1731AC10 F16506-10 ACCENT 149
7NXNC2258 NOVA CHAT7X 149
9214 VANTAGE LITE SILVER TRAIL MIDDLE SCHOOL
JURF850185L PROJECTOR, MULTI-MEDIA MEDIA CENTER
WQ812AFEOP1 APPLE MACBOOK MEDIA CENTER BACK ROOM
WQ812APZ0OP1 APPLE MACBOOK 161
WQ812AQG0P1 APPLE MACBOOK 210
WQ812AQUOP1 APPLE MACBOOK MEDIA CENTER BACK ROOM
WQS812A5R0P1 APPLE MACBOOK 109
WQ812AFVOP1 APPLE MACBOOK 133
25A03782/053KTRGO1 VIDEO CONFERENCE 231 PENDING REVIEW
991YOFR LEXMARK T630N 15T PORTABLE
452170BUF5W APPLE MACBOOK 131
4521703DF5W APPLE MACBOOK 149

E Educating Today's Students to Succeed in Tomorrow's World
Broward County Public Schools Is An Equal Opportunity/Equal Access Employer
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Items which were salvaged are listed and 3290a forms are attached.

Salvaged ltems
Serial Number Item

QP74701FWRQ APPLE IMAC
QP74701LWRQ APPLE IMAC
QP747032WRQ APPLE IMAC
QP74704YWRQ APPLE IMAC
QP747054WRQ APPLE IMAC
QP739060WH5 APPLE IMAC
W870920ZWH5 APPLE IMAC
QP7110AEWHS APPLE IMAC
QP7110CDWH5 APPLE IMAC
QP7110ENWH5 APPLIE IMAC
G8440021R93 APPLE EMAC G4
G844002JR93 APPLE EMAC G4
1144101 LEXMARK OPTRA K1220
1545YU0054 MOTOROLA REPEATER

The following items have not been located as of 12/23/2016

items Not Located as of 12/23/2014

Serial Number Item Notes
3M3RGG1 DELL WS3400
WQ8129HX0P1 APPLE MACBOOK
45138H9UF5W APPLE MACBOOK
DY906167 DYNAVOX B Stocked with several items
and not included on 3290 Form.
EE20340368C EPSON ULTIMATE PROJECTOR
3ZV29W1 DELL LAPTOP
3vM39w1 DELL LAPTOP
3K949W1 DELL LAPTOP
94749W1 DELL LAPTOP
856VTL VANTAGE LITE ESE Device — Loaner in 2015

With regard to the risers, serial number 33710025, acquisition was requested in January
2015. All other items on the January 2015 acquisition form were added to the inventory.
Attached is a copy of the memo to capital assets with proper paperwork to request
acquisition of the risers. The original has been submitted to Capital Assets.
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B- Stock Transfer Date Created. 3/9/2016 Dz:e Closea:

Nurrber of 3280A Attachments: 27
Transfer # 26094
. Number of Other Attachments:
Cafeteria #

Issuing Location 3371 Receiving Location: 022T

Silver Lakes Elementary | A1 Assets Inc.

2300 SW 173 Ave 1100 Charles Street

Miramar, FL 33027 | lLongwood, Fi. 32750

Phone/Fax: (754)323-7400 / (754)323-7490 _Phone;Fax. (407)333-7030 . (407)749-0787
Contact: ADOs G AZeq Contact:

Check if unable to complete .. Reason:

Line # BPi # Serial # Qty_item Description Status
1 158 A2+ Laptop Computer Inc
2 Q] B4 IMAC/EMAC/PC Comauters Inc
Seanuen
shzaliv wa,
CORIZINETED
Requested By: kent jerding : P
Released By: y L (v a ADoviS A ARed Date: [ /28//
Received By: /, /// WicerAm  JEwapp Date: ¢ /22 //¢
Yelivered By: 4
riginator: Celina King
hanges to this form MUST be initialed by school adminis=ratos
10 B-Stock ---- Second Copy to Finanzial Renorting ---- Third Copy ic School'Dapamart Page 1 of 1
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THE SCHOOL BOARD OF BROWARD COUNTY, FLORIDA

::'thr Lakes E(I;ln:::;y i The School Board of

rs. iammy rincipa i

Mrs. Alicia Aguilar, Assistant Principal Browaed Cousty: Florida
rd

2300 S.W.173" Avenue Abby M. Freedman, Chair

Miramar, Florida 33029
Telephone — 754-323-7400
Facsimile —754-323-7440
‘Website:http//silverlakeselem.browardschools.com Robin Bartleman
Heather P. Brinkworth
Patricia Good
Donna P. Korn
Laurie Rich Levinson
Ann Murray
Dr. Rosalind Osgood

Nora Rupert, Vice Chair

Robert W. Runcie
Superintendent of Schools

December 23, 2016

TO: Capital Asset Accounting

FROM: Tammy Gilbert, Principal
Silver Lakes Elementary

SUBJECT: ACQUISITION OF RISERS, PREVIOUSLY REQUESTED

January 2015, I submited at 3290 requesting acquisition of risers. The need for these risers to be added to
my inventory was identified during a property and inventory audit January. All other items on the
acquisition form were added to my inventory.

Attached is a new acquisition form, a copy of the previous form and a cost estimate inquiry.

If you need additional information, please contact me at tammy.gilbert@browardschools.com or
754-323-7400.

Educating Today s Students to Succeed in Tomorrow s World
Broward County Public Schools Is An Equal Opportunity/Equal Access Employer
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School Name: Sunset Lakes Elementary 3361

Principal: Marc Charpentier
Address: 18400 SW 25% Street Miramar,
FL 33029
Total Number of Items in Inventory: 780
Total Dollar Cost of Items in Inventory: $488,190
Total Number of Items Unaccounted for: 9

Total Dollar Cost of Items Unaccounted for: $19,766
Total Net Value of Items Unaccounted for: $2,249
Percentage of Dollar Cost of Items

Unaccounted for: 4.0%

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 780 assets recorded
at the school, 9 items were unaccounted for. The Principal believes that 5 of the
property items were surplused. These property items were either not listed and/or
incorrectly listed with the incorrect BPI or serial numbers on the 3290A Surplus
Declaration Transfer form. The school provided the scanned asset list that was
provided to them by the Warehousing Services Department as their documentation
to prove that the equipment was surplused; however, the scanned asset list is not an
official District salvage document. The school was given 72 hours after the
equipment was removed to reconcile against the scanned asset list and correct the
documentation if any discrepancies were found during the reconciliation. When
salvaging tangible personal property lawfully, Business Practice Bulletin O-100:
Procedure for Property and Inventory Control states that the school should complete
a 3290A Surplus Declaration Transfer form to identify the tangible personal property
to be salvaged. The form must list the BPI number (Property Asset Number), serial
number, model number and equipment for each property item being surplused.

A Vantage Lite Blue, a piece of equipment usually ordered for a student by
the Exceptional Student Education Department, is missing. The property pass
provided by the school during the property and inventory audit for the Vantage
Lite Blue was dated June 6, 2013, (See Exhibit A) and had been signed out to
the parent of a student. When we requested to see the equipment to verify the
serial number and to ensure that it was marked with the identification number
assigned by the District, the school was not able to provide the physical item or
any updated documentation.
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(Sunset Lakes Elementary continued)

The school contacted Miramar Police Department and reported the equipment lost
(See Exhibit B: Miramar Police Department Case# 16-10-04158).

In addition, the school was not able to provide the location of 3 Apple MacBooks
nor did they provide any documentation indicating that the computers had been
removed from the school.

As part of the property and inventory audit process, the Inventory Audit Specialist
asked the school to provide records of semi-annual inventory conducted within the
last year; however, the school was not able to provide any documentation. 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.

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

e 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
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(Sunset Lakes Elementary continued)

salvageable is accurately documented on a 3290A Surplus Declaration
Transfer form and removed from the location during the scheduled pickup.

e The school should ensure that the 3290A Surplus Declaration Transfer form
lists 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.

¢ In the event of theft or vandalism, the property custodian should report the
loss to the Special Investigation Unit and the local authorities at the time of
the incident. This should be completed within two business days from when
the incident took place.

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

e 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.
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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: Sunset Lakes Elementary School 3361

BPI ITEM HISTORICAL
NUMBER DESCRIPTION COST
12-05739 F14641 VTL VANTAGE LITE BLUE, 14703-01 B $ 7,870.00
R09-83424 |APPLE BRETFORD CART $ 2,299.00
R09-83451 |EARTHLINK LAPTOP CART $ 1,339.00
08-05431 MACBOOK 13/2.0/2X512/80 COMBO APPLE $ 1,489.00
08-05433 MACBOOK 13/2.0/2X512/80 COMBO APPLE $ 1,489.00
08-05436 MACBOOK 13/2.0/2X512/80 COMBO APPLE $ 1,489.00
05-37840 APPLE, DESKTOP, EMAC G4 W/17" FLAT $ 1,100.30
05-37853 APPLE, DESKTOP, EMAC G4 W/17" FLAT $ 1,100.30
03-05672 FAX, CANON CG90L $ 1,590.00

Total Historical Cost of Property unaccounted for as of March 3, 2017 $

MTotal Accumulated Depreciation as of March 3, 2017 $
Net Value of Property considered to be unaccounted for as of March 3, 2017 $

[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 Exhibit A

PROPERTY PASS
ESE# B') (:{3_3:}"
5
woree Mogg B-h-13  200l-Sunsetlakes E£1

~—

EMPLGYEE/STUDEN) NAME (Circle One) DATE LOCATION NO./NAME

The above-named person is authorized to remove from the location aboy =, subject to the conditions
established In Board Policy #5306, the tangible personal property described below.

