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PROPERTY AUDIT REPORT 

 

AUTHORIZATION 

 

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

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

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

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

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

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

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

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

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

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

Chief Auditor’s Property Audits Division.” 
 

SCOPE, OBJECTIVES AND METHODOLOGY 

 

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

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

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

disposition may include: 

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

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

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

District forms, 

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

District forms,  

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

forms. 

 

Compliance 

 

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

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

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

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

Section III of this report. 
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Property Control Structure 

 

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

 

 internal property control structure established by the administration. 

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

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

the safeguarding of assets. 

 

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

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

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

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

control weaknesses are noted in Section I and Section III of this internal property audit report. 

 

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

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

 

Property Audit Exceptions 

 

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

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

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

Chief Auditor (OCA) has used the following table, provided by the Director of Accounting & 

Financial Reporting Department-Capital Assets (AFRD-CA), to determine the total accumulated 

depreciation of assets which have not been accounted for. 

 

 Computers, Printers  5 Years 

 Band Instruments   7 Years 

 Office Equipment   5 – 20 Years 

 Audio/Visual Equipment  6 – 8 Years 

 Vocational Equipment  7 – 20 Years 

 Other    From 5 to 20 Years 

 

 

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

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

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

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

$1,000.  The District administration requires follow-up verification of all items not accounted for 

during the physical audit with a historical cost of $1,000 or more. Subsequently, location 

administrators must designate the location of recovered individual assets by room/fish number or 

demonstrate activity on the appropriate District approved forms. 
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Unaccounted / Found Items 

 

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

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

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

item is located and reactivated by Accounting & Financial Reporting Department-Capital Assets 

(AFRD-CA).  If the item is not reactivated after two years, the item(s) is removed from the 

location’s active list of property records. 

 

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

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

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

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

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

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

forward a 03290 Equipment Acquisition Form signed by the property custodian with invoices or 

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

Capital Assets database.   

 

Summary of Property and Inventory Review for Fiscal Year 2015-16 

The following report discloses the audits for 29 schools and 25 departments.  These audits were 

finalized between June 10, 2015 and August 1, 2015.  A summary of this report notes that: 

 

 For the 54 locations, 32,676 items were listed in the property records at a historical cost of 

$144,900,427. 

 

 For the 54 locations included in this report, a total of 194 items could not be accounted 

for with a historical cost of $855,472.   
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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  

June 10, 2015 and August 1, 2015.  For any location that received an exception, we have included a detailed 

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

 

 

Area 

 

Name 

 

Total Items 

 

Historical  

Cost 

 Items Not 

Accounted 

For (INAF) 

Historical  

Cost 

(INAF) 

 

No Exception/ 

Exception 

 

Page 

No. 

Dept 

9501 

Board  

Office 

51 $54,122 0 0 No Exception  

Dept 

9502 

General  

Counsel 

37 $67,191 0 0 No Exception  

Dept 
9511-9702 

Office of the 

Superintendent 

30 $62,140 0 0 No Exception  

Dept 
9512 

EEO/ADA 

Compliance 

33 $60,513 0 0 No Exception  

Dept 

9515 

Office of the 

Chief Strategy & 
Operations 

Officer 

9 $16,373 0 0 No Exception   

Dept 

9533-9535 

Athletics & 
Student 

Activities 

40 $94,837 0 0 No Exception  

Dept 

9606 

Facility Planning 

& Real Estate 

39 $83,552 0 0 No Exception  

Dept 

9613 

Material 

Logistics  
Vehicles 

12 $462,369 0 0 No Exception  

Dept 

9657 

Employee & 

Labor  
Relations 

25 $28,978 0 0 No Exception  

Dept 

9660 

Certification/ 
Incentives 

25 $38,404 0 0 No Exception  

Dept 

9711 

Risk 
Management 

80 $134,008 0 0 No Exception  

Sub Total 381 $1,102,487 0 0 11 No Exceptions  
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Area 

 

Name 

 

Total Items 

 

Historical  

Cost 

 Items Not 

Accounted 

For (INAF) 

Historical  

Cost 

(INAF) 

 

No Exception/ 

Exception 

 

Page 

No. 

Dept 

9721-9722-9724 

Student 
Transportation & 

Fleet Services 

2,763 $5,383,637 26 $54,677 
REPEAT  

Exception 
11-15 

Dept 

9961-9971-9981 
Buses, Fleet 

Vehicles & 

Heavy 
Equipment 

1,675 $94,619,949 49 
$628,899 

 
Exception 16-135 

Dept 

9775 

Office of the 

Chief Academic 
Officer 

9 $21,626 0 0 No Exception  

Dept 

9777 

Math, Science & 
Gifted 

99 $148,335 1 $1,099 No Exception  

Dept 
9781 

CTACE 
88 $192,202 0 0 No Exception  

Dept 

9788 

Innovative 
Learning 

& Arts 

64 $115,907 0 0 No Exception  

Dept 

9788 

Innovative 
Learning 

& Arts-Vehicles 

106 $1,454,128 0 0 No Exception  

Dept 

9790  

Before & After 
School  

Care 

45 $85,211 0 0 No Exception  

Dept 

9802 

Office of the 

Chief Portfolio 
Officer 

25 $59,206 0 0 No Exception  

Dept 
9817 

Bilingual/ 

ESOL 

138 $243,923 0 0 No Exception  

Dept 
9854 

Literacy 
66 $105,815 0 0 No Exception  

Dept 

9902 

Grants  
Administration 

16 $35,378 0 0 No Exception  

Dept 

9903 

Office of the 

Public 
Information  

Officer 

48 $74,673 0 0 No Exception  

Sub Total 5,142 $102,539,990 76 $684,675 
2 Exceptions 

11 No Exceptions 
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Area 

 

Name 

 

Total Items 

 

Historical  

Cost 

 Items Not 

Accounted 

For (INAF) 

Historical  

Cost 

(INAF) 

 

No Exception/ 

Exception 

 

Page 

No. 

Dept 

9904 

Marketing &  

Communications 

26 $39,194 0 0 No Exception  

School 
0101 
Dania 

Elementary 

494 $719,194 0 0 No Exception  

School 
0331 

Collins 

Elementary 

418 $679,525 2 $2,530 No Exception  

School 
0561 

Norcrest  

Elementary 

525 $759,919 1 $1,396 No Exception  

School 

0731 

Tropical  

Elementary 

829 $1,144,524 0 0 No Exception  

School 

0901  

Cresthaven  

Elementary 

446 $656,922 1 $1,100 No Exception  

School 
0931 
Peters 

Elementary 

399 $607,429 3 $4,268 No Exception  

School 

0971 

Boulevard 

Heights 
Elementary 

553 $792,583 1 $1,396 No Exception  

School 

1051 

Sheridan Tech 
College 

3,233 $6,200,259 4 $12,375 No Exception  

School 

1171 

Sunshine 
Elementary 

586 $1,003,816 3 $3,892 No Exception  

School 

1241 

Northeast 
High 

1,401 $1,885,658 10 $14,915 No Exception  

School 

1271 

Nova 

Eisenhower 
Elementary 

447 $668,982 2 $2,902 No Exception  

School 

1321 

Sheridan Park  
Elementary 

583 $818,728 1 $1,485 No Exception  

Sub Total 9,940 $15,976,733 28 $46,259 13 No Exceptions  
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Area 

 

Name 

 

Total Items 

 

Historical  

Cost 

 Items Not 

Accounted 

For (INAF) 

Historical  

Cost 

(INAF) 

 

No Exception/ 

Exception 

 

Page 

No. 

