
 
SCHOOL DISTRICT OF OKALOOSA COUNTY 

  TECHNICAL ASSISTANCE MEMORANDUM 
    FINANCE 

 
 

   FINANCE TAM:   2006-018 
 
   CONTACT:   Julie Perry, Accountant                         

       Internal Accounts  
   

     TELEPHONE:   833-7552  
 
 
TO:  All Principals 
 
FROM:  Rita Scallan, Director – Finance      
 
DATE:  January 11, 2006 
 
SUBJECT: Internal Funds Bookkeepers Workshop Update 
 
 
Carr, Riggs, & Ingram, Certified Public Accountants, sponsored an Internal Funds School 
Bookkeepers’ Workshop on November 17, 2005.  For your information, please find attached the 
items that were discussed at this workshop.   
 
I.  Overview of Internal Funds Rules  
 
New bookkeepers received an overview of internal funds rules.  (See Exhibit A) 
 
II.  Review of Audit Findings 
 
Outside Support Organizations:  A few schools have outside support organizations.  Carr, Riggs, 
& Ingram sent a letter to these organizations informing them of the requirements that must be 
met in order to continue to keep their funds outside the internal accounts.  These requirements 
include obtaining a yearly audit by a CPA.  (See Exhibit B) 
 
Monthly Close-Out Procedures:  Most bookkeepers wait until they receive their checking account 
statements to close the month.  In this case, any checks written in the new month will be dated 
the last day of the previous month.  This is permissible, but checks should only be written if 
absolutely necessary.  Bookkeepers may wish to exercise monthly close-out procedures option 
#2.  This option allows a bookkeeper to close the month immediately and continue to write 
checks and enter receipts for the new month.  Details are included in TAM 2005-018.  (See 
Exhibit C) 
 
Backup Documentation:  The auditors found several instances of insufficient backup 
documentation for check requisitions.  No check may be written without an original, itemized 
invoice or receipt.  The invoice or receipt must include a description of the item(s) being 
purchased, quantity, prices, etc.  Receipts must be signed.  The auditors provided some 
examples of insufficient documentation.  (See Exhibit D) 
 
Property Procedures:  Property procedures were reviewed, and it was requested that a copy of 
the Property Acquisition/Transfer Form (MIS 2088) be placed with the check requisition.  This 
will make it easy to verify that property has been reported.  Also, all improvements to buildings, 
permanent items other than buildings, remodeling, or renovations should be placed on a 
District Purchase Order.  A check may then be written from internal funds to reimburse the 
District for the expense.  If funds are not available in the budget, internal funds may be sent to 
the District in advance.  (See Exhibit E) 

 



 
   
School District of Okaloosa County  Page 2 
Finance TAM 2006-018  January 11, 2006 
Bookkeeper Workshop Update 
   
 
Sending Funds to the District:  The auditors found several checks written to the District which 
had no backup documentation other than a check requisition.  A copy of the Cash/Refund 
Transmittal Form (MIS 3218) should be attached to the check requisition indicating why funds 
were sent to the District.  Further backup, including screenprints of purchase order 
information, will provide details needed to verify that funds were used appropriately.  (See 
Exhibit F) 
 
Purchasing Positions or Paying Other Compensation:  Bookkeepers were reminded to use 
Purchased – Other Positions – Project 2051 whenever purchasing positions or paying other 
compensation with internal funds.  (See Exhibit G) 
 
 
III.  New Items for the FY 05-06 Audit 
 
Personal Service Agreements:  Personal Service Agreements will be included in the audit for 
fiscal year 2005-2006.  Payment should not be made to individuals without an approved 
service agreement on file.  The only exceptions are District employees – they will be paid other 
compensation through payroll rather than having a service agreement.  Service agreements are 
required for any services of $251 or more per year, accumulative.  (See Exhibit H) 
 
Fingerprinting:  Any vendor that comes onto campus when students are present must be 
fingerprinted by the District’s Personnel Department.  Please contact the Personnel Department 
for further information.  The appropriate school personnel should confirm that the individual(s) 
presenting themselves at the school to work have been cleared by Personnel.   Fingerprinting is 
not a finance issue and as such will not be a part of the internal audit. 
 