Uovdowe | jtenofrane ¢ q9(2 VTL

PROPERTY DESCRIPTION C ' g/‘/ BPI# SERIAL NUMBER

By signing below the borrower agrees to the following stipulations:

o

The property remains the property of The School Board of Broward County, Florida, and must be
returned by the expacted return date indicated below In good condition.

The property shall be used only In connection with borrower's employment/study assignments.

The borrower shall ensure the safety of the property while It Is in his possession.

The borrower has read, and understands, the provisions of Board Policy #5306

In case of loss or damage, the borrower shall adequately compensate The School Board of Broward
County, Florida. (Not applicable to computer borrowing by District staff).

eaoc

EXPECTED RETURN DATE
(No later than end of fiscal year)

l!’"" (L) M,

Bz ;f:i'

) .

emzﬁezpﬁmé@\usﬁﬁenﬁsoﬁ .

£

C sigN)
SIG ydn—e

The return of the above-described property in good condition Is hereby acknowledged. .

o)) A

DATE PRO P?RT"Y F(iETURNED /éIG/NKTURE ( PRINCIPAL/DIAECTOR/SUF’EFIVISOR)
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v - Exhibit B

» -
oy N INCIDENT/INVESTIGATION e
Miramar Police Department REPORT Al
ramar rotice Deparimen Date / Time Reported
1 | ORI 10/20/2016°13:00 Thu
N FL0062200 Last Known Secure
(I: Location of Incident Premise Type Zone/Tract AtFound 10/20/2016 13:00 Thu
D 18400 Sw 25th St, Miramar FL 33029- School/university 710, S20 10/20/2016 13:00 Thu
E #1 Crime Incident(s) (Co )| Weapon/Tools N0 WEAPON I Activity
N - ‘
T Property- Lost Entry | Exit Security
(1 LPR —
D o ~Crime Incident ( ) | Weapon / Tools I Activity
A
T Entry I Exit I Security
A
43 Crime Incident ( ) | Weapon / Tools I Activity
Entry Exit I Security
MO
# of Victims () Type: Injury: Domestic: N
Victim/Business Name (Last, First, Middle) Victim o DOB Race] Sex| Relationship| Resident Status| _Military
v | Vi Crime # To Offender Branch/Status|
I Age
g Home Address Home Phone
l\IA Employer Name/Address Business Phone Mobile Phone
VYR Make Model Style Color Lic/Lis VIN
CODES: V- Victim (Denote V2, V3) O = Owner (if other than victim) R = Reporting Person (if other than victim)
0 Type: INDIVIDUAL (NOT A LE OFFICER) Injury:
T | coge | Name (Last, First, Middle) Victim off ~~ DOB Race] Sex| Relationship| Resident Status| ~ Military
H CORREA, SYLVIA Crime# | 03/18/1959 To Offender Branch/Status|
E | RP Age 57 |W | F
R | Home Address Home Phone
S 7850 Nw 185th St Hialeah, FL 33015
Employer Name/Address Business Phone Mobile Phone
I Sunset Lakes Elem, 18400 Sw 25 St (ASST PRINCIPAL) 754-323-7650
N [ Type: Injury:
v Code | Name (Last, First, Middle) Victim o DOB Race] Sex Relationship | Resident Status Military
o Crime # To Offender Branch/Status
I\; Age
E Home Address Home Phone
D
Employer Name/Address Business Phone Mobile Phone
L=Lost S=Stolen R=Recovered D=Damaged Z=Seized B=Burned C = Counterfeit/Forged F =Found
("0J" = Recovered for Other Jurisdiction)
VI Status e
# | Codd Frm/Td Value 0J | QTY Property Description Make/Model Serial Number
MIS | L $7,870.00 1 | OTHER/MISCELLANEOUS PROPERTY ASSISTED TECH E/Vantage Lite 9912VTL
P
R
(o}
P
E
R
gt
g
Officer/ID# MONTGOMERY, J_J._(282)
Invest ID# (0) Supervisor WILSON, D. S. (2 51 )
Complainant Signature Case Status Case Disposition:
Sk Inactive 10/24/2016 Page 1
R CS1IBR Printed By: ABARRETT, Sys#: 215549 10/24/2016 14:26

Iny, 4 o Fheft O-k0. KeperT prcle

4 '(\’IC/‘ n V(.ffa"?z ‘?“‘Z"/—.%
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SN - - Exhibit B
INCIDENT/INVESTIGATION REPORT

Miramar Police Department Case# 16-10-04158

(S:t:é‘éz L=Lost S=Stolen R=Recovered D =Damaged Z=Seized B=Bumed C =Counterfeit/Forged F =Found
UCR| Statug Quantity Type Measure Suspected Type Up to 3 types of activity
D
R
U
G
S

Assisting Officers

Suspect Hate / Bias Motivated:

INCIDENT/INVESTIGATION REPORT
Narr. (cont.) OCA: 16-10-04158 Miramar Police Department

NARRATIVE

On 10-20-16 at approximately 1300 hours I spoke with Assistant Principal Correa in reference to lost school board equipment. Ms.
Correa advised that back in March of 2015 the equipment was exchanged for a newer version and somehow became lost. During
school inventory they could not find this piece of equipment anywhere. The equipment is an assisted tech device (talker) Vantage
Lite blue in color and worth approximately $7,800.00. Mrs. Correa requested a report for documentation purposes.

R_CS2IBR By: ABARRETT, 10/24/2016 14:26 Page 2
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Incident Report Related Property List

Miramar Police Department

Exhibit B

OCA: 16-10-04158

1 Property Description Make Model Caliber
OTHER/MISCELLANEOUS PROPERTY ASSISTED TECH E VANTAGE LITE

Color Serial No. Value Qty Unit Jurisdiction
Blue 9912VTL $7, 870.00 1.000 Locally

Status Date NIC # State # Local # OAN
Lost 10/20/2016

Name (Last, First, Middle) DOB Age Race Sex

School Board Of Broward County,
Notes
i EHaIBk Printed By: ABARRETT, 10/24/2016 14:26 Page 3
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- | - -’ Exhibit B

I'ransmission Log

Sunset Lakes ES MFP Thursday, 2016-10-20 17:00 7543237650
Date Time Type Job # Length Speed Station Name/Number Pgs Status
2016-10-20 16:59 SCAN 00136 0:36 9600 997543210930 1 OK -~ V.29 AR30
L7 A) - ATTACHMENT ]
SPECIAL INVESTIGATIVE UNIT
IMMEDIATE NOTIFICATION FORM (NON-PERSONNEL)
£ form for laua 1oas/dns 20d FAX ta S11) xt (74 10938
REPORTING INFORMATION
School/Site  Sunset Lakes Elementyry Incident Code
Telephone # 7513239650 Terms Event # Aenarel
Area N C 8 Date of Incident  unknown _ Time of Incident  NA
Privcipal Administrator | Mare Chiupenticr. ln:ldm Occarred ¢ On Campus . O Campus
Name of Complainant e MI2VTL.
Student Employu —o Parent s Other
GANG RELATED YES ' NO REQUIRES FURTHER INVESTIGATION
Criterin for further i mvmq.mm ofwh:ther an incident is :nna rclnlrd to inelude ; (Mark all that apply.)
Any inci wd 'q b
Any fight, assault or incident involving wc:p“:m
Any student xnxpecml of mluion with 4 ganp member;
Any incldent § e of students Info gung berxhip:
Any student mvolvcd in u crimingl set wearing gang vitire; nnd
Any gang graffiti or other guny indicators,

DETAILS OF INCIDENT

Yietim (x):
Grade nosB ruag
Name n/A S1D

R
Nume Sip

[l o=

Name Sip
Name SiD

(Mease o atdiiumd ahuets i1 iacessen )
Describe Incident/Injuries

Describe Property Loulbnmnge

| F14631 VT1, Vanjage Litc Blue missing from site 3661. Our ESE spocialist stated the machine was Ecked up by ESE dopartment
Ms. Goehrig who 100k the device [rom the school for another swdent. There is na record of the deyi ce in the FSE depurtment at this timezy
Ms, Goehrig is no [onger working in the department, Therefore, the schonl has no recourse but to g!u it missing from the campus,

Police Nutificd v Yen No Police Agency _Mjamnr Police Dent, OfficerMontromer. Report #  16-10-08158

Prramedicx Yes No e

Signature of Reporting
Administrator A/,

¥ $1U OFFICE USE ONLY

] igation Assigned By: Dute
1 hentor Asslgned:
¥innl Incident Determination: B e = — A

FORM #4617 11/98
Revised 12800
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| (77 A) - ATTACHMENT

SPECIAL INVESTIGATIVE UNIT
IMMEDIATE NOTIFICATION FORM (NON-PERSONNEL)

Complete form for all serious incidents, property loss/damage and FAX to SIU at (754)321-0930

REPORTING INFORMATION

School/Site  Sunset Lakes Elementary Incident Code
Telephone # 754.323-7650 Terms Event #
Area N € o S Date of Incident unknown  Time of Incident NA
Principal Administrator Marc Charpentier Incident Occurred ¢ On Campus ___ Off Campus
Name of Complainant Missing F14641 Vantage Lite Blue - serial number 9912VTL,

Student Employee Parent _/  Other
GANG RELATED YES v NO REQUIRES FURTHER INVESTIGATION

Criteria for further investigation of whether an incident is gang related to include : (Mark all that apply.)
Any incident committed by a documented gang member or associate;

Any fight, assault or incident involving weapons;

Any student suspected of association with a gang member;

Any incident involving recruitment of students info gang membership;

Any student involved in a criminal act wearing gang attire; and

Any gang graffiti or other gang indicators.