School 

1381 

Lauderhill Paul 
Turner 

Elementary 

672 $1,045,018 0 0 No Exception  

School 
1681 

Coconut Creek  

High 

1,547 $2,779,242 15 $26,229 No Exception  

School 
1841 

Mirror Lake  

Elementary 

479 $726,517 0 0 No Exception  

School 

1901  

Piper  

High 

2,304 $3,465,437 12 $18,001 No Exception  

School 

1931 

Cooper 
City  

High 

1,783 $3,041,664 7 $15,881 No Exception 

 

School 

2011 

Coral Cove 

Elementary 

647 $897,834 0 0 No Exception  

School 
2351 

South Plantation  

High 

1,595 $2,345,859 7 $8,734 No Exception  

School 

2741 

Maplewood 

Elementary 

625 $532,718 0 0 No Exception  

School 
2751 

Taravella  

High 

2,144 $2,324,953 16 $18,357 No Exception  

School 

2881 

Welleby  
Elementary 

495 $774,914 1 $2,770 No Exception  

School 

2891 

Riverglades 
Elementary 

576 $785,419 1 $1,396 No Exception  

School 

3121 

Quiet Waters 

Elementary 

779 $1,082,616 1 $1,466 No Exception  

School 

3171 

Park Trails 

Elementary 

569 $789,770 0 0 No Exception  

Sub Total 14,215 $20,591,961 60 $92,834 13 No Exceptions  
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Area 

 

Name 

 

Total Items 

 

Historical  

Cost 

 Items Not 

Accounted 

For (INAF) 

Historical  

Cost 

(INAF) 

 

No Exception/ 

Exception 

 

Page 

No. 

School 

3221 

Charles Drew 
Elementary 

351 $551,574 0 0 No Exception  

School 

3301 
Endeavour 

Primary 
Learning Center 

Elementary 

360 $569,531 0 0 No Exception  

School 

3751 

Dolphin Bay 
Elementary 

573 $912,348 0 0 No Exception  

School 
3861 

Coral Glades 

High 

1,714 $2,655,803 30 $31,704 Exception 136-143 

Sub Total 2,998 $4,689,256 30 $31,704 
1 Exception 

3 No Exceptions 
 

 

Sub Total  

This Page 
2,998 $4,689,256 30 $31,704 

1 Exception 

3 No Exceptions 
 

Sub Total  

Page 4 
381 $1,102,487 0 0 11 No Exceptions  

Sub Total  

Page 5 
5,142 $102,539,990 76 $684,675 

2 Exceptions 

11 No Exceptions 
 

Sub Total  

Page 6 
9,940 $15,976,733 28 $46,259 13 No Exceptions  

Sub Total  

Page 7 
14,215 $20,591,961 60 $92,834 13 No Exceptions  

TOTAL  32,676 $144,900,427 194 $855,472 

 

3 Exceptions 

51  No Exceptions 

 

 

 

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

Bryan Erhard          Gail Mouzon-Williams   Mark Magli 
Ivette Lima  

Bruce Norris       

Stephanie Ormsby      

Rhonda Schaefer 
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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 

9501 Board Office 

9502 General Counsel 

9511-9702 Office of the Superintendent 

9512 EEO/ADA Compliance 

9515 Office of the Chief Strategy & Operations Officer 

9533-9535 Athletics & Student Activities 

9606 Facility Planning & Real Estate 

9613 Material Logistics -Vehicles 

9657 Employee & Labor Relations 

9660 Certification/ Incentives 

9711 Risk Management 

9775 Office of the Chief Academic Officer 

9781 CTACE 

9788 Innovative Learning & Arts 

9790  Before & After School Care 

9802 Office of the Chief Portfolio Officer 

9817 Bilingual/ESOL 

9854 Literacy 

9902 Grants Administration 
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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 

9903 Office of the Public Information Officer 

9904 Marketing & Communications 

0101 Dania Elementary 

0731 Tropical Elementary 

1381 Lauderhill Paul Turner Elementary 

1841 Mirror Lake Elementary 

2011 Coral Cove Elementary 

2741 Maplewood Elementary 

3171 Park Trails Elementary 

3221 Charles Drew Elementary 

3301 Endeavour Primary Learning Center Elementary 

3751 Dolphin Bay Elementary 
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 Department Name: Student Transportation & Fleet Services 

 

Transportation Services 9721 

    Vehicle Maintenance   9722 

    Pupil Transportation   9724 

    

     

Director Name:  Ms. Pat Snell, Director  

     

Address:   3831 NW 10th Avenue 

Ft. Lauderdale, Florida 33309 

 

CURRENT Transportation Property Audit by Division FY 2015-2016 

DEPT Total Items Total Value 
Total 

Unaccounted for 

Total Value 

Unaccounted for 

Transportation  

Services 

9721 

32 $65,074 0 0 

Vehicle  

Maintenance 

9722 

1,788 $3,942,606 7 $10,886 

Pupil  

Transportation 

9724 

734 $1,375,957 19 $43,791 

New-Found 

 Items  
209 

These items were located by OCA staff during the physical inventory of 

STFS facilities and work areas.  The items must be adequately supported 

to certify the purchase value.  Equipment Acquisition Forms are needed 

for items with a historical value exceeding $1,000.  At a minimum, all 

other lower valued items should be added to the department’s internal 

tracking database. 

Total  2,763 $5,383,637 26 $54,677 

PRIOR Transportation Property Audit by Division FY 2012-2013 & 2010-2011 

2012-2013 

Total  
3,262 $5,787,982 78 $139,673 

2010-2011 

Total  
4,755 $8,346,688 275 $1,080,742 

 

As a result of the prior audit, the Office of the Chief Auditor recommended that the 

assets be segregated and tracked by the terminal designation, equipment type and  
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(Student Transportation & Fleet Services continued) 

staff assignment along with the standard asset detail information (BPI, Description 

with Model #, Serial #, etc.) to ensure a more accurate method of tracking and 

compliance among the staff.  Ms. Snell was not the director at the time the prior 

audit was conducted. 

 
Management’s Response (Prior Audit Report-March 2013) 

The Student Transportation & Fleet Services Department (STFS) is currently 
implementing several strategic initiatives aimed at improving operational 
effectiveness and efficiencies. One of these initiatives involves transitioning the 
transportation terminals into individual cost centers and amending the terminal 
manager job description to reflect enhanced budgetary and fiscal performance 
responsibilities. Management will extend the cost center model to include asset 
control functions.  STFS will work with the Budget and Accounting & Financial 
Reporting Capital Assets Departments to create unique location numbers for 
each terminal and distribute the existing property records to the respective 
terminal location number. 
 
This will be completed by the start of the 2013-2014 school year.  In the meantime, 
STFS. 
 
STFS will create a subsidiary database to account for the physical location of 
each asset.  Assets will be assigned to individual terminal locations and staff.  
STFS staff will use this database to conduct all future semi-annual inventories 
until the cost center model is fully implemented. 
 

It is still recommended that the assets be segregated and realigned for consistency.  

In several instances, equipment was not identified as missing by the immediate 

staff.  During a periodic review conducted by an individual staff member(s), 

several items were identified as lost. No record of an authorized removal or 

credible record of final disposition could be substantiated.  Due to the logistical 

demands of this department, it would be more efficient to share oversight, control 

and monitoring of the equipment with the established terminal and/or department 

staff as previously proposed. 

