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Office of Superintendent of Schools
Board Meeting of October 5, 2016

Ofiice of School Board Attorney
Walter J. Harvey, School Board Attorney

September 28, 2016

SUBJECT: TO REQUEST THAT THE BOARD (1) APPROVE ON FINAL
READING PROPOSED AMENDiIENTS TO POLICY 6110, GfiIAA'T
FUtrtDS; PROMULGATION OF NEW POLICIES 6111, INTERNAL
CO'TTIROLS, 6112, CASH MANAGEMENT OF GRATVrS, 61'14, COST
PRINCIPLES FOR FEDERAL FUNDS; AND AMENDMENTS TO
POLICIES 6550, TRAVEL AND PER DIEM,7310, DISPOSITION OF
SURPLUS PROPERTY, AND 7450, PROPERTY INVENToRY; (21

APPROVE REVISIONS TO THE TRAVEL PROCEDURES MANUAL\
AND TO (3) APPROVE SUBSTANTIAL REPEAL ANDI
REPLACEMENT OF THE MANIIAL OF PROPERW CONTROLI'
PROCEDTJRES J

COMMITTEE: INNOVATION, GOVERNMENTAL RELATIONS, AND COMMUNITY
ENGAGEMENT

LINK TO
STRATEGIC
BLUEPRINT: EFFECTIVE AND SUSTAINABLE BUSINESS PRACTICES

At its August 10, 2016 meeting, the Board approved Agenda ltem G-2 ("Federal
Grants") authorizing the Superintendent to initiate rulemaking to adopt new and policies
to incorporate new U.S. Department of Education (DOE) regulations providing "uniform
grant guidance" addressing the federal grant application process, financial
management, procurement, inventory management, time and efiort accountability, cost
allowability, record retention, and program oversight. The new and amended policies
incorporate or reflect regulatory provisions relating to internal controls, cash
management, and cost principles for federal funds. The amendments address travel
restrictions under federal grants, and the disposition and inventory of property
purchased with federal funds.

ln addition, this item requests that the Board approve revisions to the Office of the
Controller's Travel Procedures Manual to comply with the required policy changes and_
to substantially repeal and replace the 2005 Manual of Property Control ProceduresJ ^*"n

REVISED



which has been rewritten, condensed and updated. Please note that the forms inl
Appendices 6.5-6.23 of the 2005 manual are not being repealed or revised in any way f-**,*.^
but are being included in the replacement manual via network links instead of 

Iappendices. -j

These new and amended policies and administrative manuals were developed in
collaboration with the Superintendent's Office, the Office of Intergovernmental Affairs,
Grants Administration and Community Engagement, the Office of Federal and State
Compliance, and Financial Services. They were also reviewed by the Office of
Management and Compliance Audits and Risk Management. Many of the changes were
recommended by our policy consultant, NEOLA, Inc.

The Notice of Intended Action was published in the Miami Daily Business Review on
August 1 5, 2016, posted in various places for public information and mailed to various
organizations representing persons affected by the new and amended policies and to
individuals requesting notification. The time to request a hearing or protest the adoption
of these amendments has elapsed.

In accordance with the Administrative Procedure Act, these new and amended policies
are presented to The School Board of Miami-Dade County, Florida, for adoption and
authorization to file in the ofiicial records of The School Board of Miami-Dade Countv.
Florida.

Attached are the Notice of Intended Action and the proposed new policies, policy
amendments, and administrative manuals. Changes are indicated by underscorino
words to be added and st+king*h+eughwords to be deleted.

RECOMMENDED: That The School Board of Miami-Dade County, Florida:

(1) amend Policy 61 10, Grant Funds, adopt Policies 6111, Intemal
Controls, 6112, Cash Management of Grants, 6114, Cosf
Pinciples for Federal Funds, and amend Policies 6550, Travel
and Per Diem,73'10, Disposition of Surplus Property, and 7450,
Property lnventory, and authorize the Superintendent to file the
new and amended policies with The School Board of Miami-
Dade County, Florida, to be effective October 5,2016;

(2) approve revisions lo the Travel Procedures Manual; and

(3) approve substantial repeal and replacement ol the Manual of -.l^
Property Control Procedures. J *"?.
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NOTICE OF INTENDED ACTION

THE SCHOOL BOARD OF MIAMI-DADE COUNTY, FLORIDA, announced on August 10, 2016,
its intention to amend Policy 6110, Grant Funds: promulgate new Policies 6111,lnternal
Controls,6112, Cash Management of Grants,6114, Cost Principles for Federal Funds; and 10

amend Policies 6550, Travel and Per Diem,7310, Disposition of Surplus Propefty, and7450,
Propefty lnvento4l, at its regular meeting on October 5, 2016.

PURPOSE AND EFFECT: These new and amended policies provide guidance to School Board
staff regarding the monitoring and managing of federal grants to comply with newly issued
uniform grant guidance from the United States Department of Education. The new policies
incorporate or reflect regulatory provisions relating to internal controls, cash management, and

cost principles for federal funds. The policy amendments address travel restrictions under
federal grants, and the disposition and inventory of property purchased with federal funds.

SUMMARY: For approximately 40 years, federal grants have been administered and monitored
by the U.S. Department of Education's (DOE) through its Education Department General
Administrative Regulations (EDGAR). Last year, the DOE substantially rewrote the regulations
to provide "uniform grant guidance," addressing the application process, financial management,
procurement, inventory management, time and effort accountability, cost allowability, record
retention, and program oversight. The new regulations require the proposed revisions to current
policies and the addition of several new policies to address the management of funds received
from federal grants.

SPECIFIC LEGAL AUTHORITY UNDER WHICH RULEMAKING lS AUTHORIZED: 1001.41 (1)
(2),1001.42(2), (12), (13); 1001.43 (2), (10), 1001.51(4), (11),(12), (25), F.s.

LAWS IMPLEMENTED INTERPRETED OR MADE SPECIFIC: 2 C.F.R. 200.56, 200.61,
200.71, 200.77, 200.79, 200.80, 200.112, 200.302, 200.303, 200.305, 200.307, 200.309,
200.310, 2o0.311,200.312,200.313, 200.318, 200.343(b) & (e), 200.a03-.a06, 200.413(a)-(c),
200.430(a), 2o0.431(a), 200.458, 200.474(b),200.s08; 34 C.F.R. 75.707, 76.563, 76.565,
7 6.7 07 : 27 4.05, 27 4.06, 27 4.07, 1 006.41, F.S.