1]

DETAILS OF INCIDENT
Victim (s):
Grade R S DOB PH#

Name N/A SID o

Name SID I

Suspect (s):

Name SID -

Name SID

(Please usc additional sheets if necessary.)
Describe Incident/Injuries

Describe Property Loss/Damage
F14641 VTL Vantage Lite Blue missing from site 3661. Our ESE specialist stated the machine was picked up by ESE department,
Ms. Goehrig who took the device from the school for another student. There is no record of the device in the ESE department at this time
Ms. Goehrig is no longer working in the department. Therefore, the school has no recourse but to file it missing from the campus.

Police Notified v Yes No Police Agency Miramar Police Dept. Officer/Montgomgz Report#  16-10-04158
Paramedics Yes No -
Signature of Reporting ] / /
Administrator gL I E A i | LALA £ )7%’

¥ SIU OFFICE USE ONLY
Investigation Assigned By: Date

Investigator Assigned:
Final Incident Determination:

FORM #4617 11/95
Revised 12/8/00
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Exhibit B

+ |

Miesi g Trem*l VANTAGE LT

MIRAMAR POLICE DEPARTMENT

SERVING OUR COMMUNITY
POLICE

NIayy. s
OFFICER: \} /)7 0/7%907}’?7 » &%‘1
CASE No:/é—*/o s M/ﬁg MIRAMAR

EST 1955

FLORIDA

WWW . MIRAMARPD,.ORG

313025

954-602-4000
31064 NORTH COMMERCE PARKWAY, MIRAMAR, FLORIDA
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THE SCHOOL BOARD OF BROWARD COUNTY, FLORIDA
OFFICE OF SCHOOL PERFORMANCE & ACCOUNTABILITY

VALERIE S. WANZA, Ph.D.
CHIEF OFFICER

Phone: 754-321-3838 Facsimile: 754-321-3886

March 14, 2017

TO: Patrick Reilly
Chief Au,d‘tor
i
FROM: Valerie S. Wahz4, Ph.D.
Chief SchodliPerformance and Accountability Officer

SUBJECT: PROPERTY AND INVENTORY AUDIT RESPONSE - FISCAL YEAR 2016-2017
SUNSET LAKES ELEMENTARY SCHOOL

This correspondence acknowledges receipt and review of the findings from the FY 2016-17
property and inventory audit for Sunset Lakes Elementary School. In addition to the corrective
measures that the principal will be implementing, the Office of School Performance &
Accountability will provide the following support and oversight in assisting the school in this area:

e The cadre director will work with the principal to ensure all team members receive Process &
Tips Training offered by the Information & Technology Department and support related to asset
management, specifically property management and control as stated in Business Practice
Bulletins.

e The cadre director will collaborate with the principal to review the school’'s compliance with
District policies and business practice bulletins related to property and inventory controls,
conduct regular site-based audits, and amend the school’s property and inventory protocols as
needed.

e The cadre director will include a review of the asset management protocols in her regularly
scheduled site visits with the principal.

The Office of School Performance & Accountability recognizes the seriousness of this matter. We
will work to ensure that this school develops, implements, and monitors sound business practices
that should prevent further occurrences of this nature. If | may be of additional assistance, please
contact me at 754-321-3838.

VSWI/IC:ac

cc: Irene Cejka, School Performance & Accountability Director
Marc Charpentier, Principal, Sunset Lakes Elementary School
Ali Arcese, Manager, Property & Inventory Audits, Office of the Chief Auditor

BROWARD

Publi |
CounSy ublic Schools
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&V tHE scHOOL BOARD OF BROWARD COUNTY, FLORIDA

Sunset Lakes Elementary The School Board of

Marc Charpentier, Principal Broward County, Florida
th

;Afii;t:rg:r\/\;ismsggzet Abby M. Freedman, Chair

754—323:7650 Nora Rupert, Vice Chair

754-323-7690 FAX

www.susetlakeselem.com Robin Bartleman

Heather P. Brinkworth
Patricia Good

Donna P. Korn

Laurie Rich Levinson
Ann Murray

Dr. Rosalind Osgood

March 10, 2017 Robert W. Runcie
Superintendent of Schools
TO: Valerie S. Wanza, Ph. D., Chief School Performance & Accountability Officer
. i inci .‘//i/{,/
FROM: Marc Charpentier, Principal, Sunset Lakes Elementary
SUBJECT: RESPONSE AUDIT REPORT ON PROPERTY INVENTORY — FISCAL YEAR 2016-17

This memo is in response to the Property Audit Report conducted at Sunset Lakes Elementary during the Fiscal Year 2016-17. |

concur

with all recommendations suggested by the Office of the Chief Auditor and take full responsibility to safeguard the assets

of the district.

A Property and Inventory Audit was completed at Sunset Lakes Elementary in September 2016. The report states that 9 items
were unaccounted for, totaling 4.0% of our inventory. The majority of errors came from our recent SMART surplus, of which the
items were either not listed and/or incorrectly listed with the incorrect BPI or serial numbers on the 3290A Surplus Declaration
Transfer Form. In addition, a Vantage Lite Blue, piece of equipment usually ordered and maintained by the Exceptional Student
Education Department, was missing. A property pass was originally created, however, the item was never found and a police
report was generated.

After reviewing the Audit Report and discussing it with my Property and inventory Team, the following corrective actions have
been put in place to ensure that there are safeguards for the District Assets and no future exceptions will occur:

The Micro-Tech and Assistant Principal will be retrained at the March 28 Inventory Property and Tips training.
The Principal, Assistant Principal and Micro-Tech will review the Business Practice Bulletin 0-100: Procedure for Property
and Inventory Control.

Quarterly and Semi Annual inventories will be conducted on a regular basis to certify that the District’s Property and
Inventory are properly maintained and updated.

When an item/items are surplussed, a 3290A will be completed with the appropriate BPI/Serial Number information.
The items will be visually verified by the Principal, Assistant Principal, and Micro-Tech before the Principal signs the
document and releases the item.

The Facilities Servicepersons will be trained to properly file and process work orders for assets that need repair. The
Micro-Tech will work in conjunction with the Facilities Serviceperson to ensure that the paperwork is accurate and up to
date.

Both the Micro-Tech and Assistant Principal will compare the 3290A Surplus Declaration Transfer against the “scanned
asset list” within 72 hours, and after review with the principal, will submit any errors or omissions for correction.

| have thoroughly reviewed and outlined the above procedures with my team. | am confident that these procedures will be
followed and no further exceptions will occur in the future.

Broward County Public Schools is an Equal Opportunity/Equal Access Employer
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MIRAMAR POLICE DEPARTMENT

SERVING OUR COMMUNITY

OFFICER: \J' //)/} 0/77[?}077"&%
ense nollo=[ 0= O/ 58

FLORIDA

954-602-4000 WWW.MIRAMARPD.ORG
3064 NORTH COMMERCE PARKWAY, MIRAMAR, FLORIDA 33025
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THE SCHOOL BOARD OF BROWARD COUNTY, FLORIDA

Sunset Lakes Elementary
Mare D. Charpentier, Principal
18400 SW 25" Street

Miramar, FL. 33029
754-323-7650

754-323-7690
www.Sunseti.akesElem.com

October 19, 2016

TO:

FROM:

SUBJECT:

This memo serves as a response to the September 9/16/2016, Property and Inventory Audit conducted at Sunset Lakes Elementary.

Office of the Chief Auditor

Marc Charpentier, Principal
Sunset Lakes Elementary School

PROPERTY AUDIT (9/16/2016)

SUNSET LAKES ELEMENTARY 3661

SCHOOL BOARD

Chair — DR.ROSALIND 0SGOOD
Vice Chair - ABBY M. FREEDMAN

Board Members

ROBIN BARTLEMAN
HEATHER P. BRINKWORTH
PATRICIA GOOD

DONNA P. KORN

LAURIE RICH LEVINSON
ANN MURRAY

NORA RUPERT

ROBERT W. RUNCIE
Supermntendent of Schools

Listed below you will find the results with information on BPI numbers, missing items and scanned items with explanations and

corrections.