Conducting Self Inventories  

All locations are minimally required to conduct semi-annual inventories to ensure 

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

includes the high-risk property items maintained within the secondary database 

established by the location. 

 

The location will request an electronic copy of its PNI 811 report from ETS 

Production. 
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(Student Transportation & Fleet Services continued) 

Appropriate staff will physically verify that each property item listed on the PNI 

811 report is accounted for on premises or there is a current Property Pass 

executed for tangible personal property assigned to individuals (Business Practice 

Bulletin O-100). 

 

The OCA suggests a “hands on all” item reconciliation be completed at all 

departments to ensure an accurate physical accounting of site designated assets by 

the staff as often as needed. 

 

Errors should be identified and submitted for correction by the designated school 

staff.  If errors are identified, the proper support paperwork, invoices and/or forms 

should be forwarded to the Accounting & Financial Reporting Department-Capital 

Assets for record modification.  Some informational errors involving the failure to 

properly execute the Goods Receipt process for new purchases were identified by 

the Inventory Audit Specialist prior to the start of the audit.  The errors should 

have been identified during self-performed inventories or quarterly record 

information reviews.   

 

All staff members should be made aware of the best practices for securing 

equipment and preventing loss/theft. Equipment should be designated to 

individuals or team staff members who are requested to oversee the equipment and 

immediately report a theft to the appropriate administration in a timely manner. 

Any items that have been deemed stolen/missing that are recovered or relocated 

during internal self-audits must be communicated to the Accounting & Financial 

Reporting Department for reactivation in the Master File of Assets. 

 

Purchasing Tangible Personal Property 

All non-consumable tangible personal property with a unit value of $1,000 or 

greater must be ordered through the District’s Purchasing system utilizing 

appropriate coding. 

 

It shall be the responsibility of the Accounting & Financial Reporting Department 

- Capital Assets to maintain the District’s Master File of Capital Assets database 

(for tangible personal property valued at $1,000 or more) and amend property 

records based on the submittal of appropriate documentation in accordance with 

Business Practice Bulletin O-100. 

 

It is imperative for the department to ensure that new purchases are accurately 

coded and designated to the proper department number with all the necessary  
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(Student Transportation & Fleet Services continued) 

 

manufacturer’s information such as serial number, detailed description and other 

important identifying attributes included.  No new assets should be received in the  

SAP purchasing system without all the required information being physically 

verified.  Also, no assets should be assigned to a building location number in the 

Master File of Assets.  If inconsistencies or errors are identified, an action should 

be taken by staff to correct the errors or inaccuracies immediately.  Optispool 

Asset Reports (954 A, B & C) and alert notifications are perpetually sent to the 

entire District identifying modifications to the Master File of Assets.   

 

If an error is not detected at the time of the alert, it should still be discovered 

during the minimally required semi-annual inventories and submitted for 

correction.  When errors are identified, the proper support paperwork, invoices 

and/or forms should be forwarded to the Accounting & Financial Reporting 

Department-Capital Assets for record modification.   

 

Two hundred eleven (211) items were located at the department’s locations during 

the 2014-15 property audit which were not captured by Accounting and Financial 

Reporting or reported by the department’s staff for addition to the Master File of 

Assets as required.   Failure to have these items recorded is in direct conflict with 

the prescribed guidance provided by both state and district requirements for 

tracking and monitoring fixed tangible assets. This is a repeat concern.  Items that 

were identified as “New Found Items” must be tracked to see that they are added to 

the Master File of Assets database.   If the purchase value is certified to be less 

than $1,000, the items should still be added to the site’s secondary tracking 

database and secured accordingly.  Support documentation should be maintained in 

the department’s property binder for future reference as needed. 
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THE SCHOOL BOARD OF BROWARD COUNTY, FLORIDA
The Office of the Chief Auditor

Property Division 
2014-15

BPI ITEM HISTORICAL 

NUMBER DESCRIPTION COST

1 09-80202 RADIO, MOTOROLA XTL1500 1,695.00$             

2 07-04561 MOTOROLA XTL 1500 MOBILE RADIO, 35 WATT/ 1,626.10$             

3 05-44648 RADIO, MOTOROLA MCS2000 800MHZ 1,692.90$             

4 04-10688 MOTOROLA MCS2000 MOBILE RADIO 1,692.90$             

5 03-16625 PRINTER, LEXMARK T520N 1,234.00$             

6 03-14698 COMPUTER, DELL G X 260D 1,095.00$             

7 98-25890 STORAGE CONTAINER, BROWN 1,850.00$             

8 13-02139 Synology Rack Station Nas 1,900.00$             

9 09-80678 RADIO, MOTOROLA XTS2500 2,825.00$             

10 05-27186 MOTOROLA XTS2500 PORTABLE RADIO 1,878.50$             

11 05-21611 PROJECTOR, HITACHI CP-X885 LCD 2,806.12$             

12 04-85036 APC 2200 UPS 1,299.00$             

13 04-19691 PRINTER, LEXMARK T630N B/W LASER 2 DRAWER 1,394.00$             

14 03-22790 X7500 MFP OPTION COMPATIBLE 7,183.00$             

15 03-20841 PRINTER, LEXMARK C750N 3,092.00$             

16 03-20840 PRINTER, LEXMARK W820N 4,913.00$             

17 01-80501 RADIO, MOTOROLA MTS 2000 2,197.95$             

18 99-03338 MACHINE, FAX 1,101.43$             

19 97-55143 PRINTER, HEWLETT LASERJET 5M 1,560.00$             

20 97-12305 LAMINATOR, 25" TABLE TOP 1" CORE 1,295.00$             

21 97-10443 RADIO, MOTOROLA MCS2000 800 MHZ 1,637.00$             

22 97-10405 RADIO, MOTOROLA MCS2000 800 MHZ 1,637.00$             

23 97-10392 RADIO, MOTOROLA MCS2000 800 MHZ 1,637.00$             

24 96-11075 RADIO, MOTOROLA 2-WAY RECEIVER TRANSMITT 1,637.00$             

25 96-10726 TESTER, BRAKE REFLEX 1,806.45$             

26 94-12798 RADIO PORT MOTOROLA MTS2000 H01UCD6PW1BN 1,991.50$             

54,676.85$      
51,865.42$      
2,811.43$        

Items not accounted for :     Vehicle Maintenance 9722

Total Historical Cost of Property unaccounted for as of May 18, 2015
[1]Total Accumulated Depreciation as of May 18, 2015

Net Value of Property considered to be unaccounted for as of  May 18, 2015

                                                             Pupil Transportation 9724

Location 9724

Location 9722

[1] Based upon class life used by the Accounting and Financial Reporting Department
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Department Name: Student Transportation & Fleet Services 

Buses     9961 

Fleet Vehicles   9971 

    Heavy Equipment  9981 

     

Director Name:  Ms. Pat Snell, Director  

 

Address:   3831 NW 10th Avenue 

Ft. Lauderdale, Florida 33309 

 

CURRENT Transportation Property Audit by Division FY 2015-2016 

DEPT Total Items Total Value 
Total 

Unaccounted for 

Total Value 

Unaccounted for 

Buses 

9961 
1,323 $87,273,482 4 $148,325 

Fleet Vehicles 

9971 
313 $7,052,676 42 $419,328 

Heavy Equipment 

9981 
21 $293,791 3 $61,246 

New-Found 

 Items  
18 

Eighteen vehicles, trailers or buses were found at locations that were 

submitted by staff for processing as salvage.  Those vehicles were not 

sold, scrapped, etc. and were sitting on the terminal lots or in district 

storage areas at the time of the audit. 