IF REQUESTED, A HEARING WILL BE HELD DURING THE SCHOOL BOARD MEETING on
October 5, 20'16, which begins at 1:00 p.m., in the School Board Auditorium, 1450 N.E. Second
Avenue, Miami, Florida 33132. Persons requesting such a hearing or who wish to provide
information regarding the statement of estimated regulatory costs, or to provide a proposal for a
lower cost regulatory alternatlve as provided in Section 120.54(1), F.S., must do so in writing by
September 6, 2016, to the Superintendent, Room 912, at the same address.

ANY PERSON WHO DECIDES TO APPEAL THE DECISION made by The School Board of
Miami-Dade County, Florida, with respect to this action will need to ensure the preparation of a
verbatim record of the proceedings, including the testimony and evidence upon which the
appeal is to be based. Section 286.0105, F. S.

COPIES OF THE PROPOSED NEW AND AMENDED POLICIES are available at cost to the
public for inspection and copying in the Citizen lnformation Center, Room 158, 1450 N.E.
Second Avenue. Miami. Florida 33132.
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GRANT FUNDS

The School Board intends to derive maxirnum benefit from education grant and
foundation funds and will make as many proposals as will be beneficia.l to the
District.

The purpose of securing glarrts is to increase funding for student achievement
programs that are consistent with Board initiatives.

A quarterly report listing grant awards under $250,OO0 will be
transmitted to the Board by the Oflice of Intergovernmental Affairs,
a*d Grants Ad:rrinistration, and Conemunitv Eneaqement (Gralts
Administration). Schools, Region Centers, and District-level oflices
shall provide, at a minimum, the funding source, tie amount of the
grant award, the purpose of the grant-funded program, the length of
time the program will be in existence, any required matching funds,
and in-kind contributions associated with t]:e grant-funded
program.

A Board item will be submitted to tJre Board seeking acceptance of
grant awards of $250,000 and above. The Board item wili include a
description of the funding source, an overview of tJle program
funded by the grant award, a summarJr of program expenditures, the
source and details of any required matching funds, and a detailed
description of contracts to be awarded using the grant funds. The
recommendation for each grant award may be as follows:

That t.I e Board authorize the Superintendent to:

1. accept a grant award including the funding source, grant
award amount, nartre of prograrn, and funding period;

2. retain funds from tl:e grant in a'rr anount not to exceed the
annually negotiated indirect cost rate, as allowed and
approved by the Florida Department of Education; ald

3. direct Financial Operations to establish appropriations in the
amounts approved by the granting agency and to be reported
periodicallv to the Board.

The use of grant monies for partisan political activities arrd for any discriminatory
use is prohibited. All gralt funds re€e.ivedqr+h,e-ki€+ will be used according to
t.lle purposes and policies of the Board and the applicable State and Federa.l law.

B.

@ NEoLA 2OO7



I
z

5

6

7
8

9

10
11
t2
13
t4

Ib

t7
18

19
20

2l

23
24
ZJ
20
27
2A
29

30

31

CJ

ct

THE SCHOOL BOARD OF
MIAMI-DADE COI'NTY

FINANCES
6l lO/page 2 of 5

Each draw of grant monies shall be as close as ad:ninistratively feasible to the
related program expenditures.

The Superintendent may seek funds for purposes consistent with this poliry and
shall develop and update administrative procedures 16 irnplement this poliry.

Graat Proposal Deveiopment

A. A11 grant proposals must support Board initiatives.

B. For proiects where grant funds will not cover the entfue cost of proiect
implementation. additional fund sources must be identified and documente4'

Grant Administration

A. The administration of grants will adhere to all applicable Federal. State, local.
and grantor rules arld rezulations. includine the terms arrd conditions of the
Federal awards. as well as School Board policies ald nrocedures.

B. The Superintendent and/or Board Chair. if applicable. are authorized to sierr
related documents for gralt administration. includins documents required for
submittal of grant proposa.ls.

C. Emplovee positions established throueh the use of qrant fundine shall
terminate if and when the related srant fundins ceases.

D. Prosran reports includine but not lirrrited to audits, site visits. and both
annual and final reports shall be provided to Grants Administration.

E. A11 Federa-l funds received will be used in accordance with the applicable
Federal law arld regulations and the terms and conditions of tle Federa.l
award. Each draw of Federal monies shall be alisled witl the established
pat'rnent process {whether reimbursement. cash advance. or a combinationl.
If funds are permitted to be drawn in advalce. all draws will be eoua.l in
masnitude as closelv as administrativelv feasible. to the masnitude of the
related prosrarn expenditures. When restricted. such monies will be used to
supplement prograrns and funding arrd not to supplarlt or replace existing
proqramming or current fundine.

Financial. Management

The financial manasement of srant funds shall be in compliance with all applicable
Federal. State. Iocal and erantor rules. resulations. and assurances as well as Board
policies a-rrd administrative procedures.

The Superintendent shall provide for the followine:

O NBOLA 2OO7
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A. Identification. in School Board accounts. of all erant awards received and
expended arld the proerarns under which thev were received. For Federal
proerans and awards. identification shall include the Catalos of Federal
Domestic Assistance (CFDAI title ald number. Federal award identification
number and vear. name of the Federal agencv and name of the pass-throush
entitv. as applicable.

B. Accurate, current, and complete disclosure of the financial results of each
Federal award or program in accordance with tlle reporting reouirements of
the erarrt.

C. Records that identifu adequatelv the source and application of funds provided
for Federallv-funded activities. These records must contain information
pertainins to Federal awards. authorizations, obligations. unoblisated
balances, assets. expenditures. income and interest and be supported bv
source documentation.

D. Effective controi over. and accountabilitv for- all funds. propertv. ald other
assets. The Board must adequatelv saJesuard a-11 assets and assure that thev
are used solelv for authorDed purooses.