Spot Audits:  Beginning around the second week of January, Carr, Riggs, & Ingram will be 
conducting spot audits.  Schools will be chosen at random and receive no prior notice.  The 
auditors will review service agreements and any months’ activity that has been closed.  If the 
bookkeeper is not available, the backup should know where the completed records are located.  
These audits are intended to help schools identify any weaknesses prior to their actual audit.  
The spot audits will not affect a school’s rating for fiscal year 2005-2006. 
 
Analytical Comparison Worksheet:  Instructions for preparing the Analytical Comparison 
Worksheet for elementary and middle or high schools were distributed.  (See Exhibit I) 
 

 
Should you have any questions or require any further information about internal funds, please 
contact Julie Perry at 833-7552.  Any questions on Personal Service Agreements should be 
directed to Rick Norris, Program Director – Purchasing, at 833-7668.  Fingerprinting issues 
should be directed to Mike Foxworthy, Chief Officer- Human Resources, at 833-3131. 
 
 
Attachments  
 
  
C: Superintendent 
 Cabinet Members 
 Bookkeepers - Internal 
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I.  Inventories and Property Records 
 
The Superintendent shall maintain an adequate and accurate record of all tangible 
personal property of the District.  The record shall indicate the date of acquisition, the 
fund from which purchased, identification number, and property record number and 
shall be consistent with all requirements of Florida Statutes and the Rules of the 
Auditor General. 
 
All property that has a value or cost equal to or exceeding $1,000.00 shall be listed on 
the District property control records.  Value or cost includes shipping and installation.  
Property includes those items coded to Object 0621 – Audio Visual Equipment, Object 
0641 – Furniture and/or Equipment, Object 0643 – Computer Hardware, and Object 
0691 – Computer Software.   
 
Property inventories shall be performed annually by a contracted inventory company.  
The school will be advised by letter of the scheduled date and time of its inventory.  
Finance - Accounting Operations shall report any missing property to the School 
Board with an explanation by the Principal for the loss.  This explanation shall be on 
school letterhead.   
 
An incoming Principal and the contracted inventory company shall take an inventory 
of all school equipment listed on the property control records.  This inventory shall be 
checked against the last inventory taken and a report shall be filed with Finance - 
Accounting Operations.  Any missing property shall be reported to the School Board as 
noted above. 
 
 
II.  Buildings and Other Permanent Improvements 
 
All improvements to buildings, permanent items other than buildings, remodeling, or 
renovations shall be placed on a District purchase order.  Examples include adding 
internet drops to a room and playground equipment that is permanently attached by 
concrete.  Should a school wish to pay for these items with internal funds, it may send 
a check to the District to reimburse the expenditure.  If funds are not available in the 
budget, internal funds may be sent to the District in advance.  This method will insure 
that District records are complete. 
 
 
III.  Property Purchases Through District Purchase Orders 
 
Property valued at $1,000.00 or more that has been purchased with a District 
Purchase Order shall be placed on the school inventory by Finance - Accounting 
Operations.   
 
 
IV.  Property Purchases Through Internal Accounts 
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When property valued at $1,000.00 or more is purchased with internal funds, the 
school Principal is responsible for reporting this purchase to Finance - Accounting 
Operations on the Property Acquisition/Transfer Form (MIS 2088).  (See Exhibit A)   

• The original MIS 2088, a copy of the invoice or receipt, and a copy of the Check 
Requisition Form shall be submitted to Finance - Accounting Operations.   

• A copy of MIS 2088 shall be attached to the original check requisition.   
• A copy of all documentation shall be maintained in a property file at the school. 

  
Upgrades are those items valued at $250.00 or more which increase the value of 
equipment, not just maintain or repair it.  If the equipment being upgraded has a 
property number, the upgrade shall be reported to Finance – Accounting Operations 
on the Property Acquisition/Transfer Form (MIS 2088).  The property number of the 
equipment being upgraded shall be included on the purchase order and/or Check 
Requisition.  The object code shall be the same as that of the original property 
purchase.  Finance - Accounting Operations shall then adjust the cost of the original 
equipment to include the upgrade.   
 
 
V.  Property Donations 
 
When property valued at $1,000.00 or more is donated to the school, the school 
Principal shall request permission to accept the donation.   