Total  1,675 $94,619,949 49 $628,899 

 

Buses 9961, Fleet Vehicles 9971 & Heavy Equipment 9981 

During the course of this property audit, department staff identified that numerous 

records related to buses, vehicles and trailers were never supported or submitted 

for amendment as surplus goods.  Incomplete or partially completed 

documentation was provided, but did not positively certify the final disposal 

activity as mandated by the State of Florida and District.  In addition, the 

department’s staff members provided some work order records to assert 

authorization for the destruction of District owned trailers.  No record of an 

administrative authorization to “crush” and/or discard the items was ever 

established or provided to support the alleged actions.  Surplus documentation was 

never completed or submitted to the appropriate department for processing to 

validate the required authority for disposition, manner of disposition, date of 

disposal or the certification evidencing that the items were appropriately disposed 

of.  The control accounts were never modified to represent any such action despite  
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(Student Transportation & Fleet Services continued)  

 

the assertions that this activity took place many years prior to the commencement 

of this property audit review. 

 

As a follow up, a review of pending unaccounted for vehicle records was 

conducted by the Broward District Schools Police Department to determine if a 

transfer of title had occurred for the vehicles alleged to be sold, transferred or 

disposed of many years ago.  In several instances, a title transfer was verified by 

Detective Joseph Barbuto around the time suggested by the staff, but the title 

transfer documents were not able to be produced or were incomplete.  In addition, 

no other standard disposal documents were created (see Exhibit 1). 

Surplus of Tangible Personal Property:  

Buses, Fleet Vehicles & Heavy Equipment 

As a result of the identified weaknesses in the processing of the activities relating 

to documenting/reporting surplus, disposal method (auction, scrap, trade, etc.), 

authorized witness disposal, transfer of ownership (via title transfer) and asset 

record modification, a clear defined guidance was added to Business Practice 

Bulletin O-100.  The standards are a direct reflection of the mandates defined by 

Florida Administrative Code 69I-73.005.  Records will not be modified via 

Accounting & Financial Reporting until all components are satisfied. 

To enhance the accountability associated with Property and Inventory, the 

procedures for the surplus of buses, vehicles, and trailers require the following 

steps: 

 

The location must complete a 3290a Surplus/Transfer Declaration Form to identify 

buses, vehicles, and trailers to be salvaged. 

 

The 3290a Surplus/Transfer Declaration Form must list the BPI Number 

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

description for each property item being surplused. The 3290a Surplus/Transfer 

Declaration Form must then be signed and dated by the property custodian and 

adequate explanation/documentation provided for surplusing the tangible personal 

property. 

 

The location should make a copy of the 3290a Surplus/Transfer Declaration 

Form(s) for their record and forward the original to Accounting & Financial 

Reporting Department – Capital Assets for processing. 
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(Student Transportation & Fleet Services continued)  

 

Accounting & Financial Reporting Department – Capital Assets will send an email 

confirmation to the property custodian upon receipt of form and documentation, 

and will mark the asset with a status of “P” for “Pending Disposal.” The asset 

will remain in the location’s inventory until final proof of disposition is submitted 

to Accounting & Financial Reporting Department– Capital Assets. 

 

The location must submit proof of the asset’s final disposition to Accounting & 

Financial Reporting – Capital Assets to remove the property records from the 

location’s property inventory. The proof of final disposition can be submitted in 

either of the following methods: 

i. A bill of Sale or a copy of receipt from the contracted auctioneer or, 

ii. Other proof of disposal, such as a pick-up ticket, trade-in receipt, a 

copy of receipt from a licensed scrap dealer, an invoice from a metal 

crushing company, a donation letter to a registered charity or 

community organization, documented evidence of dumping assets of 

little or no value, or other auditable supporting documentation. 

 

Upon receipt of the asset’s final disposition, Accounting & Financial Reporting – 

Capital Assets will remove the “Pending Disposal” status from the asset, which 

will subsequently remove the asset’s property records from the location’s property 

inventory (per Business Practice Bulletin O-100). 

 

Eighteen (18) buses, vehicles and/or trailers were located at various department 

storage locations during the 2014-15 property audit (see Exhibit 2, page 125).   

Failure to have these items recorded is in direct conflict with both state and district 

rules for tracking and monitoring fixed tangible assets. Items that were identified 

as “Found Items” must be monitored to certify that they are added to the Master 

File of Assets database accurately via Accounting & Financial Reporting following 

the submission of a properly executed Equipment Acquisition Form.  This is a 

repeat material concern.   
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No Surplus Declaration
No Bill of Sale; Auction
No Title Transfer
No Fund Remittance
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No Surplus Declaration
No Bill of Sale; Auction
No Title Transfer
No Fund Remittance
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No Surplus Declaration
No Bill of Sale; Auction
No Title Transfer
No Fund Remittance
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No Surplus Declaration
No Bill of Sale; Auction
No Title Transfer
No Fund Remittance
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From Transportation's Database
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p00005653
Typewritten Text

p00005653
Typewritten Text



No Surplus Declaration
No Bill of Sale; Auction
No Title Transfer
No Fund Remittance
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D

From Transportation's Database
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No Surplus Declaration
No Bill of Sale; Auction
No Title Transfer
No Fund Remittance
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Staff asserted surplus was executed in 97-98 and
auction in 2000; No records from the time of the
event

33

p00005653
Text Box
Staff asserted surplus was executed in 97-98 and auctioned in 2000; No records from the time of the
event



Surplus Declaration Inconsistent
No Bill of Sale; Auction
No Title Transfer
No Fund Remittance
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Surplus Declaration Inconsistent
No Bill of Sale; Auction
No Title Transfer
No Fund Remittance
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Requested:
Surplus Declaration
Bill of Sale; Auction
Fund Remittance
Title?

Only record similar to the item auctioned; painted number
matches missing item (2284)

As of 2/24/15, Sm Combustible did not have a record on the item
being researched. The item listed above was a transfer to
Custodial Grounds in March 2009 per T. Best
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Can't make out
numbers
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p00005653
Text Box
B-stock, Sm. Combustible nor Transportation are able to support the action that occurred.



Missing from 9981

Listed as item sold
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Item Description:
VAN 1989 FORD ECONOLINE MOD E242 
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Incomplete Document
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Confirmation of Title
Transfer & Sale?

No Surplus Declaration
No Title Transfer Incomplete
No Fund Remittance

47

p00005653
Text Box
No Surplus Declaration
Title Transfer Incomplete
No Fund Remittance



From Transportation's Database

Why do the numbers get
changed? Is there a work order
to support the changes were
made?
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IGTFC24CXJ2543693
per Master File
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Confirmation of Title
Transfer & Sale?

Surplus Declaration Inconsistent VIN
No Title Transfer Incomplete
No Fund Remittance
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p00005653
Text Box
No Surplus Declaration; VIN Inconsitent
Title Transfer Incomplete
No Fund Remittance
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r
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m

T
r

Why do the
numbers get
changed? Is there
a work order?
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Confirmation of Title
Transfer & Sale?