BPI DESCRIPTION SERIAL NUMBER INFORMATION

12-05739 F14641 VTL VANTAGE LITE BLUE 9912VTL Item missing Case number by
Miramar Police

R09-83420 APPLE MACBOOK COMPUTER WQ8129JNOP1 Surplus item 2013

R09-83424 APPLE BRETFORD CART 20090413C006 See attached #3 documentation
incorrect # 20090413006 (does not
exist) the correct item is C

R09-83451 EARTHLINK LAPTOP CART 41293 EARTHWALK found in FISH #
420

08-05431 MACBOOK13/2.0/2X512/80COMBO W8739612Z5V BPI Match serial numbers since
2007

08-05433 MACBOOK13/2.0/2X512/80COMBO W8738LMLZS5V BPI Maich serial numbers since
2007

08-05436 MACBOOK13/2.0/2X512/80COMBO W87396K5Z5V BPI Match serial numbers since
2007

05-37840 APPLE, DESKTOP, EMACG4W/17” G844402KR93 DEVICE SCANNED AND
REMOVED FROM SCHOOL
LATER ENTERED ON 3290A

05-37853 APPLE, DESKTOP, EMACG4W/17” G844400JR93 DEVICE WAS NOT SCANNED
BUT PICKED UP SEE
ATTACHED #9

03-13282 FLOOR SCRUBBER, AUTO/BATTERY 022800092 OUT FOR REPAIR WORK
ORDER# JW31294 6/28/16
SMALL APPLIANCES

03-09670 COMPUTER,LAPTOP MAC IBOOK UV232ZQ8N65 SURPLUS ON 10/10/31/13

03-05672 FAX, CANON CG90L UYS74950 THIS WAS MARKED AS A

PRINTER —IT IS A FAX SEE
ATTACHED DOCUMENTS

Lducating Today's Students for Tomorrow's World

Broward County Public Schools Is An Equal Opportunitv/Equal Access Employer
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2016-10-20

Thursday, 2016-10-20 17:00 7543237650

Type Job # Length Speed Station Name/Number Pgs Status

SCAN 00136 0:36 9600 997543210930 1 OK

(@7A) - ATTACHMENT J

SPECIAL INVESTIGATIVE UNIT
IMMEDIATE NOTIFICATION FORM (NON-PERSONNEL)

Cownplete farm Pur all serlnoe Inchlents propecty Ions/dnunge woid FAN ta SUT nt (784132 1.0030

REPORTING INFORMATION

School/Site  Sunset Lakes Elementary Incident Code
Telephone # 754 3237650 Terms Event #
Arca N C VA Date of Incident  unknown  Time of Incident NA

Privegad Adminiy rato Marc Chipenlize Incidgent Qecurred  y On Campus __ Off Campus
Name of Complainant i T it Blug - erigl numbee 9912V TL

Student  __ Employee Parent s  Other

GANG RELATED YES Y NO REQUIRES FURTHER INVESTIGATION
Criterin for further investigution of whether an incident is gang relnted to include ; (Mark all that apply.)

Any incident committcd by s documented yung member o assochnte;

Any fight, assanlt or incident involving wenpuny;

Any student suspeeted of assacintion with a gung: member;

Any incidentinvolving recruitment of students info gung memberxhip;

Any student involved in u ¢riminnl et wearing gang attire; nnd

Any gung graffiti or other gany indicators,

DETAILS OF INCIDENT

Yictim (x);

Grade noB rug

«n

Nume NA . SIp
Nume s
Suspect (x):
Name . Sip _

Name SID

(leaso wee il aheets ' nasessary )

Dexcribe Incident/Injuries

-
|

Describe Property Loss/Dumapc

F14041 VTI, Vantage Lite Bluc missing from site 3661. Qur ESE specialist stated the, hiac was picked up by ESE department,
M. Goehrig who took the device from the schaol for another student. There is no record of the device in the ESE depiutment at this (ime g8
M, Goehrip is no longer working in the department, Therelore, the school hag no recotrse bul to e it missing (rom the eampus,

Paramedicx Yes No 5 -
Signuture of Reporting %
Administentor Wﬁmfr W /)7%6/(
o4
3 J /— v

“ 5iU OFFICE UST ONLY
Investigution Assigned By: Dute
Investipntor Assigned:
Flunl Incident Determinntion:

Police Notificd v Yes o No Police Agency  Mipamar Police Deot Qlficer/Montwomer. Report # 16-10-04158

FORM #4617 11795
Revised 12/8/00
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| (77 A) - ATTACHMENT

SPECIAL INVESTIGATIVE UNIT
IMMEDIATE NOTIFICATION FORM (NON-PERSONNEL)

Complete form for all serious incidents, property loss/damage and FAX to SIU at (754)321-0930

REPORTING INFORMATION

School/Site  Sunset Lakes Elementary Incident Code
Telephone # 754.323.7650 Terms Event #
Area N  C ¥ S Date of Incident  unknown Time of Incident  NA
Principal Administrator Marc Charpenticr Incident Occurred ¢  On Campus ___ Off Campus
Name of Complainant  Missing F14641 Vantage Lite Blue - serial number 9912VTL

Student Employee Parent Other
GANG RELATED YES v NO REQUIRES FURTHER INVESTIGATION

Criteria for further investigation of whether an incident is gang related to include : (Mark all that apply.)
Any incident committed by a documented gang member or associate;

Any fight, assault or incident involving weapons;

Any student suspeceted of association with a gang member;

Any incident involving recruitment of students info gang membership;

Any student involved in a criminal act wearing gang attire; and

Any gang graffiti or other gang indicators.

1]

DETAILS OF INCIDENT

Victim (s):

Grade R S DOB PH#
Name N/A SiD L
Name SID o
Suspect (s):
Name SID o
Name SID

(Please use additional sheets 1 neeessary )

Describe Incident/Injuries

Describe Property Loss/Damage
F14641 VTL Vantage Lite Blue missing from site 3661. Qur ESE specialist stated the machine was picked up by ESE department,

Ms. Gochrig who took the device [tom the school for another student. There is no record of the device in the ESE department at this time

Ms. Gochrig is no longer working in the department. Therefore, the school has no recourse but to file it missing from the campus.

Police Notified v/ Yes No Police Agency Miramar Police Dept. Officer/Montegomes. Report#  16-10-04158
Paramedics Yes No

e Repaii \@[,//MM (lovcatont el

L SIU OFFICE USE ONLY

Investigation Assigned By: Date

Investigator Assigned:

Final Incident Determination:

FORM #4617 11/95
Revised 12/8/00
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Mies Y Liem*l VANTAGE L1TE

MIRAMAR POLICE DEPARTMENT

SERVING OUR COMMUNITY

oener - 1] 6 /"”l‘fc?d’)ﬂi/f/

case nallo =[O~ OG5

FLORIDA

954-602-4000 WWW.MIRAMARPD,ORG
3064 NORTH COMMERCE PARKWAY, MIRAMAR, FLORIDA 33025
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THE SCHOOL BOARD OF BROWARD COUNTY, FLORIDA

PROPERTY PASS
ESE# B}) L(' S—Eff*
op
worel M vag ©-@-13  20606!-Suunsed tﬂ&u E

EMPLGYEE/STUDEN) NAME (Circle One) DATE LOCATION NO./NAME

The above-named person is authorized to remove from the location abov =, subject o the conditions
established In Board Policy #5306, the tangible personal property described below.

~

Vordoge Ute wolrane ¢ 912 VTL

PROPERTY DESCRIPTION 5 (~ BPH SERIAL NUMBER
Charged

By signing below the borrower agrees to the following stipulations:

a. The property remains the property of The School Board of Broward County, Florida, and must be
returned by the expected return date indicated below In good condition.

b.  The property shall be used only in connection with borrower's employmeant/study assighments.

¢.  The borrower shall ensure the safety of the property while It is in his possession.

d.  The borrower has read, and understands, the provisions of Board Policy #5306

e. Incase of loss or damage, the borrower shall adequately compensate The School Board of Broward
County, Florida. (Not applicable to computer borrowing by District staff).

A _ / ) 1] (8-
ENT/G;JQV@/&N SIGNATURE
(Circl )

e
/// A W\

NTHORIZING PRINCIPAL/SUPERVISOR —

(p-30-1Y _

EXPECTED RETURN DATE
(No later than end of fiscal year)

%/

7 SI,GN/A/URE O Al

The return of the above-described property in good condition Is hereby acknowledged. .

s A

M =

// A .
DATE PROPFRTY RETURNED /élG/l’\lJ’ATURE (PRINCIPAL/DH‘%ECTOR/SUPEHVI&OR)
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10/17/2016 Re: Need to generate new transfer form - Hape M. L_eonard

Re: Need to generate new transfer form

Elizabeth Espinoza

‘:}:/: } A

Fri 10/14/2016 12:01 PM

To'Hope M. Leonard <hope.leonard@browardschools.com>;

Hi Hope the TD2 you scanned show from ESE Dept. to Sunset Lakes Elem.