Further, the Superintendent shall:

1. establish and maintain effective internal controls over the Federal award
that provides reasonable assurarce that the District is managine the
Federal award in compliance with Federal statutes. resulations. arrd the
terms and conditions of the Federal award:

2. complv with Federa-l statutes. resulations. arrd t]re terms and conditions
of the Federal award:

3. evaluate ald monitor compliance with statutes. regulations. and tlre
terms and conditions of the Federa-l award:

4. take prompt action when instances of noncompliance are identified
includine noncompliance identifred in audit findines: and

5. take reasonable measures to sa-feguard protected personallv identifrable
information and other information tfie Federal awardins asencv or pass-
throush entitv deSisnates as sensitive consistent with applicable Federa].
State. local. and triba-l laws reeardine privacv arld oblisations of
confidentieiLitv.

E. Comparison of expenditures with budget amounts for each Federal award.

F. Recordkeepins arrd wr:itten procedures to the extent required as mav be
required bv Federal. State. local and erantor rules. arrd regulations
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pertainine to the erant award arrd accountabilitv. includine. but not limited
to. the following areas:

1. cash management:

2. allowabilitv:

3. conflict of interest:

4. procurement:

5. equipmentmalaqement:

6. conducting technical evaluations of proposals and selecting
recipients:

7. compensation ald fringe benefits: arld

8. travel.

G. Disclosure of anv potential conflict of interest and all mandatorv violation
disclosures potentiallv affectine the Federal award / srant to the Federa-I
awarding agencv or pass-throuqh aqencv in accordance with applicable
Federal policv.

H. Insurarce coverage for real propertv and equipment, if applicable' for such
propertv owned bv the Board.

Program Income

Prograrn income means gross income earned bv a qrant recipient that is directlv
generated bv a supported activitv or earned as a result of the Federal award durinq
the srant's period of performance.

It includes. but is not limited to, income from fees for services performed. the use or
rental of real or persona] propertv acquired under Federa-l awards. the sale of
commodities or items fabricated under a Federal award. license fees and rovalties on
patents and copwishts, and principal and interest on loans made with Federal
award funds. Interest eamed on advarrces of Federal funds is not prosram income.
Except as otherwise provided in Federal statutes. resulations or the terms arrd
conditions of the Federal award. prosram income does not include rebates. credits.
discounts and interest earned on arrv of them. Additionallv. taxes. special
assessments, levies. fines and other such revenues raised bv a recipient are not
program income unless the revenues are specificallv identifred in tlle Federal award
or Federal awarding agencv regulations as proerarn income. Finallv. proceeds from
the sale of real oropertv. equiprnent. or supplies are not orogram income.

@ NEOLA 2OO7



THE SCHOOL BOARD OF
MIAMI.DA.DE COT'NTY

FINANCES
61lO/page 5 of5

7
8
9

10
11
72

Un-less it has received prior approval to use a different method or the terms and
conditions of the grant authorize a different method. the deduction method of
accountins for prosram income shall be used. Under tlre deduction method.
prosrarn income is deducted from total allowable costs to determine the net
allowable costs. Proeram income will onlv be used for current costs unless
otherwise directed bv the Federa-l awardins agencv or pass-throush entitv.

34 C.F.R. 7 5.7 07 . 7 6.563. 7 6.565. 7 6.7 07
2 C.F.R. 200.56. 200.7 t. 200.7 7 . 200.aO. 200. r t2. 200.302. 200.307
2 C.F.R. 2O0.309. 200.310. 200.313. 20O.318-.32O. 2O0.343(b)&(e). 2O0.508

2€l.Uts:He6
F.S. 1001.42, 100i.51
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NIIT POLICY

6111 - INTERNAL CONTROLST

The Superintendent shall establish and maintain effective intemal controls over
federal, state, and local awards that provide reasonable assurance that the District
is managing all awards in compliance witJr applicable federal, state, and local
statutes, laws, regulations, and the terms and conditions of the awards. The
process wiJl provide reasonable assurance that the following objectives will be
achieved:

A. effectiveness and efliciency of operations;

B. reliability of reporting for internal and external use; and

C. compliance with applicable laws and regulations.

The internal controls must provide reasonable assurance that transactions a-re
properly recorded ald accounted for in order to permit the preparation of reliable
financial statements ald reports; maintain accountability over assets; and
demonstrate compliance with federal, state, and iocal statutes, laws, regulations,
and the terms ald conditions of the awards. The internal controls must also provide
reasonable assurance that these tralsactions are executed in compliance with
federal, state, and local statutes, laws, regulations, and the terms and conditions of
the award that could have a direct and material effect on an award, as well as any
other federal, state, arld local statutes, laws and regulations that are identifred in the
complialce supplement. Finally, the District's internal controls must provide
reasonable assurance that all federal, state, arrd local funds, property, ald otl:er
assets are safeguarded against loss from unauthorized use or disposition.

The District shall:

comply with federal, state, a.rld local statutes, laws, regulations, alld
the terms and conditions of the awards:

monitor its comptance with statutes, iaws, regulations, and the
terms and conditions of the award:

take prompt action when insta.nces of noncompliance are identified
including noncompliance identified in audit frldings; and

A.

B.

C.



D. take reasonable measures to safeguard protected "personally
identifiable information" (PII) ald other information tJre awarding
agency or pass-through entity designated as sensitive or the District
considers sensitive consistent with applicable Federal, State, local,
and tribal laws and District policies regarding privacy and
obligations of confidentiality. PII is "information tJlat can be used to
distinguish or trace an individual's identity, either alone or when
combined with other personal or identi$ing information that is
linked or linkable to a specific individual. However, PII is not
anchored to arry single category of information or technologr.
Rather, it requires a case-by-case assessment of tJ:e specific risk
that an individual can be identified." See 2 C.F.R. 2OO.79.

2 C.F.R. 200.61-61, 200.7 9, 200.303

2
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NEW POLICY

6112 - CASH MANAGEMENT OF GRANTS

In order to provide reasonable assurance that a-11 assets, including federal, state, and
local funds, are safeguarded against waste, loss, unauthorized use, or
misappropriation, the Superintendent shall implement internal controls in the area
of cash marragement.

Payment methods shall minirnize the time elapsing between the tralsfer of funds
from the United States Treasury or the Florida Department of Education (FLDOE)
[pass-through entity) and disbursement, regardless of whettrer t]re payment is made
by electronic fund tralsfer, or issuance or redemption of checks, warrants, or
pa1ment by other means.