• According to IRS regulations, the person donating the property assigns the 
value of the donation; therefore, the Principal or his/her designee shall request 
a letter from the person or organization donating the property stating the fair 
market value of the donation.   

• The Principal shall write a letter to the Superintendent requesting School Board 
approval to accept the donation.  The letter shall include the purpose of the 
donation, donor, the property being donated, and an approximate value of the 
donation.   

• If the donor wishes to remain anonymous, state this in the letter to the 
Superintendent.  A separate memo that includes the anonymous donor’s name 
shall be sent to the Finance Budgeting Department.   

• The Superintendent will indicate his/her approval by initialing the donation 
letter and forwarding the letter to the Chief Financial Officer.   

• The Chief Financial Officer shall place the donation on the School Board 
Agenda for approval at the next regularly scheduled School Board meeting. 

 
Once the donation is approved, the Principal shall report the property to Finance - 
Accounting Operations on the Property Acquisition/Transfer Form (MIS 2088).   

• The original MIS 2088, a copy of the letter from the person or organization 
making the donation, and a copy of the letter requesting permission to accept 
the donation shall be submitted to Finance - Accounting Operations.   

• A copy of this documentation shall also be maintained in a property file at the 
school.  

 
 
VI.  Property Moved Temporarily Off-Campus 
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If a piece of property is taken off-site for any reason, including repairs, an Off-Site 
Property Assignment Form (MIS 2087) shall be completed.  (See Exhibit B)  This form 
shall be kept in a pending file until the property is returned.  Once returned, the form 
shall be kept in a property file at the school.  The property should not be borrowed or 
out for repairs for more than 30 days. 
 
Items frequently removed from campus, such as musical instruments, must be 
assigned to specific students, school personnel, or other authorized individuals.  
Property shall not be removed from campus until the property identifying number has 
been affixed by Finance - Accounting Operations.  An Off-Site Property Assignment 
Form (MIS 2087) shall be completed and kept in a pending file.  When the property 
has been returned, it shall be inspected and the MIS 2087 form shall be marked to 
show the date of return.  All such inventory items must be returned to the assigned 
school for the school’s annual physical inventory conducted by the contracted 
inventory company. 
 
 
VII.  Deletions from Property Accounting Records 
 
The Okaloosa County School Board shall approve the disposal of any and all 
controlled property of the School District of Okaloosa County prior to its actual 
disposal in accordance with Florida Statute.  The Superintendent shall recommend the 
method of disposal that is in the best financial interest of the School District. 
 
Surplus Property is tangible personal property which is determined to be fully 
exhausted, damaged, or nonessential for school purposes.  Regardless of the value, all 
surplus property shall be picked up by or turned into Surplus Property.  The school 
shall contact Surplus Property for items to be picked up for disposal.  When items are 
picked up, Surplus Property personnel will list all items to be removed on the Surplus 
Property Pickup form (MIS 2040).  (See Exhibit C)  This form shall be signed by the 
person picking up the property for Surplus Property and a representative of the 
school.  A copy of the completed form shall be kept in the property file at the school.  
Finance - Accounting Operations shall seek School Board approval to surplus the 
property.  Once approval is received, Finance - Accounting Operations shall transfer 
all units to surplus and remove all units from the school inventory.  The Surplus 
Property Pickup form is only available through Surplus Property personnel. 
 
Stolen, Misplaced, or Damaged Property shall be reported to the Risk Management 
Department.  In addition, a copy of the police report or fire marshall’s report shall be 
sent to Finance - Accounting Operations along with the Property Acquisition/Transfer 
form (MIS 2088).  A report from a School Resource Officer does not qualify as a police 
report.  A copy of all documentation will be maintained in the property file at the 
school.  Finance - Accounting Operations shall request School Board approval to 
remove the property from inventory.  When Board approval is received, Finance - 
Accounting Operations shall remove the property from the school inventory. 
 
Traded Property requires a purchase order, invoice, or other method that clearly 
shows the property traded, its property number, trade-in value, and the property 
purchased with the trade.  If the trade is accomplished via a District purchase order, 
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the property tag shall be removed from the trade-in item and attached to the green 
copy of the purchase order.  If the trade-in is accomplished through internal funds, 
the Property Acquisition/Transfer form (MIS 2088) shall be completed and sent to 
Finance - Accounting Operations.  The property tag from the trade-in item shall be 
attached to MIS 2088.  MIS 2088, a copy of the invoice, and a copy of the Check 
Requisition will be forwarded to Finance - Accounting Operations.  Finance - 
Accounting Operations will remove the old property and add the new property to the 
school inventory.   
 