From: Hope M. Leonard

Sent: Thursday, October 13, 2016 4:02:36 PM
To: Elizabeth Espinoza

Cc: Marc D. Charpentier; Sylvia Correa

Subject: Re: Need to generate new transfer form

Good afternoon,

We no longer have the device because Lori picked it up when we no longer needed it . At the time Lori Goehrig
picked up the device from my office | didn't have the original box. She took the device and left a copy of the
transfer form | did locate the box and will have it returned to AT. The form I scanned you states it had been
transferred back to ESE dep't. The form is over 90 days so the auditor stated that you needed to generate a new

one. Hope

Hope M. Leonard

ESE Specialist/ 504 Liaison

T.ILE.R. Liaison

Field Experience Coordinator
Sunset Lakes Elementary

18400 SW 25th Street

Miramar Fl 33029

754-323-7656
hope.leonard@browardschools.com

Under Florida law, email addresses are public records. Your email address and the contents of any email sent to
the sender of this communication will be released in response to any request for public records, except as
excluded by F.S. 119.071, 1002.22(3)(d)[student records], or any other law of the State of Florida. If you do not
want your email address to be released as part of any public records request, do not send email to this address,
rather contact this office by phone or writing. The School Board of Broward County, Florida expressly prohibits
bullying, including cyberbullying, by or towards any student or employee. See Policy 5.9: Anti-Bullying for

additional information.

From: Elizabeth Espinoza

Sent: Thursday, October 13, 2016 12:01 PM

To: Hope M. Leonard

Subject: Re: Need to generate new transfer form

hitps://outlook.office.com/owa/?viewmodel=ReadMessageltem &ltem lD=AAMkADgg12\Iij MDE3LTFjOWUINDUZzYSO5M2FhLTEXZWI2MWJImMZDYXOABGA...  1/2



The School Board of Broward County, Florida

| v I *SURPLUS (Principal I Dinector authonzation signature required)
[::I TRANSFER (both 1ssuing and reseving Pancipal / Director authonizalion signalures required) B-Stock Transfer o

Transfer Asslstance Requlrod: YES d NO

'Y

Capital Assets Activity Form

Surplus Declaration Transfer = .13
P ’ L .!“..‘.-5 “R“. Surplus / Transfer Fonm to B-Stock

A

) (AW
Sl UL
L

[

10ik0CT 29 AW 9: 33

ofd%‘v~ pages

Issuing Location #3661 Recelving Location #: 9613 {.
S (. S oo W e
Location Name.  SUNSET LAKES ELEMENTARY SCHOOL T HCAGOL BUA :.LDO\-; {Location Namo: B-Stock
Contact Name.  EL MOSTAFA DOHA sR0n MRD COUNTY. FLORIE et Name: Kent Jording
Phone # 764-323-7661 Phone #: 764-321-2850
BPI Number A
Roler to Assel Record NSOntal NMOdl;)I gqmplm"mt 5| X
GOWNIDGS 38 newded Hmbar umber escription afe
olm
03-10463 G82331GZNOH COMPUTER, MAC IMAC G3
03-10421 G82333XanNDH COMPUTER, MAC IMAC G3
03-10417 G8232320N0H COMPUTER, MAC IMAC G3 .
03-10420 G823232YNDH COMPUTER, MAC IMAC G3
3-10421 GB2331FRNDH COMPUTER, MAC IMAC G3
03-10441 G82333XNNDH COMPUTER, MAC IMAC G3
03-10142 GB2333XPNDH COMPUTER, MAC IMAC G3
03-10461 G82331GSNDH COMPUTER, MAC TMAC G3
03-104qa4 (G82333XTNDH COMPUTER, MAC IMAC G3
03-11022 G823233GNDH COMPUTER, MAC TMAC G3
o
L [
P e 4 /
f',"/" a P -
“quipment Transfer /- S0 o L S -
Surplus Approved by 72 - - Dale Released by - Date ___{ /

Puancipal / Director (per Policy 3204)

[ransfer Received by

Principal / Director (per Policy 3204)

‘ransfer Delivered by

Foom #3290
Rev 07708

Please Print Narme, Title

Date /1.

Late __ [/ i

63

Please Print Name, Title



The School Board of Broward County, Florida (Z _g
Capital Assets Activity Form >_of_{ page

, Surplus Declaration Transfer
o ‘ B Submit Surplus / Transfer Form to B-Stoc
[:I] *SURPLUS (Principal / Director authorization signalure required)
[::] TRANSFER (both issuing and recejving Principal / Director authorization signatures required) B-Stock Transfer #:
Transtor Assistance Requlred: YES ETNO
Issuing Location #3661 Recelving Location #: 9613 1
Location Name:  SUNSET LAKES ELEMENTARY SCHOOL Location Nams: B-Stock
Contact Name:  EL MOSTAFA DOHA Contact Nama: Kent Jording
Phone #: 764-323-7661 Phone #: 764-321-285
-
BPI Number o
Rafer to Assot Record NSaﬁt.:l; Model Equlpment k3
download as needed umbar Number Description o 5
— 2]
56598 ( W ) ; —
5659 Q8129INOPL ﬁt Z_‘)\ Teacher Refresh MacBook
58090 WQ8129F40P1 Teacher Refresh MacBook
458500Y13vY MacBook Intel Dual 2.1Ghz '
W89113AK4R1 MacBook Intel Dual 2.1Ghz
W89113904R1 MacBook Intel Dual 2.1Ghz
QP6380D8VUX APPLE DESKTOP IMAC INTEL 17" FLAT PANEL
03-16608 990S1WF Lexmark T520 _
4HS220CSSCz IBook G4
12390 4H5321)SSEB IBock G4

i
s
- 7 /. /
squipment Transfer / // . ) ‘ ) y
Surplus Approved by // : \ 5 Released by Date __ 7/

/£ ﬂriqc/ipal I Directot (per Palicy 3204) Please Print Name, Title

/
‘ransfer Receved by. Date.__/__/
Principal / Director (per Policy 3204)

‘ransfer Delivered by Date.___/__/ B
i Please Print Name, Title
Form #3290/

Rev 07/08 '
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The School Board of Broward County, Florida
Capital Assets Activity formi-in.. -
Surplus Declaration Transfer

*SURPLUS (Principal / Dircctor authorization signature required) 0 H) SLP ‘ 9 AH H 33
LY

[:] TRANSFER (both issuing and receiving Principal / Dircctor authorization signatures xcqumfl{ " de gllbl]llt Su I'plll
m{h‘?
Removal Assistance Required g YES l I NO
Issuing Location #: 3661 Receiving Location # Surplus
Location Name: Sunset Lakes Elementary Location Name: B-Stock
Contact Name: El Doha Contact Name: Ted Skopinski
Phone #: 5-4-323-7661 Phone #, 754-321-2850
BPI
Number Scrinl Model Equipment
Refer to Assct Record Number Number Description
download as nceded
09-11913 200904160010 APPLE BRETFORD POWERSYNC CART(IPOD
R09-83-125 200906120006 APPLE BRETFORD CART
WD —D ( 200904130006 ) APPLE BREDFORD CART
W g - e
QTY: 6 /a LAPTOP CARTS
: - R
1 ) ) /,»/'}’"T'
Equipment Transfer / ‘ Ve (:/’ // / TN l . .
Surplus Approved by: g E ] .~ [P Date: == J _a=V % Released by:d Loy, VT s N VN

! Please Print Nat

Receipt of Transfer
Acknowledged by:

pate: _L /4 7L

/ ¢ /(nnmhﬁDn(_uor (per behcy 3204)

Item(s) Delivered by: Date: ___ / /
Please Print Name, Title

Form 3290A
Rev. 07/08 T IMeh-l p Venhication docuiment o SBRC approved temonal aeont shonld be ectamed tor vadn Parposes as weldl (85TR P
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Numatic scrubber - Yoelkis Herrera

Numatic scrubber

Joseph J. Arcese ’j:}: } D

Mon 10/17/2016 10:45 AM

To.Yoelkis Herrera <yoelkis.herrera@browardschools.com>;

Cc:Bruce Norris <bruce.norris@browardschools.com>; Ali Arcese <ali.arcese@browardschools.com>;

PPWOO8BAA WOO0BA_6.4 *** WORK ORDER PLAN/COSTS INQUIRY *** 17 OCT 16 10:42:57

WORK ORDER NUMBER: JW31336 WORK ORDER STATUS: 06
LOC/EQUIP FUNCT :S3661G SUNSET LAKES ELE- APPLIANCES (W)
ASSET NUMBER  :53661G 18400 SW 25 AVE MIRAMAR FL 33025

DESCRIPTION  : RPR/RPLC PNEUMATIC FLOOR SCRUBBER,
S#022800092, NOT CHARGING, PICKING UP WATER AND RPR WHEELS,
F#121 (BLDG# 1). SEE:HERRERA, Y/HC 323-7650