The forms ald procedures required by the grarrtor agency or pass-through entity to
request payment shall be used. Grant funds payments shall be requested in
accordance with the provisions of the gralt. Additionally, the Board's financial
management systems shall meet the standards for fund control ald accountabiJity
as established by the awarding agency.

The Superintendent is authorized to submit requests for advance palments and
reimbursements at least monthly when electronic fund tralsfers are not used, and
as often as deemed appropriate when electronic transfers aie used, in accordance
with the provisions of the Electronic Fund Transfer Act (15 U.S.C. 1693-1693r).

When a cash advance pa1rment method is used, the following staldards shall apply:

A. The timing and arrrount of the advance payment requested will be as
close as is adrninistratively feasible to the actual disbursement for
direct program or project costs and the proportionate share of any
a.llowable indirect costs.

Timely payment shall be made to contractors in accordalce with
contract provisions.

To ttre extent available, funds must be disbursed from program
income (including repa5rments to a revolving fund), rebates, refunds,
contract settlements, audit recoveries, and interest earned on such
funds before requesting additional cash pa;,'rnents.

B.

c.



D.

E.

Receipt, obligation, ald expenditure of funds shall be accounted for
appropriately.

Advance paJrments shall be deposited and maintained in insured or
collaterizrd accounts whenever possible.

Advance payments shall be maintained in interest bearing accounts.

Pursuant to Federal law and regulations, interest eamed may be
retained in arr arnount up to $50O per year for administrative costs.
Any additional interest earned on Federal advance pa;rments
deposited in interest-bearing accounts must be remitted annually to
the granting agency.

F.

2 C.F.R. 200.305

@ NEoLA 2016



NEW POLICY

6LI4 - COST PRINCIPLES FOR FEDERAL FUNDS

The Superintendent is responsible for the elficient ald effective administration of
federal grant funds through the application of sound management practices. Such
funds shall be administered in a manner consistent with all applicable Pederal,
State and local laws, the associated agreements/assurances, program objectrves,
and the specilic terms and conditions of the grant award.

Cost Principles

Except where otherwise auttrorized by statute, costs shall meet the following general
criteria in order to be allowable under Federal awards:

Be necessar5r ald reasonable for proper and e{Ecient performalce
and administration of ttre Federal award and be allocable thereto
under these principles.

Conform to any limitations or exclusions set forth as cost principles
in 2 CFR Pafi 2OO or in the terms and conditions of the Federal
award.

Be consistent with policies and procedures that apply unifornrly to
both Federally-financed and other School Board activities.

Be allorded consistent treatment. A cost cannot be assigned to a
Federal award as a direct cost if arry other cost incurred for tl:e
same purpose in like circumstances has been assigned as an
indirect cost under another award.

Be determined in accordance with generally accepted accounting
principles.

Be representative of actual cost, net of all applicable credits or
offsets.

Not be included as a match or cost-share, unless the specific
Federal program authorizes Federal costs to be treated as such.

B.

D.

E.

F.

G.



H. Be adequately documented:

f. in the case of other costs, all receipts ald other invoice
materials shall be retained, along with any documentation
identiSing the need and purpose for such expenditure if not
otherwise clear.

Period of Performalce

All obligations must occur on or between the beginning and ending dates of tJle

grant project (Period of Performance). The Period of Performance is dictated by
statute and will be indicated in the grant av/ard notification (GAN). Obligatiolls may
begin, however, prior to t.Ile beginning date when an agreement exists with the
granting agency. A1l obligations shall be liquidated as determined by the gralting by
the granting agency.

2 C.F.R. 2oo.4o3-.406, 200.4 I 3 (a)-(c), 2oo.a30(a), 2o0'as 1 (a), 200-4s8
2 C.F.R. 2OO.474(b\

O NEoLA 2016
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TRAVEL AND PER DIEM

2 These travel policies apply to employees and authorized individua-ls eligible to be
3 reimbursed from either tax funds or an Internal Fund account for travel-related
4 expenses. Authorized individuals include School Board members, Board
5 administrative assistants, consultants, Title I parents, ald chaperones of student
6 travel. If tJ:re person to be reimbursed for travel expenses from tax funds is a Board
7 employee, the Payroli Department will process the reimbursement. Individuals who
8 are not Board employees (no employee number) will be reirnbursed by the Accounts
9 Payable Department.

M
13 The Payroll departnent shall have the authority to deny travel advance privileges to
L4 individuals or departments that fail to properly or promptly submit Travel Expense
15 Reports. The Payroll Department shall have the authority to disallow any and all
16 expenses not consistent with Florida law and Board policies.

17 Procedures relating to Travel are contained in the Travel Procedures Manual issued
18 by the Oflice of tl:e Controller - Payroll Department.

lg All requests for reimbursement of travel expenses shatl be reasonable, customary,
20 and ordinary for the type of trip taken. The greatest possible economy shall be
2l obtained by avoiding unnecessa.ry travel and joint travel by authorized travelers in a
22 single vehicle whenever feasible.

23 The Superintendent shall develop regulations providing the conditions and
24 requirements under which payment of travel expenses shall be made to implement
25 this poliry, according to Florida statutes, Florida Department of Education rules,
26 Internal Revenue Regulations and Board policies.

27 Classification of Eligible Personnel

2a The following classifications of personnel shall be eligible for reimbursement for
29 travel expenses:

30 A. Board members, Superintendent, and Board Attorney;

31 B. administrative, supervisory and all other employees;

OMIAMI-DADE, 2O1O
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C. employees representing the Superintendent and/or the Board on
official school business or employees whose regular assignment
necessitates travel from their official headquarters or oost of dutv on
school business;

D. employees authorized to attend conferences and conventions of
official educational agencies and of professional organizations;

E. authorized persons who are not employees of the school system.

8 Eligible Travel

9 Travel expenses will be approved for the following kinds of travel:

A. Travel within Miami-Dade CounW when it is part of oitrcial duties.

B. Travel outside of Miami-Dade County when:

1. The authorized traveler has been assigned to perform officia-l
duties or Board business elsewhere: or

2. The authorized travel is attending conferences and
conventions of offrcial educational agencies and of
professional organizations.