Cannibalized Property is property whose parts may be used to repair another unit of 
property.  When the property to be cannibalized has a property number, School Board 
approval must be obtained before proceeding with the repair.  The Principal shall 
submit a memorandum to Finance - Accounting Operations providing all pertinent 
information, including which property is to be cannibalized and which property is to 
be repaired. School Board approval shall be sought by Finance - Accounting 
Operations.  When approval is received, Finance - Accounting Operations shall notify 
the school the property may be cannibalized.  Finance - Accounting Operations shall 
remove the cannibalized property from the school inventory. 
 
 
VIII.  Property and Equipment - Alterations 
 
In the event it becomes necessary to change, alter, or attach permanent fixtures to 
school property, or utilize more than the ordinary amount of utilities, approval shall be 
obtained from the School Maintenance Department. 
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THE SCHOOL DISTRICT OF OKALOOSA COUNTY
PROPERTY CONTROL

PROPERTY ACQUISITION/TRANSFER FORM

USE THIS FORM FOR:
1. INTERNAL ACQUISITIONS OR DONATIONS:
FIXED ASSETS VALUED AT $1,000.00 OR MORE DONATED TO THE SCHOOL DISTRICT OR PURCHASED FROM MONIES OTHER THAN PURCHASE ORDERS  (ITEMS PURCHASED 
BY BOOSTER CLUBS, INTERNAL FUNDS, PTO'S OR OTHER GROUPS) MUST BE REPORTED TO PROPERTY CONTROL BY COMPLETING  THE REQUESTED INFORMATION.
PLEASE USE  ONE LINE PER  ITEM. FOR DONATED ITEMS, ATTACH A COPY OF THE LETTER FROM DONOR STATING VALUE OF ITEM. FOR INTERNAL PURCHASE , ATTACH 
A COPY OF THE INVOICE.  PLEASE INDICATE HOW ACQUIRED:

2. TRANSFERS FROM ONE SCHOOL DISTRICT SITE TO A DIFFERENT SCHOOL DISTRICT SITE:
FIXED ASSETS APPEARING ON ONE LOCATION'S INVENTORY RECORDS CAN ONLY BE TRANSFERRED TO DIFFERENT LOCATION IF  A FULL DESCRIPTION  PLUS THE 
PROPERTY NUMBER ALONG WITH SIGNATURES FROM THE TRANSFERRING AND RECEIVING LOCATIONS ARE INCLUDED ON THE REQUEST.

3. SPECIAL CIRCUMSTANCES:
A. IF A SCHOOL DISTRICT SITE WISHES TO CANNIBALIZE AN ITEM, SUBMIT A LETTER ON THE LETTERHEAD LISTING THE PROPERTY AND
     A DESCRIPTION OF THE ITEM, DO NOT CANNIBALIZE THE ITEM UNTIL BOARD APPROVAL IS RECEIVED.
B.  FOR STOLEN, VANDALIZED, FIRE OR OTHERWISE DAMAGED ITEMS, SUBMIT A LETTER ON LETTERHEAD REQUESTING REMOVAL
     FROM INVENTORY ALONG WITH A COPY OF THE POLICE REPORT.  ANY REMAINS SHOULD BE PICKED UP BY SURPLUS FOR DISPOSAL.

THE FOLLOWING LISTED PROPERTY IS BEING  ACQUIRED

SCHOOL/DEPT FROM: SERIAL # COST/VALUE ROOM

ACQUIRED/TRANSFERRED BY: NAME/TITLE: DATE:

TRANSFERRED TO: NAME/TITLE: DATE:

DO NOT USE THIS FORM FOR SURPLUS PROPERTY.