53

p00005653
Text Box
No Surplus Declaration
No Title Transfer
No Fund Remittance
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1FDJE37H9FHC28362
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p00005653
Line

p00005653
Typewritten Text

p00005653
Text Box
per Master File Record



Confirmation of Title
Transfer & Sale?
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p00005653
Text Box
No Surplus Declaration
No Title Transfer
No Fund Remittance



TRANSPORTATION DOCUMENT
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Confirmation of Title
Transfer & Sale?
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Text Box
No Surplus Declaration
No Title Transfer
No Fund Remittance

p00005653
Text Box



Document Author Unknown
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13K
Miles ?
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No Date Provided
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Callout
VIN#?



Transfer of Title
Confirmation?
Incomplete Document65
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p00005653
Rectangle

p00005653
Callout
VIN#?



Confirmation of Title
Transfer & Sale?
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p00005653
Text Box
No Surplus Declaration
Title Transfer Incomplete
No Fund Remittance
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p00005653
Text Box
No Surplus Declaration
Title Transfer Incomplete
No Fund Remittance
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p00005653
Callout
VIN#?
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p00005653
Text Box
No Surplus Declaration
Title Transfer Incomplete
No Fund Remittance
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Rectangle
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p00005653
Callout
VIN May be on missing Page
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p00005653
Text Box
No Surplus Declaration
Title Transfer Incomplete
No Fund Remittance


p00005653
Callout
VIN#?
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p00005653
Text Box
Work Order for Demo:  Assessment/Completion of work
No Admin Authorization
No Final Disposal Record (Scrap, Sold, Garbage, Etc.)
No Surplus Declaration
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Admin Authorization:
Who ordered the destruction?
Why were so many abandoned left
out in BECON Field?
Final Disposition:
Sold, Sold for Scrap, Garbage?

Surplus Declaration

Final Disposal Record
per 69I-73.005

Title Transfer Confirmation

84

p00005653
Oval

p00005653
Oval

p00005653
Text Box
ADMIN AUTHORIZATION
Who ordered the destruction?
Why are there still so many abandoned in BECON field?
No Final Disposal Record (Scrap, Sold, Garbage, Etc.)
No Surplus Declaration

p00005653
Line

p00005653
Line

p00005653
Line

p00005653
Text Box

p00005653
Text Box

p00005653
Text Box
Final Disposition Record
per 69I-73.005
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Oval
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Oval

p00005653
Line

p00005653
Line

p00005653
Line

p00005653
Text Box
ADMIN AUTHORIZATION
Who ordered the destruction?
Why are there still so many abandoned in BECON field?
No Final Disposal Record (Scrap, Sold, Garbage, Etc.)

p00005653
Text Box
Final Disposition Record
per 69I-73.005



Admin Authorization:
Who ordered the destruction?
Why were so many abandoned left
out in BECON Field?
Final Disposition:
Sold, Sold for Scrap, Garbage?
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p00005653
Line

p00005653
Line

p00005653
Line

p00005653
Line

p00005653
Oval

p00005653
Oval

p00005653
Text Box
ADMIN AUTHORIZATION
Who ordered the destruction?
Why are there still so many abandoned in BECON field?
No Final Disposal Record (Scrap, Sold, Garbage, Etc.)

p00005653
Text Box
Final Disposition Record
per 69I-73.005
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Oval

p00005653
Rectangle

p00005653
Callout
Week to dispose?



Admin Authorization:
Who ordered the destruction?
Why were so many abandoned left
out in BECON Field?
Final Disposition:
Sold, Sold for Scrap, Garbage?
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p00005653
Text Box
ADMIN AUTHORIZATION
Who ordered the destruction?
Why are there still so many abandoned in BECON field?
No Final Disposal Record (Scrap, Sold, Garbage, Etc.)

p00005653
Text Box
Final Disposition Record
per 69I-73.005
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Record of Sale TRF to BCSB from 1988;
But no disposal records
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Record of Sale TO BCSB from 1988;
But no disposal records91
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Text Box
Purchase Record
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Rectangle
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Rectangle

p00005653
Line
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Text Box
No Surplus Declaration
No Title Transfer
No Record of Sale or Proper Exchange
No Fund Remittance
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Text Box
No Surplus Declaration
No Title Transfer
No Record of Sale or Proper Exchange
No Fund Remittance
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Rectangle
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Text Box
Purchase/Exchange-Coming In
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Typewritten Text
Other Miscellaneous Support Records
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Typewritten Text
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Typewritten Text

p00005653
Typewritten Text
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Text Box
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STUDENT TRANSPORTATION FLEET SERVICES

NEW FOUND ITEMS 

FY 2014‐2015

Equipment num Description Serial num Storage Area TERMINAL

1 1222 Trailer, 1970 Fruehauf WEM160201 Becon‐South of Bldg. Field BECON‐Exterior Storage
2 1953 Trailer, 1977 Fruehauf HPY591144 Becon‐South of Bldg. Field BECON‐Exterior Storage
3 3091 Trailer, 1978 Dorsey 138378 Becon‐South of Bldg. Field BECON‐Exterior Storage
4 1979 Trailer, 1979 Budd  180186 Becon‐South of Bldg. Field BECON‐Exterior Storage
5 997101926 Trailer, Fruehauf MAS465461 Becon‐South of Bldg. Field BECON‐Exterior Storage
6 Bus 206123 4DRB0AAN07A346093 Cntrl Terminal‐Behind Bldg 10 CENTRAL
7 Bus 95114 1HTBBABN4SH214854 Cntrl Terminal‐Behind Bldg 10 CENTRAL
8 Van Chevy White 3124 1GBJG31R44160326 Cntrl Terminal‐Behind Bldg 10 CENTRAL
9 Truck 3931 Ford E350 1FDWE3FL8DDA11353 Cntrl Terminal‐Inside Garage CENTRAL
10 997103039 Truck Utility White 3039 1GBKP32R8W3313200 Cntrl Terminal‐Side of Paint Shop CENTRAL
11 997101927 Trailer, Fruehauf MAZ554684 North Terminal‐Old Cypress Run NORTH
12 997103666 Truck, Ford Ranger 1FTYR44U27PA48324 North Terminal‐Old Cypress Run NORTH
13 Truck, Ford 1FDXK84P9LVA39607 South Terminal‐North area SOUTH
14 997101086 Van, Ford 1FTFE24N4MHA91343 South Terminal‐North area SOUTH
15 2945 BUS 1HVBDZRM1NH423065 SW Terminal‐EAST LOT SOUTHWEST
16 996102947 BUS 1HVBDABK5SH666660 SW Terminal‐EAST LOT SOUTHWEST
17 3932 Truck, Isuzu Box JALC4W162D7001671 SW Terminal‐EAST LOT SOUTHWEST
18 997101024 TRUCK 1990 PICK UP GMC DIESEL 1GTFC24C2LE541804 West Central Terminal‐Parking lot BLDG #1WEST CENTRAL

It is unknown when staff submitted documentation to have these items removed from the Master File of Assets.
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THE SCHOOL BOARD OF BROWARD COUNTY, FLORIDA 

OFFICE OF THE CHIEF STRATEGY & OPERATIONS OFFICER 

 

Maurice L. Woods 

Chief Strategy & Operations Officer 

 

Telephone:  754-321-2610    Facsimile:  754-321-1999 

 

      SIGNATURE ON FILE 

 

 

 

August 10, 2015 

 

TO:  Patrick Reilly 

  Chief Auditor 

 

FROM: Maurice L. Woods 

  Chief Strategy & Operations Officer 

 

SUBJECT: AUDIT REPORT ON PROPERTY INVENTORY FISCAL YEAR 2014-15 

 

I reviewed Student Transportation & Fleet Services’ responses to the Findings of the 

Audit Report on Property Inventory Fiscal Year 2014-15.  I concur with the procedures 

staff will put into practice and approve the submitted responses.  Please contact me if 

you have any questions. 