17 &{penses for Travel within Miami-Dade County

18 Employees whose duties for the school system require them to travel within the
19 count5r from their officia.i headquarters or post of duty to other iocations (Class C
20 travel) shall be reimbursed for travel in a privately owned vehicle on the basis of a
2l mileage allowance approved by the Superintendent.

@MrAilr-DADE, 2O1O
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1 Board members shall be reimbursed from the members' residence for travel incurred
2 in the performalce of a public purpose authorized by law to be performed by the
3 Board, including, but not limited to, attendalce at regular and special Board
4 meetings.

A. Mileage Allowa-nce

Mileage allowance shall be computed at the Internal Revenue
Service Standard Mileage Rate effective upon publication by the
Internal Revenue Service for distances traveled on ollicial business.
The rate per mile will be published by the Payroll Department
annually, or as deemed necessa.ry.

After travel has been completed, the employee must prepare and
submit the necessary forms for reimbursement.

B. Per Diem or Mea-l and Lodging Allowance for approved Travel on
Ollicial Business within Miami-Dade County

Per diem or meal and lodging allowances may be paid as prescribed
in tl.is policy when the traveler is assigned on oIficia-l busrness
outside of regular office hours ald away from regular places of
emplo5rment where it is considered reasonable arrd necessar;r, meal
allowalces are involved and overnight lodging is required and it is
approved by the Superintendent.

&rpenses for Travel Outside of Miami-Dade County

A. Reimbursable expenses for authorized travelers are shown under
the heading, "Travel expenses - computation guidelines." Employees
authorized to travel outside of Miami-Dade County shall be
reimbursed in whole or in part from Board funds in accordalce with
Board-adopted travel expense computation methods, and when paid
from the Internal Fund accounts, shall be subject to all provisions
set forth in the school, and in the Malual of Internal Fund
Accounting for Elementary and Secondary Schools, Internal
Fund/School Activities - Specilic Procedures, incorporated by
reference in policy if:

1. the employee is assigned to perform olficial duties elsewhere,
e.g., travel to recruit teachers;

OMTAMT-DADE, 2O1O
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2. the employee is authorized to attend conferences or
conventions of offrcial educational agencies and of
professional organizations.

The following general regulations shall be applicable to travel of
employees:

l. Temporary Duty - Any employee in order to be etgible to have
expenses paid for travel shall have completed in advance of
such travel an approved Electronic Travel
Approval/Reimbursement Request (TRVL).

2. Representalive of the Superintendent - Travel of an employee
as the representative of the Superintendent shall be approved
only by the Superintendent.

3. Maximum Expenses

a. Board members and the Superintendent, or deslgnee,
may approve travel expenses up to a maximum of
$3,500, excluding registration fees and tuition.

b. Administrators reporting directly to the Superintendent
may approve travel expenses for personnel under their
jurisdiction up to a maximum of $2,5O0; however, tJre
Superintendent retains the sole authority of approving
the reimbursement of actual expenses exceeding the
$2,500 limit to the maximum of $3,50O, excluding
registration fees and tuition.

c. Out-of-county trips estimated to exceed $3,500 must
be approved by the Superintendent and the Board
before travel cornmences if reimbursement is expected
for the full arnount.

d. If the business of the school system requires tJre
employee to visit more than one city, such as with
District recruiters, the total travel expense
reimbursement shall not exceed t]le maximum allowed
per trip for each citY visited.

13
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Approval Requirements

Travelers must obt€.in the proper approval prior to tJre
occurrence of the actual travel.

Board members: Individual Board members may
approve their own Request for Travel Expenses or that
of their administrative assistants.

b. Superintendent and Board Attorney: The
Superintendent and Board Attorney may approve their
own Request for Travel Expenses.

c. Assistant Board Attorneys: Approval by the Board
Attorney is required.

d. Wabinet Members:
Approval by the Superintendent, or designee, is
required.

e. Senior Stalf:
Approval by the corresponding D€puff
@isrequired.

f. Principals: Approval by the Regional Center
Superintendent is required.

g. Non-school site employees: Approval by the immediate
supervisor and the corresponding administrator at the
Assistant Superintendent level is required.

h. Assistant Principal/ School site empioyees: Approval by
the Principa-l is required.

Maximum Number of Employees

a. The Superintendent may esta.blish annually tl:e
maximum number of administrative, supervisory, or
other employees to be approved to attend the same
national or regional professional conference or
conventlon.

I
I
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b. One teacher is each teaching subject-area may be
selected by each Regional Center Superintendent to
attend a national meeting of tlee teacher's subject-area
field.

6. Reimbursement of Expenses by Ottrer Agencies

Employees who are requested or directed to attend
conferences or conventions sponsored by the Florida
Department of Education, or by other institutions or vendors,
may be approved for full expenses when such entities agree to
reimburse the Board in full.

12 Reimbursement of kpettses

13 Reimbursable expenses will not be paid from Board funds until after the authorized
L4 traveler has returned &om the trip, completed and submitted to the Pal'roII
15 Department an approved Electronic Travel Approval/Reirnbursement Request {TRVL)
16 with required supporting documents attached. Expense reports must be filed within
17 ten (10) days after travel is completed.

18
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35
36
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The following exceptions related to cash advances, direct payments to vendors for
meals and lodging in connection with travel and required advance registration fees,
shall be used infrequently and only witJr the express approval of the Superintendent:

A. Cash Advancements

Cash advancements to authorized travelers on olficial business in
a.rr anount not to exceed t]le estimated out-of-pocket reimbursable
expenses, which may not exceed tJle approved maximum, may be
authorized by the Superintendent. Authorized traveler shall submit
a frnal accounting with all necessary supporting documents within
ten (1O) working days following return from offrcial travel status' The
traveler must refund the amount of cash advancement exceeding tJre

approved actual expenses. Any balance due to the traveler will be
paid in the norma-l course of auditing arrd reimbursement
procedures.

If the traveler fails to comply with the ten ( l0) working days
requirement to submit a final accounting, the Payroli Department is
authorized to collect the cash advancements from t.lle employee's
regular bi-weekly pa1'roll payment.