DESCRIPTION 

TRANSFERRED

SCHOOL/DEPT TO:PROPERTY #
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Exhibit B:  MIS 2087 Off-Site Property Assignment Form 

 
 
 
 
 
 
 
 
 

THE SCHOOL DISTRICT OF OKALOOSA COUNTY
PROPERTY CONTROL

OFF-SITE PROPERTY ASSIGNMENT FORM

SCHOOL/DEPARTMENT:

PROPERTY NO: ORIGINAL COST:

ITEM NAME: MAKE:

SERIAL NO: MODEL:

ISSUED TO:

NAME: TELEPHONE:

ADDRESS:

DATE ISSUED: CONDITION AT ISSUE:

I, the undersigned, understand that this equipment is loaned to me and it is my responsibility
to ensure the care and maintenance of the equipment while it is in my charge.  I will not
be responsible for normal wear, but if this equipment is lost or damaged, I WILL be 
responsible for its repair or replacement.

Student/Employee Signature: DATE:

Parent/Guardian Signature: DATE:

Principal/Department Head: DATE:

DATE RETURNED: CONDITION AT RETURN: 

Principal/Department Head Acknowledgment of Return:  
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MIS 2040
Rev 12/96

SURPLUS PROPERTY PICKUP

FROM:
SCHOOL/DEPT.

BPI
NUMBER

* SEE BELOW FOR
  REQUESTING PICKUP

FUND
(FOR OFFICE USE)

PURCHASE
AMOUNT

(FOR OFFICE USE)

* 1.  Works, no longer needed.
Date 2.  Does not work.

3.  Not feasible for repair
4.  Obsolete

Driver's Signature School/Department Signature 5.  Other __________________________________
(Person Picking Up Surplus) (Person Releasing Surplus Property)     _______________________________________

SCHOOL DISTRICT OF OKALOOSA COUNTY
PROPERTY CONTROL

SERIAL NUMBER DESCRIPTION
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Purchasing Positions and/or Paying Other Compensation 
 
Salaries or other compensation for duties or assignments which are not the 
responsibility of the School District (examples:  lunchroom monitor, summer football 
coach, summer band director, gate keeper, ticket taker) may be paid from internal 
funds with monies collected to serve that purpose. For example, General Funds are to 
benefit the majority of the students; therefore, General Funds may be used to pay for a 
lunchroom monitor. Revenue raised through football games and/or fundraisers is to 
be used to support the football program; therefore, these funds may be used to pay for 
summer coaching. Please note that supplements during the school year are considered 
required positions and may not be paid with internal funds. 
 
When paying for personnel with internal funds, the position must still be initially 
purchased on the Salary Menu (MIS 3382).  After July 1, a “Transfer of Funds” (MIS 
3386) must be submitted to change the source of the revenue to Internal Funds.  If the 
position is being purchased after the Salary Menu has been submitted, simply 
purchase the position with a MIS 3386, Source of Revenue – Internal Funds.  (See 
Exhibit A) 
 
If Other Compensation is being paid from Internal Funds, the “Other Compensation 
Form” (MIS 3180) shall be submitted with the monthly payroll.  Be sure to pay the 
individual from Purchased – Other Positions – Project 2051.  (See Exhibit B) 
 
Prior to the expenditure, the funds should be submitted to Finance - Accounting 
Operations using a “Cash/Refund Transmittal Form” (MIS 3218).  A copy of the “Cash 
Refund/Transmittal Form” shall be attached to the Check Requisition as backup.  The 
District’s portion of Retirement (0210) and FICA/Medicare (0220) shall be included 
when paying other compensation.  When paying substitutes, it is only necessary to 
include FICA/Medicare (0220) of 1.45%. The current rates may be found on the 
Payroll webpage, along with contracted hourly rates for teachers.  Please do not send 
funds to pay for summer personnel or any positions for the new fiscal year until after 
July 1.  (See Exhibit C) 
 
Other Compensation Example:   
Volleyball is paying a teacher, John Doe, $30 for being a volleyball referee. 
• Other Comp would be $30, account strip 1010.5100.0102.xxxx.2051 
• The check would be written for $34.65 and attached to a Cash Transmittal with the 

following account strips: 
1010.5100.0102.xxxx.2051                     $30.00 (Actual Pay) 
1010.5100.0210.xxxx.2051                         2.35 (Retirement at 7.83%) 
1010.5100.0220.xxxx.2051                         2.30 (FICA/Medicare at 7.65%) 