MLW:dsc 

Attachment 
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1  7/20/2015
  
  

The School Board of Broward County, Florida 

Audit of Transportation Services, 9721 

Audit of Vehicle Maintenance, 9722 

Audit of Pupil Transportation, 9724 

Audit of Buses, 9961 

Audit of White Fleet, 9971 

Audit of Heavy Equipment 9981 

Response to Auditors Comments 

 

 

 

Background 

 
This is the third year of an ongoing complete audit of Student Transportation & Fleet 
Services, Vehicle Maintenance, and Pupil Transportation.  The result has been a more refined 
inventory process, accountability has been established, and ongoing monitoring is planned.  
This includes tagging, development of a tracking system, and bar coding. As the District 
continues to find a comprehensive and consistent manner of tracking and inventorying 
capitalized fixed assets, this process will be able to address most of the problems that have 
been observed through the past years.  The responses to the auditors’ findings follow: 
 
 
Property Management  

 
Finding: 

• It is still recommended that the assets be segregated and realigned for 
consistency.   
 

Management Response: 

• Currently, items are recorded and maintained in the recognized controlled 
budget that the District has established, i.e., 9721 Student Transportation & 
Fleet Services, 9722 Vehicle Maintenance, and 9724 Pupil Transportation.  
Although there are sub- financial control sites, the overall budgeting for capital 
assets should remain at the controlling department’s budget.  Currently, items 
are segregated by physical location and FISH for each item. We are currently 
working on making managers accountable for inventory at their site.  This 
would include periodic review and reconciliation in order to monitor, account, 
and provide oversight at the department level. 
 

Finding: 

• In several instances, equipment was not identified as missing by the immediate 
staff.  

 

Management Response: 

• Currently, property passes are issued to all staff who are assigned District’s 
equipment for off site use.  Staff has been advised to immediately inform the 
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appropriate management team if any item that is assigned to their area of 
responsibility is found to be missing.  If theft is suspected, they have been 
instructed to contact the local law enforcement agency and to complete 
necessary loss reports.  Any item identified as missing during bi-annual self-
audit will be investigated. 
 

Finding: 

• During a periodic review conducted by an individual staff member(s), several 
items were identified as lost.  No record of an authorized removal or credible 
record of final disposition could be substantiated.   

 
 Management Response: 

• The procedures for surplus, removal, and recording of obsolete items are being 
adhered to by the department. 

 

Finding: 

• Due to the logistical demands of this department, it would be more efficient to 
share oversight, control and monitoring of the equipment with the established 
terminal and/or department staff as previously proposed. 

 
Management Response: 

• A plan to track, tag, and monitor all department inventory has been developed 
and is 75 percent complete.  Phase one involved creating a data base which 
would house all department’s inventory by BPI number, description, serial 
number, location, and FISH.  Phase 2 includes creating and labeling all assets 
with barcodes.  Phase 3 involves providing each location with scanners so that 
items can be monitored, based on established baselines.  We believe that this 
will allow management to provide oversight and monitoring while maintaining 
accountability and control at the terminal and garage level.  The completion of 
the plan should occur in time for the next District Self Audit cycle which is 
December 31, 2015.  (See Resp. Exhibit 1) 

 
Conducting Self Inventories 
 

Finding: 

• The OCA suggest a “hands on all” item reconciliation to be completed at all 
departments to ensure an accurate physical accounting of site designated assets 
by the staff as often as needed. 
 

Management Response: 

• Bi-annual self-audits are currently performed as part of the District’s overall 
inventory control procedures.  Upon completion of phase 3 of the inventory 
plan, self-audits can be tailored to monitor accountability on an as-needed 
basis.   
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Finding: 

• Errors should be identified and submitted for correction by the designated 
school staff.  If errors are identified, the proper support paperwork, invoices 
and/or forms should be forwarded to the Accounting & Financial Reporting 
Department – Capital Assets for record modification.  Some informational 
errors involving the failure to properly execute the Goods Receipt process for 
new purchases were identified by the Inventory Audit Specialist prior to the 
start of the audit.  The errors should have been identified during the self-
performed inventories or quarterly record information reviews.   

 

 Management Response: 

• Currently, errors found during completion of the purchase, accounting, and 
recording cycle of the asset life-cycle are corrected via Accounting & Financial 
Reporting with supporting documentation 

  
Finding: 

• All staff members should be made aware of the best practices for securing 
equipment and preventing loss/theft.  Equipment should be designated to 
individuals or team staff members who are requested to oversee the equipment 
and immediately report a theft to the appropriate administration in a timely 
manner.  Any item that have been stolen/missing that are recovered or 
relocated during internal self-audits must be communicated to the Accounting 
& Financial Reporting Department for reactivation in the Master File of 
Assets. 

 

 Management Response: 

• Policy and procedures surrounding the best practices for securing equipment 
and preventing and reporting loss/theft will be communicated to all staff at the 
beginning of the school year.  Further, these practices will be reinforced upon 
full implementation of the inventory plan.  Managers will be provided with 
training and equipment which will assist them in being more accountable for 
inventory at their site. 

 

Purchasing Tangible Personal Property 

  

 Finding: 

• Two hundred eleven (211) items were located at the department’s location 
during the 2014-15 property audit which were not captured by Accounting and 
Financial Reporting or reported by the department’s staff for addition to the 
Master file of Assets as required.  Failure to have these items recorded in the 
direct conflict with the prescribed guidance provided by both state and district 
requirement for tracking and monitoring fixed tangible assets.  This is a repeat 
concern.  Items that were identified as new found items must be tracked to see 
that they are added to the Masterfile of Assets database.  If the purchase value 
is certified to be less than $1,000, the items should still be added to the site’s 
secondary tracking data base and secured accordingly.  Support documentation 
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should be maintained in the department’s property binder for future reference 
as needed. 

 
Management Response: 

• Some of the items found were part of the CIP phase of the garage, but were 
never converted to individual assets and given BPI numbers, others were 
leased, some were purchased by other departments and transfer paperwork was 
never completed, and others were transferred from B-Stock.  The process to 
determine the original source of the items is tedious and slow, but will be 
completed.  Staff has been instructed to inform management of any instances 
when items have been delivered on site but have bypassed the District’s 
requisition/invoice process, in order to have these items properly added to the 
related inventory control account. All items that are not currently on the 
District’s Master File of Assets, but belong to the department, will be tracked 
and identified with a department issued bar code.  

 
Buses 9961. Fleet Vehicles 9971 & Heavy Equipment 9981 

 
Finding:   

• During the course of this property audit, department staff identified that 
numerous records related to buses, vehicles and trailers were never supported 
or submitted for amendment as surplus goods.  Incomplete or partially 
completed documentation was provided, but did not positively certify the final 
disposal activity as mandated by the state of Florida and District. 

 
Management Response: 

• Currently, all submitted 3290a forms are monitored to ensure the assets are in 
“P’ status prior to sale or disposal. Once sold, all documentation is provided to 
Capital Assets to update the final disposition to “sold”. 