@MrAMr-DADE, 2O1O
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B. Travel Reimbursements to Non-Board Employees

Direct reimbursement to non-Board employees (referred to as
"vendors" by Accounts Payable) for authorized Class A or Class B
travel, for meals, lodging, transportation and necessar5r incidental
expenses (excluding tips and gratuities), may be authorized by the
Superintendent not to exceed the established per diem or meal
allowances allowed by State law and Board policy. A final
accounting with all necessary supporting documents shall be
provided by tJle non-Board employee witJ:in ten (10) working days of
return from official travel status. Non-Board employee
reimbursements are paid by the Accounts Payable Departrnent
through the issuance of a purchase requisition,

C. Advance Registration Fees

Required advance registraLion fees for authorized travelers attending
seminars, training sessions, conferences, conventions or other
similar meetings requested by tJle adrninistration may be paid from
Board funds, arld a final accounting shall be made within ten (10)
working days following the return from official travel.

D. Travel Arrangements

Required purchase of airline tickets for authorized travelers on
official Board business may be paid from Board funds. Travel
arrangements will be made by the employee utilizing existing
Internet providers, the employee's o\im travel agency, or the Board
approved travei agencies. When other tharr the Board approved
travel agencies are used, and before a reservation is made, the
employee must obtain two (2) complete lists of available airfares
from different sources, indicating t.l:e departing and destination
cities, as well as the cost of the airline ticket. The listings must be
attached to tJ:e reimbursement request. Acceptable listings can be
obtained from a travel agency or Intemet providers.

Travel Drpe[ses Not Authorized

Travel expense reimbursement sha-ll not be authorized for:

A. Any employee who received coilege credit for work done while in
attendance at a workshop, seminar, conference, or sirnilar meeting.

J+

35

36
37
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B. Classroom teachers to att€nd subject-area meetings or conJerences
unless the classroom teacher is authorized to attend such meeting
by the school principal.

C. Any employee to attend the annual convention of state professiona-l
organizations, unless requested to attend by the administration for

' work related business.

D. No tips or gratuities of any kind.

Travel Errpenses Paid from Grant Funds

For travel paid wit}l Federal funds. the travei autJrorization must include
documentation t}lat demonstrates tJrat (1) the participation in the event bv the
individual travelinq is necessa-ry to the grant award, and (2) the costs are reasonable
and consistent with tl1e Board's travel policv.

Travel Erpenses Paid from School Internal Fu'td Accounts

Travel expenses paid from school Internal F\rnd accounts may be authorized under
the following conditions:

A. The Board approved method for tralsportation and per diem or mea-l
expenses/allowances shall be used in computing reimbursable
expenses for all such trips.

B. Principals and other school administrators may attend any
recognized national, regional, or state professional group meetings
which deal with their respective school level, provided such travel is
authorized by tJle Regional Center. Any such travel expenditures will
be subject to all provisions in the Manual of Internal Fund
Accounting for Elementary ald Secondary Schools, Internal
Fund/School Activities - Specific Procedures, incorporated by
reference in policy.

C. Coaches may attend out-of-state coaches' meetings. Only one full
reimbursement may be obtained by any one coach per fiscal year for
experrses. One other reimbursement for a sirnilar approved trip
during the same frsca-l year may be paid to any one coach provided
that the coach pays one-half of the expenses.

Travel Brpenses of Other Authorized Persons

@MrAMr-DADE, 2O1O
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expenses may be authorized from Board

A. A person who contributes services as an advisor or consultant; or

B. A person who is a candidate for an executive or professional
Dosition.

To be reimbursed for travel expenses, such persons must have been approved by tJre
Superintendent or desigrree and travel documents must be submitted to the
Accounts Payable Departrnent which reflect a complete explanation and justification
ofsuch expenses, in accordance with this rule.

1 1 Computation Guidelines

12 The following guidelines shall be used in computi:rg reimbursement of travel
13 exDenses for authorized travelers of the Board.

4
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A. Transportation By Privately Owned Vehicle

1. The arnount shall be the maximum provided by law for round
trip according to a current map of the Florida Department of
Tralsportation. NecessarSi local vicinity travel shall be shown
separately on the voucher.

2. Necessar5r parking arld storage fees; bridge, road, ferqr, ald
tunnel tolls (original receipt required).

3. Private vehicles should be shared whenever possible to
minirnize travel costs. However, no traveler shall be entitled to
mileage or transportation expense when he/ she is
gratuitously transported or transported by another traveler
who is entitled to mileage or tralsportation expense.

4. Reimbursement for use of private vehicles must not exceed
the most economical airfare when adeouate air service is
available.

@MrAMr-DADE, 2O1O
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Tralsportation by Common Carrier

Reimbursement is authorized for necessar5z travel accomplished by a
usually traveled route on cornmon carrier (train, bus, commercial
airlile operating scheduled flights, or rental car from an established
rental car agency) at the most economical rate, necessary taxi and
bus fares, and set charges for baggage handling (original receipts
required for all items mentioned). No tips or gratuities of any
kind shall be reirnbursed.

When expenses for airline tickets are being paid, an invoice or
statement clearly indicating the amount paid by the employee must
be attached to the reimbursement request.

Under no circumstances is an employee authorized to travel using a
private aircraft or a non-co[rmercial/non-registered seagoing vessel
while on official Board business.

Per Diem or Meals and lodging Alowance for Out-Of-Count5r Travel

l. For travel period extending ovemight:

a. Class A travel - continuous travel of twenty-four (24)
hours or more away from official headquarters. Travel
periods are for a calendar day (midnight to midnight).

b. Class B travel - continuous travel of less tharr
twenty-four (241 hours which invoives overnight
absence from officia-l headquarters. Travel period starts
w'ith time of departure and ends vrith time of return.

c. The maximum reimbursable anount provided by law
for per diem for meals and lodging will be published by
the Payroll Department annually, or as deemed
necessary. When fractions of days are invoived, there
shall be allowed one-fourth of that amount for each
quarter day or fraction thereof. Six-hour periods
starting at midnight for Class A travel ald time
deparfure for Class B travel shall count as
ouarter-davs.

@MIAMI-DADE, 2O1O
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d. For travel period overnight to a convention or
conference or out of State:

On ofticia-l school business, the authorized traveler
may be allowed actual expenses for lodging at single
occupancy rates, substantiated by a lodging receipt,
plus tJre maximum anount provided by law for each
day for meal allowances. Total reimbursement shall not
exceed Board approved maximum.