PARENT LOC/FUNCT : S 3661 CHG CODE OR REQ# : 8533661003

COST CENTER  : 3661 SCHED COMP DATE :30JUN 16 X 0//9/’)/)0/d(;7’g;
BACKLOG CODE : DMSA ORIGINATOR  : HERRERA, YOELKIS
APPROVED BY  :PDN1 EXPENSE CLASS : 3

PRIORITY CODE : 03 BLANKETWO  :N

OUT OF SERV (Y/N): N PREVIOUS EXP CLS : N

CONDITION MONITOR: N PERMIT NUMBER : AM-3661-16

WO USER FIELD 1 : WO USER FIELD 3 :

WO AFE NUMBER : WO AUTHORIZED CST: 0

EQUIPMENT CLASS : G REPRINT WO/SUSPND: N

PM WORK ORDER : N DURATION : 0.00

BACKLOG RECD DATE: 30 JUN 16 COPIED JOB PLAN :SJD0363

LAST ACTIVITY : 02 AUG 16 COMPLETION DATE :

. 1ST/NEXT SCR PAD . EVENTS . ANOTHER . WO INQUIRY MENU

. WORK ORDER COST . MATERIAL .EVENT COST . EVENT LABOR COST

Page 1 of 1

HELP 2=ST10 3=ST42 4=WQ004 5=WO015 6=W006 7=WO007 8=WO008 9=P048 10=W022 NEXT MENU

Joseph Arcese
District Small Appliance Foreman
754-321-4370

https://outlook.office365.com/owa/?viewmodel=ReadMessageltem&ltemD=AAMKAD...
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THE SCHOOL BOARD OF BROWARD COUNTY, FLORIDA

Sunsel Lakes Elementary

Moy { b s Prewaga! SCHOOL BOARD
A Chair ONNA P KORN
. P Chair e ROSALIND OSGOOD
pai MAURFEN S, DINNIN
B PATRICIA GOOD
JENNIFER TEONARD GOTTLHB,
FAURIE RICHT LEVINSON
NORA RUPLERT
DANVID THONAS, NBC )
Raobart Runcie
Supermendent of Sehools
December 15,2014
TO:
Office of the Chiel Auditor -
FROM: Mr. Marc Charpenticr, Principal ({'\_A//
Sunset Lakes Elementary
SUBJECT: PROPERTY AUDIT (12/1/2014)
SUNSET LAKES ELEMENTARY
This memo serves as a responsc to the December 1, 2014 Property and Inventory Audit conducted at Sunsct

Lakes Elementary. Listed below you will find the results of the Property Audit Missing List Report.

BP1 Description Serial Number Room Number

A09-83248 Computer, Apple Macbook 4585103W67C Surplus on 10/31/13

08-05440 Macbook 13/2.0/2x512/combo WS87396IRZ5V Fishit 445

04-15857 Apple Ibook G4W/CD-RWDVD UV405HI9PGZ Surplus on 10/31/13

03-19995 Apple Desktop IMac G4 W/17 QP31000EENHX Surplus on 10/31/13

03-10995 Computer Mac EMac G4 (G823244GN2C Surplus on 03/31/14

03-10958 Computer Mac IMac G4 QT2327ZFIMLQ Fish #135

03-09670 LapTop Mac 1Book @BZJEM\) Surplus on 10/31/13  <—# |
4588550YB3VY never on inventory

The following items are missing: 1Laptop Computer-Mac 1Book (UV23ZM3N65), and Printer for
Computer Lexmark, 9904L WV were reported to the Miramar Police Department. The report will
accompany this memo.

Feel free to contact me via email or by telephone 754-323-7650 if you have any questions.

Transforning Fducation: One Student at A Time
Broward County Public Schools s An Equal Opporamitybagual Access Employer
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Apple - Support - Check You...ervice and Support Coverage 12/17/14 4:06 PN

Check Your Service and Support Coverac

Review your Apple warranty status and eligibility for support and extended cove

Enter your hardware serial humber:

)

UV2327Q8N65 § Continue

Werre sorry, buc this serial number is not valid. Please chock YOLIT intormation o

Finding your serial number is easy. See how.
This number on s plus Lot doe= po+t

CK 1‘5% DShou lcd  be C) Z ansSteao of G 7.

https://selfsolve.apple.com/wcResults.do Page 1 of 2
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Re: Inventory Audit - EI M. Doha Page 1 of 3

Re: Inventory Audit

El M. Doha

Fri 09/30/2016 08:38 AM

To:Kent M. Jerding <kent jerding@browardschools.com>;

Ce:Bruce Norris <bruce.norris@browardschools.coms; Ali Arcese <ali.arcese@browardschools.coms: Brian E. Little
<brian littte@browardschools.com>; Julio E. Gonzalez <julio.gonzalez@browardschools.com>: Brenda L. Akins
<brenda.akins@browardschools.com>;

T attachments (22 KB)

ASSET LIST Sunset Lakes EL (El M. Doha).xlsx;

From: Kent M. Jerding

Sent: Thursday, September 29, 2016 08:58 AM

To: Marc D. Charpentier

Cc: Bruce Norris; Ali Arcese; EI M. Doha; Sylvia Correa; Brian E. Little; Julio E. Gonzalez; Brenda L. Akins
Subject: Inventory Audit

Good Morning All,

It has been brought to my attention that Sunset Lakes El has had a recent audit. There are
some discrepancies regarding laptop carts and devices. I have attached the following to try to
explain what was found during scanning process for direct vendor pickup:

Page 1: Email I sent regarding discrepancies with BPI VS Serial numbers found in the Property
& Inventory Master Record, against original submitted 3290A form.

Page 2: Copy of original 3290A form submitted.

Page 3: Copy of Property & Inventory Master Record showing correct BPI# 09-11915 with
SN# 200904160010 listed on 3661 inventory.

Page 4: Copy of Property & Inventory Master Record showing correct BPI# R09-83425 with
SN# 200906120006 listed on 3661 inventory.

Page 5: Copy of 3290A form I generated to correct original 3290A submitted. This new signed
3290A form was given to B-Stock for pickup.

Page 6: Copy of transfer ticket # 26872, showing pickup of 9 laptop carts from Sunset Lakes
EL on 9/1/2016.

*Note: SN# 200904130006 was recorded on ariginal 3290A forrm, and listed on 3290A 1
generated. Per Bruce Norris, the serial number missing is 20090413C006, BPI#R09-83424 may
have been recorded incorrectly. We inspected all carts but, could not find any spec plates or
writings on carts to identify. I only generated the 3290A by information provided to me by the
schools original 3290A forms submitted. I do not have access to schools PNI811, only Property

https://outlook.office.com/owa/?viewmodel=Read®essageltem&ItemID=AAMKADIZD... 10/18/2016



Re: Inventory Audit - El M. Doha Page 2 of 3

& Inventory Master, which I can check serial numbers, and BPI numbers for verification. SN#
200904130006 did not show on inventory anywhere in district but, I still included on new form
generated

I have also attached final scan list. I entered serial numbers of devices with discrepancies,
and found 4 that were scanned and removed (see bottom of scan list, duplicates highlight in
pink) but, wrong BPI were attached to the serial numbers on original 3290A forms. One item
missing was not scanned.

I do want to remind everyone, when we are doing this scanning process, IT IS NOT A
BROWARD COUNTY SCHOOL DOCUMENT. This is sent to vendor for verification reasons, and
to insure proper payment from vendor for surplus picked up ONLY. Schools will get a copy of
this scan list to verify against 3290A forms. If any discrepancies are found by school, we allow
/72 hours, per process (attached), to notify after pickup date, to correct forms before being
submitted to Capital. I was informed all forms were correct, and submitted to Capital Assets
on 9/13/2016. It is NOT my responsibility to verify ANYTHING. I try to assist schools
when I see errors (example, laptop cart with same BPI with 3 different serial numbers). As far
as serial numbers not matching correct BPI numbers on original 3290A forms submitted, there
is nothing that I can do to assist the school in this situation. Please let me know if you have
any questions.

Thank You,

Kent Jerding

Surplus Facilitator

Procurement & Warehousing Services
6501 NW 15" Ave.

Ft. Lauderdale, FL 33309
P:754-321-2880 C: 954-684-8406
Kent.jerding@browardschools.com

Tstgblihad 1915

2 5 |
"‘”}f B R O WA R D ‘ Educatling Today's Sludents {o

¥ bﬁw County Public Schools | Succeed in Tomorrow's World

Under Florida law, e-mail addresses, and all forms of communications, including e-mail communications, made or received in
connection with the transaction of School Board business are public records, which must be retained as required by law and must
be disclosed upon receipt of a public records request, except as may be excluded by federatl or state laws. If you do not want
your e-mail address released in response to a public records request, do not send electronic mail to this entity. Instead, contact

this office by phone.