 

Finding: 

• In addition, the department’s staff members provided some work order records 
to assert an authorization for the destruction of District owned trailers.  No 
administrative authorization to “crush” and/or discard the items was ever 
established or provided to support the alleged actions.  Surplus documentation 
was never completed or submitted to the appropriate department for processing 
to validate the required authority for disposition, manner of disposition, date of 
disposal or the certification evidencing that the items were appropriately 
disposed of.  The control accounts were never modified to represent any such 
action despite the assertions that this activity took place many years prior to the 
commencement of this property audit review. 
 

Management Response: 

• The destruction of units on site was done for safety reasons. These trailers 
were unable to be safely transported on public roadways. This practice has 
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ceased and there will be no destruction without written consent of the master 
custodian and documentation properly handled.  
 

 Finding: 

• As a follow up, a review of pending unaccounted for vehicle records was 
conducted ty the Broward District Schools Police Department to determine if a 
transfer of title had occurred for the vehicles alleged to be sold, transferred or 
disposed of many years ago.  In several instances, a title transfer was verified 
by the Detective Joseph Barbuto around the time suggested by the staff, but the 
title transfer documents were not able to be produced or were incomplete.  No 
other standard disposal documents were created at the time of the activity 
either.  (See Exhibit 1) 

 
Management Response: 

• In the past, vehicles sold at auction were accompanied by an unassigned title.  
Currently, all private parties must register each vehicle purchased on site on 
the auction day.  Dealers, licensed to resell vehicles, were allowed to take 
unassigned titles. It will be mandated on all future auctions that dealers must 
transfer ownership to their business name.  This will ensure removal of 
ownership from the District in the event of scrap, export, or no resale of the 
vehicle. In the event that a donated vehicle is returned, proper title transfer and 
documentation will be followed. 

 

 
Surplus of Tangible Personal Property: Buses, Fleet Vehicles & Heavy Equipment 

 

Finding: 

• As a result of the identified weaknesses in the processing of the activities 
relating to documenting/reporting surplus, disposal method (auction, scrap, 
trade, etc.), authorized witness disposal, transfer of ownership (via title 
transfer) and asset record modification, a clear defined guidance was added to 
Business Practice Bulletin 0-100.  The standards are a direct reflection of the 
mandates defined by Florida Administrative Code 691-73.005.  Records will 
not be modified via Accounting & Financial Reporting until all components 
are satisfied. 

To enhance the accountability associated with Property and Inventory, the 
procedures for the surplus of buses, vehicles and trailers require the following 
steps: 
a. The location must complete a 3290a Surplus/Transfer Declaration Form to 

identify buses, vehicles and trailer to be salvaged. 
b.  The 3290a Surplus/Transfer Declaration Form must list the BPI Number 

(Property Asset Number), serial or VIN number, model number, and 
equipment description for each property item being surplussed.  The 3290a 
Surplus/Transfer Declaration Form must then be signed and dated by the 
property custodian and adequate explanation/documentation provided for 
surplussing the tangible personal property. 
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c. The location should make a copy of the 3290a Surplus/Transfer Declaration 
Form(s) for their record and forward the original to Accounting & Financial 
Reporting Department-Capital Assets for processing. 

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

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

i. Bill of sale or copy of receipt form the contracted auctioneer  
ii. Other proof of disposal, such as a pick-up ticket, trade-in 

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

f. Upon receipt of the asset’s final disposition, Accounting & Financial Reporting 
–Capital Assets will remove the “Pending Disposal” status from the asset, 
which will subsequently remove the asset’s property records from the 
location’s property inventory (per business Practice Bulletin 0-100). 
 

Management Response: 

• Currently, the business practice set forth for surplus/disposal is being adhered 
to by the department.  

 

Finding: 

• Eighteen (18) buses, vehicles and/or trailers were located at various department 
storage locations during the 2014-15 property audit (see exhibit 2).  Failure to 
have these items recorded is in direct conflict with both state and district rules 
for tracking and monitoring fixed tangible assets.  Items that were identified as 
“Found Item” must be monitored to certify that they are added to the Master 
File of Assets data base accurately via Accounting & Financial Reporting 
following the submission of a properly executed Equipment Acquisition Form.  
This is a repeat material concern. 

 
  Management Response:  

• In addition to assuring safe transportation of students, it is the primary 
responsibility of Vehicle Maintenance to repair District vehicles. This creates 
instances where a vehicle may be on site that is not on our inventory. Some 
vehicles “found” were on other inventories and simply parked during the time 
the auditors were present. They were here for things such as safety inspections, 
oil changes, tires, or minor repairs. 
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School Name:   Coral Glades High 3861 

Principal Name:   Mr. Steven Carruth 

 

Address: 2700 Sportsplex Drive 

Coral Springs, FL 33065 
 

Total Number of Items in Inventory: 1,714 

Total Dollar Cost of Items in Inventory: $2,655,803 

Total Number of Items Unaccounted for: 30 

Total Dollar Cost of Items Unaccounted for: $31,704 

Total Net Value of Items Unaccounted for: $0 

  

Self-Inventories 

The Office of the Chief Auditor suggests "hands on all" item reconciliation be 

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

designated assets by the staff.  

 

All record information should be certified as accurate and complete.  

Administrators should certify that the expectations regarding planned 

implementation performed by the teachers and property team members are realized 

at the location.  

 

All locations are minimally required to conduct semi-annual inventories to ensure 

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

includes the high-risk property items maintained within the secondary database 

established by the location. 

 

The location will request an electronic copy of its PNI 811 report from ETS 

Production. 

 

Appropriate staff will physically verify each property item listed on the PNI 811 

report is accounted for on premises or there is a current Property Pass executed 

for tangible personal property assigned to individuals. 

 

Locations shall surplus tangible personal property twice per year in accordance 

with conducting self-inventories. 

 

After completing the self-inventory, the property custodian shall complete the 

Semi-Annual Inventory Form and forward a copy of it to their respective SLT 

administrator (per Business Practice Bulletin O-100). 
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(Coral Glades High continued)  

 

Surplus/ Transfer Activity 

Procedures related to the recording and execution of the removal process for 

unusable obsolete equipment should be strengthened.  The Principal/Property 

Custodian must certify the accuracy of prepared documentation prior to the request 

for removal by the approved District agency (B-stock Warehouse).  Record 

modifications should be tracked via the Optispool PNI 954B Report (Asset Record 

Deletions) to ensure that accurate processing occurs via the Accounting and 

Financial Reporting-Capital Assets Department.  Surplus request activity at the 

location has not been maintained accurately.  The school has indicated that they 

believe many items that remain unaccounted for were placed in the surplus 

containers without being recorded on the required Surplus Declaration Forms.  The 

school is responsible for ensuring that removal requests are executed in the 

appropriate manner.  It is not possible for District staff to recertify the surplus 

items once they are removed from campus.    

 

The fact that property items are fully or partially depreciated does not mean that 

such items are not subject to potential theft or misuse. 

 

District service departments and/or approved vendors should be monitored to 

ensure that their activities are adequately documented and processed in alignment 

along with the established District record keeping requirements. 

 

Surplus “Piles” 

Periodically, the location should surplus any obsolete or damaged tangible personal 

property in order to remove these records from their property inventory. The Office 

of the Chief Auditor discourages creating surplus “piles”.  Collection of surplus 

materials should be completed in an organized and detailed manner to prevent 

unrecognized additions and/or unauthorized removal of designated obsolete 

equipment without administrative approval.   
 