Class C Travel

Travel for short or day trips where the traveler is not away
from oltcial headquarters overnight, for which expenses for
meals are allowed, shall be reimbursed at the maximum
amount provided by law.

MeaI Allowances

MeaI allowances are governed by Florida statute. The Payroll
Department witl publish the current allowable
amount annually, or as deemed necessary.

Brealdast allowance is when travel begins before 6 a.m.
and extends beyond 8 a.m.

Lunch allowance is when travel beeins before 12 noon and
extends beyond 2 p.m.

Dinner allowance is when travel begins before 6 p.m. and
extends beyond 8 p.m., or when travel occurs during
nighttine hours due to special assignment.

Meal reimbursements for non-overnight, out-of-county travel
(use Voucher for Reimbursement of Mea-ls for Travel Not
Requiring an Overnight Stay - FM- 45571, are considered
taxable compensation to the employee or other authorized
traveier.
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Reimbursement by a State or Local Institution

When meals or lodging are to be reirrrbursed by a state or
local institution, the traveler shall be reinbursed the actual
costs of such items, not to exceed the maximum amounts
otherwise permitted.

Registration Fee

Where a registration fee is charged for attending a conference,
convention, seminar or similar type meeting, tJre expense of
such fee shall be allowed and shall be excluded from the
computation of the maximum allowable travel expense.

If the cost of any meals is included as part of the registration
fee the allowance for meals must not be claimed or must be
deducted if the per diem method for meals and lodging is
used.

When attending a conference, convention, seminar, or sirnilar
type of meeting, an agenda must be included with the
reimbursement request.

Communications

Reasonable and necessar5r communication expenses for
official business while on authorized travel status, such as
telephone, fax, mail, and other similar items, shall be
reimbursed when properly documented and supported by
paid receipt.

Car Rental

Ttre car rental must be an economy-sized vehicle (i'e',
compact car). if other than al economy-sized vehicle is
needed, written justifrcation must be submitted'

The employee's supervisor should consider tle following
guidelines before approving tJle use of a rental car:

a. A rental car is more cost-effective than other means of
gtound transPorta[on.
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b. The anount of materials/equipment transported
precludes use of other ground transportation.

c. No other transportation is reasonably available at tfre
time(s) / Iocation(s) required.

Use of a rental car shall be reimbursed when properly documented and supported
by paid receipt.

Administrative Procedutes

The Superintendent is authorized to develop ald implement a Manual of Travel
Procedures that describes the processes to implement this policv.

11 F.S. 112.061, 1001.39
12 F.A.C.6A-1.056
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DISPOSITION OF SURPLUS PROPERTY

The Superintendent shall review tl:e property of the District periodically and
dispose of material and equipmeirt which is no longer usable as-{sllewain
accordance with this policv.+

A. InstructionalMaterial

The District shall review instructiona-l materials (i.e. textbooks,
library books, manuals, support materials, etc.) periodically to
determine the relevance of such materials to the present world and
current instructional programs. The following criteria will be used
to review instructional materials for redistribution ald oossible
disposal:

1. concepts or content that do not support t.Jle current goals of
t]:le curriculum

2. information that may not be current

3. worn beyond salvage

B. Tangible Personal Property

The District shall inspect the equipment used in the instructional
program periodically, to determine the condition aid usability of
such equipment in the current educational program. Should the
equipment be deemed no longer serviceable or usable, the following
criteria will be used to determine possible disposal:

1. repair parts for the equipment no longer readily available

2. repair records indicate equipment has no usable life
remaining

3. obsolete and/or no longer contributing to the educational
prograrn

4. some potential for sale at a District auction

5. creates a sa-feW or environmental hazard

29

30
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Disposition

The Superintendent may dispose of obsolete instructional and other property
by selling it to the highest bidder, by donation to appropriate parties, or by
proper waste removal. hispesal ef surPhs p

EouiPment

Instructional Materials

Instructional materials that have become unserviceable or
surplus ald are no longer on State contract may be:

a. offered to teachers to cut up or otherwise use as
resource materials:

b. given free to District students;

c. offered to private arrd parochial schools in Miami-Dade
County;

d. made available to any governmenta-I agency, charitable
organization, or any individual;

e. returned to the Stores ald Mail Distribution Used
Textbook Warehouse for disposal.

sold to used book dealers, recycling plants, pulp rnills,
or other persons or firms, at tl:e discretion of
tJre Superintendent and on terms most econ
advantageous to t].e School Board.;-er

Funds received will be added to tlle instructional
materials allocation.
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Guidance: 2 CFR 8200.313.
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Tangible Personal Property

Tangible personal property that is obsolete, uneconomical,
inefficient, or that serves no useful function shall be disposed
of as follows:

An appropriate @
eglripmeatEggipng4! _form is to be used to record any
request for disposition of a described item of properly
and to record review and approval by two (2) persons.
These persons must be:

1) entirely farniliar w'ith the specifled gpe of
equipment and qualified to appraise its
condition, its further usefulness, and the best
method of disposition; and

2l the location administrator inte-rx+oselq_gbqlq
custody of the property has been assigned.

AJl-iltems approved@
them te be ef a vdue of less- t4-'an-$f;eee-for disposal
as-ju€k€Fs€iveg€-shall be assigned to Stores and Mail
Distribution warehouses which will be the sole
processor of disposal.

Surplus Property Valuedunder-$f'0eeunder $5.0OO

Surplus preperb'; tlee l'alue ef whieh the Beard

er nenprefit erga:-atien bJr aFproprate preeedures
harldled threugh Stere is

W

b.
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d, Surplrrs Preperry \'a+l*ed Betweerr $1;009 aErd $5;000

The School Board may, k-At its discretion, is€ludffiy
preperq{i9pgsg_9{_sgplgg--plgpj5ry valued bebree*
S+-BS9-es*duliiEI $5,OOO in a bid or auction, or offer
such property
auetien--er-+i4 to govemmental units or private
nonprofit agencies in+1+e-Dis#et by direct sale or
donation.

rf ne gevefftrnentat age ien

reasenable time; the er

e*sasisatioss+ot-€,€Je-€r€€iati€n-

e. Surplus Property with a Value of $5,000 or More

+€n€ible-per€€*€4sfuplqs property with an estimated
value of $5,0OO or more shall be sold only to the
highest responsible bidder, or by public auction.,-;-after

t*ran tws (2) weeks kr a nervsPFer hat'int general
eireuta,ti€n-i€-+he-€€ ty

Auctions sha1l be advertised in tlle newspaper of seneral
circulation in the District's local area for not less than one f 1)

u'eek nor more ttran two (2) weeks prior to the auction date.