The School Board of Broward County, Florida expressly prohibits bullying, including cyberbullying, by or towards any student or

employee. See Policy 5.9: Anti-Bullying for additional information.

httns://outlook.of'ﬁce.com/owa/?viewmodel:ReachessageItem&'ItemIDZAAMkADI 1i7D... 10/18/2016
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SECTION V:
Supplemental Information




The 2016 Florida Statutes

Title XVIII
PUBLIC LANDS AND TANGIBLE PERSONAL PROPERTY OWNED BY LOCAL
PROPERTY GOVERNMENTS

CHAPTER 274
TANGIBLE PERSONAL PROPERTY OWNED BY LOCAL GOVERNMENTS

274.1 Definitions.

274.2  Record and inventory of certain property.
274.3  Property supervision and control.

274.4  Property acquisition.

274.5  Surplus property.

274.6  Alternative procedure.

274.7  Authorizing and recording the disposal of property.
274.8  Penalty.

274.9  Construction.

274.10 Initiation of act.

274.11 County health department property.
274.12 Special districts subject to chapter.

274.1 Definitions.-The following words as used in this act have the meanings set forth in the below
subsections, unless a different meaning is required by the context:

(1) "Governmental unit" means the governing board, commission or authority of a county or taxing district of the
state or the sheriff of the county.

(2) "Custodian" means the person to whom the custody of county or district property has been delegated by the
governmental unit.

(3) "Property" means all tangible personal property, owned by a governmental unit, of a nonconsumable nature.

(4) "Fiscal year" means the governmental unit's fiscal y ear established pursuant to law; otherwise, it means the

calendar year.
History.-s. 1, ch. 59-163; s. 1, ch. 61-102.

274.2 Record and inventory of certain property.-

(1) The word "property" as used in this section means fixtures and other tangible personal property of a
nonconsumable nature.

(2) The Chief Financial Officer shall establish by rule the requirements for the recording of property and for the

periodic review of property for inventory purposes.

History.-s. 2, ch. 59-163; s. 8, ch. 69-82; s. 1, ch. 73-87; s. 5, ch. 82-104; s. 1, ch. 88-53; s. 5, ch. 96-209; s. 2, ch. 2004-296; s. 41, ch.
2006-122.

274.3 Property supervision and control.-A governmental unit shall be primarily responsible for the
supervision and control of its property but may delegate to a custodian its use and immediate control and may require
custody receipts. A governmental unit may assign to or withdraw from a custodian the custody of any of its property at any
time; provided, that if the custodian is an officer elected by the people or appointed by the

http://www.leg.state.fl.us/Statutes/index.cfm?App_mode=Display_Statute& URL=0200-0299/0274/0274.html 1/3
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Governor, the property may not be withdrawn from the officer's custody without his or her consent. Each custodian
shall be responsible to the governmental unit for the safekeeping and proper use of the property entrusted to his or
her care. If the custodian is not a bonded officer, the governmental unit may require from the custodian a bond
conditioned upon such safekeeping and proper use. In each county the sheriff shall be the custodian of the property

of the office of sheriff.
History.- s. 3, ch. 59-163; s. 2, ch. 61-102; s. 186 , ch. 95-148 .

274.4 Property acquisition.-Whenever acquiring property, the governmental unit may pay the purchase
price in full or may exchange property with the seller as a trade-in and apply the exchange allowance to the cost of
the property acquired. If, whenever acquiring property, the governmental unit may best serve the interests of the
county or district by outright sale of the property to be replaced, rather than by exchange as a trade-in, it may make
the sale in amanner otherwise prescribed in this act for the disposal of property. The receipts from the sale may be
treated as a current refund if the property to be acquired shall be contracted for within the same fiscal year of the

governmental unitin which the property soldis disposed of.
History.- s. 4, ch. 59-16 3.

274.5 Surplus property.-A governmental unit shall have discretion to classify as surplus any of its property,
which property is not otherwise lawfully disposed of, that is obsolete or the continued use of which is uneconomical
or inefficient, or which serves no useful funct ion. Within the reasonable exercise of its discretion and having
consideration for the best interests of the county or district, the value and condition of property classified as surplus,
and the probability of such property's being desired by the prospective bidder or donee to whom offered, the
governmental unit may off er surplus property to other governmental units in the county or district for sale or
donation or may offer the property to private nonprofit agencies as defined ins. 273.01(3) by sale or donation. If the
surplus property is offered for sale and no acceptable bid is received within a reasonable time, the governmental unit
shall offer such property to such other governmental units or private nonprofit agencies as determined by the
governmental units on the basis of the foregoing cri teri a. Such offer shall disclose the value and condition of the
property. The best bid shall be accepted by the governmental unit offering such surplus property. The cost of
transferring the property shall be paid by the governmental unit or the private nonprofit agency purchasing or

receiving the donation of the surplus property.
History.- s. 5, ch. 59-163; s. 21, ch. 94-226; s. 6, ch. 96-209; s. 1, ch. 96-236 .

274.6 Alternative procedure.-Having consideration for the best interests of the county or district, a
governmental unit's property that is obsolete or the continued use of which is uneconomical or inefficient, or which
serves no useful function , which property is not otherwise lawfully disposed of, may be disposed of for value to any
person, or may be disposed of for value without bids to the state, to any governmental unit, or to any political
subdivision as defined in s. 1.01, or if the property is without commercial value it may be donated, destroyed, or
abandoned. The determination of property to be disposed of by a governmental unit pursuant to this section instead
of pursuant to other provisions of law shall be at the election of such governmental unit in the reasonable exercise of
its discreti on. Prope rty, the value of which the governmental unit estimates to be under $5,000, may be disposed of
in the most efficient and cost-effective means as determined by the governmental unit. Any sale of property the
value of which the governmental unit estimates to be $5,000 or more shall be sold only to the highest responsible
bidder, or by public auction, after publication of notice not less than 1 week nor more than 2 weeks prior to sale in a
newspaper having a general circulation in the county or district in which is located the official office of the
governmental unit, and in additional newspapers if in the judgment of the governmental unit the best interests of the
county or district will better be served by the additional notices; provided that nothing herein contained shall be
construed to require the sheriff of a county to advertise the sale of miscellaneous contraband of an estimated value

of less than $5,000.
History.- s. 6, ch. 59-163; s. 22, ch. 94-226; s. 7, ch. 96-209.

274.7 Authorizing and recording the disposal of property.-Authority for thedisposal of property shall be
recorded in the minutes of the governmental unit. The disposal of property within the purview of s. 274.02 shall be
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recorded in the records required by that section.
History.- s. 7, ch. 59-163.

274.8 Penalty.-Any person who violates any provision of this act or any rule prescribed pursuant to its
authority shall be guilty of a misdemeanor of the second degree, punishable as provided ins. 775.082 ors. 775.083.
History.- s. 8, ch. 59-163; s. 158, ch. 71-136.

274.9 Construction.-The provisions of this act shall be liberally interpreted to be cumulative and
supplementary to any general, special or local law, heretofore or hereafter enacted.
History.- s. 10, ch. 59-163 .

274.10 Initiation of act.-This act shall govern the administration of the property of each governmental unit
from the beginning of such governmental unit's fiscal year next succeeding Niay 28, 1959.
History.- s. 11, ch. 59-163 .

274.11 County health department property.- Title to property purchased by county health departments establi
shed pursuant to the provisions of chapter 154, whether purchased with federal, state or county funds, or any combination
thereof, shall be vested in the board of county commissioners of the county where said county health department is

located and shall be accounted for in accordance with the provisions of this chapter.
History.- s. 1, ch. 61-46.

274.12 Special districts subject to chapter.-Every special district governed by the provisions of this act shall

comply with the provisions of this chapter.
History.- s. 12, ch. 79-183; s. 3, ch. 2004-296.
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CHAPTER 691-73
Tangible Personal Property Owned by Local Governments

691-73.001 Definitions.

691-73.002 Threshold for Recording Property.
691-73.003 Recording of Property.
691-73.004 Marking of Property Records.
691-73.005 Disposition of Property.
691-73.006 Inventory of Property.

691-73.001_Definitions.

(1) “Control Accounts” means summary accounts designed to control accountability for individual property records. Unlike
individual property records which establish accountability for particular items of property, control accounts accumulate the total cost
or value of the custodian’s property and, through entries to the control accounts documenting acquisitions, transfers and dispositions,
provide evidence of the change in that total cost or value over periods of time as well as the total cost or value at any time.

(2) “Cost” means acquisition or procurement cost (i.e., invoice price plus freight and installation charges less discounts). In
determining cost, the value of property exchanged by the custodian in satisfaction of a portion of the purchase price of new property
shall not be deducted from the full purchase price regardless of any property “traded in” on the new property.

(3) “Custodian” has the meaning set forth in Section 274.01(2), F.S.

(4) “Custodian’s Delegate” means a person acting under the supervision of the custodian to whom the custody of property has
been delegated by the custodian and, from whom the custodian receives custody receipts.

(5) “Data Processing Software” has the meaning set forth in Section 119.011(6), F.S. Data processing software is not considered
to be property within the meaning of these rules.

(6) “Depreciated Cost” means cost less accumulated depreciation.

(7) “Financial System” means the fund accounting process used by the local government for recording cash and other financial
resources, expenditures and other financial uses, together with all related liabilities and residual equities or balances.

(8) “Fiscal Year” means the governmental unit’s fiscal year established pursuant to law.

(9) “Governmental Unit” has the meaning set forth in Section 274.01(1), F.S.