SURPLUS OF TANGIBLE PERSONAL PROPERTY 

Periodically, the location should surplus any obsolete or damaged tangible 

personal property in order to remove these records from their property inventory.  

Locations shall surplus tangible personal property twice per year in accordance 

with their self inventories conducted semi-annually.  The location should complete 

a 3290a Surplus/Transfer Declaration Form to identify the tangible personal 

property to be salvaged. 
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(Coral Glades High continued)  
 

The 3290a Surplus/Transfer Declaration Form must list the BPI Number (Property 

Asset Number), serial number, model number, and equipment description for each 

property item being surplussed. The 3290a Surplus/Transfer Declaration Form 

must then be signed and dated by the property custodian and adequate 

explanation/documentation provided for surplussing the tangible personal 

property. 

 

The location should make a copy of the 3290a Surplus/Transfer Declaration 

Form(s) for their record and forward the original to the Manager, Material 

Logistics at the Warehouse. 

 

The Warehouse will arrange to pick-up the tangible personal property designated 

for surplus from the applicable location. A work order document will be provided 

to the property custodian at each location to certify removal activity. 

 

After confirming the pick-up of the property items, the Manager, Material Logistics 

will forward the 3290a Surplus/Transfer Declaration Form along with the B-stock 

pick-up acknowledgment form to Accounting & Financial Reporting Department - 

Capital Assets for processing. 

 

Accounting & Financial Reporting Department - Capital Assets will send an email 

confirmation to the property custodian upon receipt of the form and 

documentation. 

 

Accounting & Financial Reporting Department - Capital Assets will process the 

3290a Surplus/Transfer Declaration Form and remove the property records from 

the location’s property inventory. 

 

Within five business days of receiving notification, the 3290a Surplus/Transfer 

Declaration Form will be processed by Accounting & Financial Reporting 

Department - Capital Assets and locations will be contacted for any additional 

information. The property custodian should verify that the property records have 

been removed from the property inventory by requesting a PNI 811 from ETS 

Production. 

 

The location should maintain copies of all pertinent documentation for their files 

to facilitate any necessary reconciliation during subsequent property and inventory 

audits (per Business Practice Bulletin O-100). 
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(Coral Glades High continued)  
 

Monitoring Property Records 

Errors should be identified and submitted for correction by the designated school 

staff.  When errors are identified, the proper support paperwork, invoices and/or 

forms should be forwarded to the Accounting & Financial Reporting Department-

Capital Assets for record modification.  Optispool Asset Reports (954 A, B & C) 

and alert notifications are perpetually sent to the entire District identifying 

modifications to the Master File of Assets.   

 

New purchases should be tracked to ensure that procedures were maintained during 

the receiving process.  If an error is not detected at the time of the alert, it should 

be discovered during the minimally required semi-annual inventories and 

submitted for correction.  Items that were identified as New Found Items must be 

tracked to see that they are added.   

 

A total of 207 items were located at the school that did not appear in the Master 

File of Assets. For approximately 10 of those items, the school has followed up by 

submitting invoice records, reference values and/or completing the standard 

Equipment Acquisition Forms required to have the property added in alignment 

with the State and District requirements for recording fixed assets at a value 

exceeding $1,000, as requested.  

 

For the remaining items, the historical cost is still pending or certified to be below 

the value of assets captured by Accounting & Financial Reporting Department-

Capital Assets for tracking. That equipment should still be maintained in the 

school’s database and secured accordingly. Support records for the items identified 

in the New Found Items Report should be kept in the location’s property binder for 

reference during future audit review. 

 

Property Team 
Functional back up and collaborative roles should be developed to increase the 

efficiency of archiving support documentation utilizing a centralized Property 

Binder and updated locally managed equipment tracking database. It should be 

noted that the sharing of oversight responsibilities can foster an improved level of 

compliance, awareness and adherence to school/department expectations relating 

to property control.  The Principal and involved staff should maintain access to 

those records and tracking databases at all times.  Tracking information should be 

updated as soon as any activity affecting the status of the equipment occurs. 
 

The Office of the Chief Auditor has been evaluating the status of compliance with 

regard to musical, athletic, ESE support, custodial and other designated equipment.   
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(Coral Glades High continued)  
 

All removal of equipment from the location must be authorized by the Principal 

and documented accordingly.  Property passes, work orders and other related 

removal paperwork should be maintained in the site’s centralized binder.  Rental 

agreements for musical instruments should also be organized and filed accordingly. 

It is recommended that repair items be re-verified on a quarterly basis to avoid 

staff change or other operational difficulties. 
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THE SCHOOL BOARD OF BROWARD COUNTY, FLORIDA
The Office of the Chief Auditor

Property Division 
2015-16

BPI ITEM HISTORICAL 
NUMBER DESCRIPTION COST

1 06-13536 COMPUTER, DELL GX520 1,066.00$                           

2 06-13543 COMPUTER, DELL GX520 1,147.00$                           

3 05LD09677 Dell-Refresh Laptop 1,418.35$                           

4 05LD09701 Dell-Refresh Laptop 1,418.35$                           

5 05LD09706 Dell-Refresh Laptop 1,418.35$                           

6 05LD09717 Dell-Refresh Laptop 1,418.35$                           

7 05LD09744 Dell-Refresh Laptop 1,418.35$                           

8 05LD09751 Dell-Refresh Laptop 1,418.35$                           

9 05LD09766 Dell-Refresh Laptop 1,418.35$                           

10 05LA29247 Apple-Refresh Laptop 1,395.62$                           

11 05LA29307 Apple-Refresh Laptop 1,395.62$                           

12 05LA29339 Apple-Refresh Laptop 1,395.62$                           

13 05-83402 DELL, LAT D505 14" 1,767.70$                           

14 05-36319 PROJECTOR CLASSROOM FOR A CART 2,221.87$                           

15 05-85631 ROGERS 20' TRAP CHUTE 1,714.90$                           

16 05-26455 APPLE, IBOOK G4 COMBO DRIVE/12" 1,199.00$                           

17 05-26521 APPLE, IBOOK G4 COMBO DRIVE/12" 1,199.00$                           

18 05-26883 APPLE, IBOOK G4 COMBO DRIVE/12" 1,199.00$                           

19 05-26912 APPLE, IBOOK G4 COMBO DRIVE/12" 1,199.00$                           

20 05-26920 APPLE, IBOOK G4 COMBO DRIVE/12" 1,199.00$                           

21 99-90970 Comptuter, Power Mac 6100 (XB5162FF4TZ) 2,400.00$                           

22 95-27679 COMPUTER POWER MAC 6100/66AV 2,206.00$                           

23 Laptop, Dell E5420 (8RQW5S1) -$                                    

24 Laptop, Dell E5420 (8RY06S1) -$                                    

25 Laptop, Dell E5420 (8RMC6S1) -$                                    

26 Laptop, Dell E5430 (BHW5BW1) -$                                    

27 Lift Electric Patient Linak Drive (4A7400346/A7A01039/A7H00968) -$                                    

28 Computer, Apple Power Mac G5 (XB405054QUY) -$                                    

29 APPLE IBOOK G4 (UV4340DMRAP)     -$                                    

32,633.78$                     
32,633.78$                     

-$                                Net Value of Property considered to be unaccounted for as of   July 23, 2015

Items not accounted for :   Coral Glades High 3861

Total Historical Cost of Property unaccounted for as of July 23, 2015
[1]Total Accumulated Depreciation as of  July 23, 2015

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