 
Note:  The Retirement and FICA/Medicare rates above are the school’s/employer’s 
portion.  The individual will still be responsible for his/her personal taxes.  The rates 
in the example are for the 2005-2006 fiscal year.  Consult the website for current 
rates. 
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Exhibit A:  MIS 3386 – Changing Funding for Position Purchased on Salary Menu 
 

 

SCHOOL CENTER #

PRINCIPAL'S SIGNATURE DATE

X Change in Funding Only (Do Not Send MIS 5041 to Personnel ) A  and B
Cash in Vacated Position A
Cash in Hours for Existing Position (Send required paperwork to Personnel ) A
Purchase New Position (Send required paperwork to Personnel ) B
Purchase Additional Hours for Existing Position (Send required paperwork to Personnel ) B

CREDIT: FUND OBJECT CENTER PROJECT
1010 0987 0000 --

9 MO
10 MO
12 MO

DEBIT: FUND OBJECT CENTER PROJECT
Internal Funds

For Finance Use Only

New Employee to be Paid From: % FUND OBJECT CENTER PROJECT

No change to MIS 3386 - School responsible for crediting object 0102 (Other Comp.) or 0750 (Temp. Employee).

Budget Amendment not required. MIS 3386 cancels MIS 3386 dated __________ for _______________________.

Approved By: Date Sent to Personnel:

Special Authorization (If Required): Date:

S
E
C
T
I
O
N
 
A

S
E
C
T
I
O
N
 
B

POSITION NUMBER

HRS./DAY NEW JOB TITLE

Lunchroom Monitor

Lunchroom Monitor

Sally Smith

8/1/2005

EFFECTIVE DATE

Sally Smith

POSITION NUMBER

(For Personnel Use Only)
2.5

NAME (IF KNOWN)X

VACATED JOB TITLE

$

EFFECTIVE DATE

NAME (IF KNOWN)

HRS./DAY

9890$
Amount Computed by Finance

TYPE OF TRANSFER:

8/1/2005

SCHOOL DISTRICT OF OKALOOSA COUNTY
TRANSFER OF FUNDS

SCHOOL BASED ALLOCATION

0000Any School

2.5
(For Personnel Use Only)

FUNCTION

Amount Computed by Finance FUNCTION

FUNCTION
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Exhibit B:  MIS 3180 – Other Compensation Form 

 
 
Exhibit C:  MIS 3218 – Cash/Refund Transmittal Form 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

SCHOOL DISTRICT OF OKALOOSA COUNTY 
FINANCE DEPARTMENT 

OTHER COMPENSATION REPORT 
 

Activity Date: 8/25/05  Description: Volleyball Referee 

       

Funding:     

1010  7300  0102  0000  2051 
Fund  Function  Object  Center  Project 

 
INSTRUCTIONS: 
♦ List only one entry per employee per activity. 
♦ Attach a signed Other Compensation Report Time Sheet (MIS 3475) for each employee listed. 
♦ Do not report substitutes on this form – all subs must be reported by school on a Substitute 

Time Report. 
 

EMPLOYEE NAME SOCIAL SECURITY # JOB ID TIME (HRS) TOTAL $ 

John Doe 123-45-6789 01       30.00 

MIS 3180 
Rev. 9/03 

SCHOOL DISTRICT OF OKALOOSA COUNTY 
FINANCE DEPARTMENT 

 
CASH/REFUND 

TRANSMITTAL FORM 
 
 

TO: FINANCE DEPARTMENT  DATE: 8/15/05 

FROM: Any School  
 (Name of School/Department)  

SUBJECT: MONIES TRANSMITTED TO FINANCE 

THIS COMPLETED FORM MUST ACCOMPANY ALL MONEY (CHECK OR CASH) 
SENT TO THE FINANCE OFFICE. 

 

TOTAL AMOUNT OF CHECKS $ 34.65 

TOTAL AMOUNT OF CASH $       

GRAND TOTAL $ 34.65 
 

CHECK NO. AMOUNT FUND FUNCTION OBJECT CENTER NO. PROJECT 

1234 30.00 1010 5100 0102 0000 2051 

1234 2.35 1010 5100 0210 0000 2051 

1234 2.30 1010 5100 0220 0000 2051 

MIS 3218 
Rev. 9/03 




























































