(10) “Identification Number” means a unique number assigned and affixed to each item of property to identify it as property
held by the custodian and for the purpose of differentiating one item of property from another.

(11) “Property” has the meaning set forth in Section 274.02(1), F.S.

(12) “Unaccounted for Property” means property held by a custodian, subject to the accountability provisions of Section 274.03,
F.S., which cannot be physically located by the custodian or custodian’s delegate, which property has not been otherwise lawfully
disposed of.

(13) “Value” means the worth or fair market value at the date of acquisitions for donated property.

Specific Authority 274.02 FS. Law Implemented 274.01, 274.02 FS. History—New 3-25-08.

691-73.002_Threshold for Recording Property.
All property with a value or cost of $1,000 or more and a projected useful life of 1 year or more shall be recorded in the local
government’s financial system as property for inventory purposes.

Specific Authority 274.02 FS. Law Implemented 274.02 FS. History—New 3-25-08.

691-73.003_Recording of Property.

(1) Maintenance of Property Records — Governmental units shall maintain adequate records of property in their custody. The
records shall contain at a minimum, the information required by these rules.

(2) Individual Records Required for Each Property Item — Each item of property shall be accounted for in a separate property
record. Related individual items which constitute a single functional system may be designated as a property group. A property
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group may be accounted for in one record if the component items are separately identified within the record. Examples of property
items subject to group accountability include, but are not limited to, modular furniture, computer components, book sets, and similar
association of items. All property group items, the total value or cost of which is equal to or greater than $1,000 shall be inventoried
under this rule.

(3) Content of Individual Property Records — Each property record shall include the following information:

(a) Identification number.

(b) Description of item or items.

(c) Physical location (the city, county, address or building name, and room number therein).

(d) Name of custodian with assigned responsibility for the item.

(e) In the case of a property group, the number and description of the component items comprising the group.

(f) Name, make or manufacturer if applicable.

(9) Year and/or model(s) if applicable.

(h) Manufacturer’s serial number(s) if any, and if an automobile, vehicle identification number (VIN) and title certificate
number if applicable.

(i) Date acquired.

(j) Cost or value at the date of acquisition for the item or the identified component parts thereof. When the historical cost of the
purchased property is not practicably determinable, the estimated historical cost of the item shall be determined by appropriate
methods and recorded. Estimated historical costs shall be identified in the record and the basis of determination established in the
governmental unit’s public records. The basis of valuation for property items constructed by personnel of the governmental unit
shall be the costs of material, direct labor and overhead costs identifiable to the project. Donated items, including federal surplus
tangible personal property, shall be valued at fair market value at the date of acquisition. Regardless of acquisition method, the cost
or value of a property item shall include ancillary charges necessary to place the asset into its intended location and condition for
use. Ancillary charges include expenditures that are directly attributable to asset acquisition, such as freight and transportation
charges, installation costs and professional fees.

(k) Method of acquisition and, for purchased items, the voucher and check or warrant number.

(I) Date the item was last physically inventoried and the condition of the item at that date.

(m) If disposed of, the information prescribed in Rule 691-73.005, F.A.C.

(n) The local government may include any other information on the individual property record that the governmental unit may
care to include.

(4) Control Accounts — A governmental unit-wide control account showing the total cost or value of the custodian’s property
shall be maintained. A governmental unit may keep additional control accounts for property to the extent deemed necessary for
different funds or sub-funds. Control accounts shall not be established by periodically summarizing the costs or values recorded on
the individual property records. Rather, entries to control accounts shall be derived from documents evidencing transactions
affecting the acquisition, transfer or disposition of property items and shall be posted contemporaneously with entries to the
individual property records.

(5) Depreciation shall be recorded to meet local governments’ financial reporting requirements relating to depreciation
accounting. However, depreciation shall not be recorded on the individual property records or in control accounts in such a manner
as to reduce the recorded acquisition cost or value (i.e., depreciation shall be recorded as an item separate from the acquisition cost).

Specific Authority 274.02 FS. Law Implemented 274.02 FS. History—New 3-25-08.

691-73.004 Marking of Property Records.

(1) Marking of Property — Each property item shall be permanently marked with the identification number assigned to that item
to establish its identity and ownership by the governmental unit holding title to the item. The marking shall visually display the
property identification number of the item and may include an electronic scanning code (“barcode”) to facilitate electronic inventory
procedures.

(2) Exemptions for Marking Property — Any item of property whose value or utility would be significantly impaired by the
attachment or inscription of the property identification number, is exempt from the requirement for physical marking. However, the
custodian’s property records shall contain sufficient descriptive data to permit positive identification of such items.
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(3) Location of Marking — Items of a similar nature shall be marked in a similar manner to facilitate identification. In
determining a marking location, careful consideration shall be given to the intended use of the items; the probability that the marking
could be obliterated by wear, vandalism or routine maintenance functions; and, the appropriateness of the marking method chosen.
Additionally, the location of the marking and the marking method chosen shall not mar the appearance of the item. When utilizing
an electronic scanning format system, electronic codes shall be placed on property in the same manner as other markings specified in
this section.

Specific Authority 274.02 FS. Law Implemented 274.02 FS. History—New 3-25-08.

691-73.005 Disposition of Property.

(1) Methods of Disposition — Property within the meaning of these rules may be lawfully disposed of, as provided in Sections
274.05, 274.06 and 274.07, F.S. Property of the governmental unit which is not accounted for during regular or special inventories
shall be subject to the rules regarding unaccounted for property (See Rule 691-73.006, F.A.C.).

(2) Required Information — The following information shall be recorded on the individual property record for each item lawfully
disposed of, pursuant to Sections 274.05, 274.06 or 274.07, F.S.:

(a) Date of disposition.

(b) Authority for disposition (resolution of the governing body properly recorded in the minutes as required by Section 274.07,
F.S.).

(c) Manner of disposition (sold, donated, transferred, cannibalized, scrapped, destroyed, traded).

(d) Identity of the employee(s) witnessing the disposition, if cannibalized, scrapped or destroyed.

(e) For items disposed of, a notation identifying any related transactions (such as receipt for sale of the item, insurance recovery,
trade-in).

(f) For property certified as surplus, reference to documentation evidencing that such property was disposed of in the manner
prescribed by Section 274.05 or 274.06, F.S.

(3) Transfer of Property Records — The individual property record for each item lawfully disposed of as described in this rule
shall be, upon disposition of the item, transferred to a disposed property file. Destruction of such records shall be governed by the
provisions of Chapter 119, F.S.

(4) Control Account — The cost or value of items lawfully disposed of shall be removed from the control account at the time of
disposition.

Specific Authority 274.02 FS. Law Implemented 274.02 FS. History—New 3-25-08.

691-73.006 Inventory of Property.

(1) Physical Inventory Required — Each governmental unit shall ensure a complete physical inventory of all property is taken
annually and whenever there is a change of custodian or change of custodian’s delegate.

(2) Inventory Forms — The form used to record the physical inventory pursuant to Section 274.02(2), F.S., shall be at the
discretion of the governmental unit. However, the form shall display at a minimum for each property item, the following
information:

(a) Date of inventory.

(b) Identification number.

(c) Existence of property item (or not).

(d) Physical location (the city, county, address or building name and room number therein).

(e) Present physical condition.

(f) Name and signature of the employee or other individual attesting to the existence of the item.

(9) In the case of a property group, the number and description of the component items comprising the group.

(3) Electronic scanning format used for the identification number is acceptable only if the recorded data is downloadable to a
computer and can then be used to generate reports that will include all information required on the hardcopy inventory form.

(4) Unrecorded Property — Any property item found during the conduct of an inventory which meets the requirements for
accounting and control as defined in Rule 691-71.003, F.A.C., and which item is not included on the inventory forms described
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above, shall have an inventory form created for the item when located. After appropriate investigation to establish the ownership of
the item, it shall be added to the governmental unit’s property records or, if ownership cannot be reasonably established, the item
may be disposed of in the manner provided by law as applicable to surplus property, pursuant to Section 274.05 and 274.06, F.S.

(5) Custodian Delegate Shall Not Inventory Certain Items — The custodian delegate shall not personally inventory items for
which they are responsible.

(6) Reconciliation of Inventory to Property Records — Upon completion of a physical inventory:

(a) The data listed on the inventory forms shall be compared with the individual property records. Noted differences such as
location, condition and custodian shall be investigated and corrected as appropriate or alternatively, the item shall be relocated to its
assigned location and custodian in the individual property record.

(b) Items not located during the inventory process shall be promptly reported to the governmental unit which shall cause a
thorough investigation to be made. If the investigation determines that the item was stolen, the individual property record shall be so
noted, and a report filed with the appropriate law enforcement agency describing the missing item and the circumstances
surrounding its disappearance.

(7) Unaccounted for Property — For items identified as unaccounted for and reported to the State’s Chief Financial Officer,
recording of the items as dispositions, or otherwise removing of the items from the property records, shall be subjected to approval
of the State’s Chief Financial Officer, as provided in Section 17.041, F.S., and Rule 691-71.003, F.A.C.

Specific Authority 274.02 FS. Law Implemented 274.02 FS. History—New 3-25-08.
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