Eqilipeen#t-Ferm_-_{67€'

+----*eeer+e+gispesaJ

The disposal of property with a value of $1,000 or more, or any
property included in a bid, auction, or donation, shall be
approved by ald recorded in the rrrinutes of t.I'e Board.

F.S.
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PROPERTY INVENTORY

All real and tangible personal property shall become the direct responsibility of t.lle
school principal/work location administrator, including its care' custody,
safekeeping, and accounting of all properfy.

A complete inventory of all District owned tangible personal property shall be

conducted annually and submitted to the Board. A complete inventory shall a-lso be
conducted when there is a custodial change at a school or department location. A
principal or department head sha_ll obtain a police report for any District-owned
iangible personal property t1.at is stolen from the location's inventory. "Tangible
perional property" shall mean ally tangible personal property, of a nonconsumable
nature, with a life expectancy of one (1) year or more which has a capitalized value
equal to or greater than the value defined kt statute.

2 C.F.R. Section 2OO.31 1. 20O.312. 2OO.313.
P.5.274.02, 1001.43

18

19

2 CFR S200.311 - 313.

Control Procedures
Preeedures-that describes the processes to impiement this policy.
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TRAVEL EXPENSES - PROCEDURES

GENERAL INFORMATION

The travel procedures stated in this manual apply to employees and authorized individuals
eligible to be reimbursed from either tax funds or an Internal Fund account for travel-related
expenses. Authorized individuals include Board members, Board administrative assistants,
consultiants, Title I parents, and chaperones to student travel. Please note the following:

) lf the person to be reimbursed for travel expenses from tax funds jg a School Board
employee, the Payroll Department will process the reimbursement.

F Those individuals who are not School Board employees (no employee number) will
be reimbursed by the Accounts Payable Department.

For travel paid with Grant Funds, the travel authorization must include documentation that
demonstrates that (1) the participation in the event by the individual traveling is necessary to the
Federal award, and (2) the costs are reasonable and consistent with the District's travel policy.
The above mentioned required documentation must be retained at the work site for a Deriod of
five (5) years.

The Payroll Department shall have the authority to deny travel advance privileges to those
individuals or to those departments, which have failed to properly or prompfly submit rravel
Expense Reports. The Payroll Department shall have the authority to d.isallow any and all
expenses not consistent with Florida law and School Board policies. .

The procedures spelled out in the following pages conform to Florida Statutes, Section 112.061.



TRAVEL EXPENSES - PROCEDURES

IN-COUNTY

I. AUTHORIZATION PROCEDURES

All employees and authorized individuals whose official duties require the use of a
privately owned automobile for travel within the county are eligible for reimbursement at
the maximum mileage rate established by the Internal Revenue Service. The cuneni
mileage reimbursement rate will be published by the Payroll Department annually, or as
deemed necessary.

II. ELIGIBLE TMVEL

A. Official duties include, but are not limited to, travel to and from work (other than to
official headquarters and above normal mileage), work-related meetings,
workshops, teaching assignments, delivery of reports or documents, and required
bank and oost office trios.

B. Reimbursement for transportation expenses shall be based on the following
procedures, as applicable:

1. Transportation expenses between your home and your main, or normal,
. place of work (base of operations) and back home, are considered personal
commuting expenses, and therefore, are never reimbursable (including
weekends and holidays).

2. Employees who depart from and return to their work location may claim the
total miles driven while on official business.

3. Miles traveled by an employee who departs from home to a business
location shall not be reimbursed if the mileage traveled to the first business
location is less than the mileage from home to the employee's regular work
location. However, any excess mileage on the first trip and all mileage on
subsequent trips is reimbursable (see Examples on next page).

4. Mileage traveled by an employee who returns home from a business
location is not reimbursable if the mileage from the employee's last business
location to home is less than the mileage from the employee's regular work
location to home. However, any excess mileage is reimbursable (see

Examples on next page).



TRAVEL EXPENSES - PROCEDURES

IN-COUNTY

MILEAGE CALCULATION EXAMPLES

A sample of how mileage should be recorded is shown below:

NOTE: Work location name and number must be listed for all M-DCPS sites.

lndicate "Base" work location.

Complete street address must be listed for ANY non-M-DGPS site, including
employee's home.

DATE

TRAVEI PERFORMED
FROM POINT OF ORIGIN TO DESTINANON

NOTE: THE "FROM" AND'TO'MUST BE SPECIFIED

R

OT
UR
NI
DP PURPOSE

GROSS

Mtt"Es
IRAVEITD

DAIIY
COMMUI:

NET

M|ll5
CLAIMTD

03/01/15
FROMr

WL Name (wM/L #) ('Base") v SAP MeetinE
23.20 23.20TO:

ITS (wM/L #)

0uoa15
FROM:

W/L Name (w/WiL #) ("Base")
Deposit field trip
monev

4.80 4.80TO:

Bank (wComDlete Street Address)

03t02115
FROM:

Bank (WComolete Street Address)
6.00 10.30 0.00TO:

Home (MComDlete Street Address)

03/03/15
FROM:

Home (w/complete Street Address) I eacn Ftr
'16.50 10.30TO:

W/L#1 (wM/L #)

03/03/15
rROM:

WL#1 (wM/L #) Droo off test results
'L96 'L96TO:

W/L #2 (wM/L #)

03/03/15
FROM:

WL #2 (wM/L #) Pick uD test forms
17.85 17.85TO:

WL#3 ( WL#)

03/03/1s
FROM:

WL #3 (wM/L #)
10.30 0.00TO:

Home (w/oomplete Street Address)



TRAVEL EXPENSES - PROCEDURES

IN.COUNTY

C. Travel may include the additional miles driven on expressways, when the time
factor makes use of the expressways more practical. In addition, reimbursement
may include toll and parking charges, when supported by original receipts. Actual
miles traveled must be recorded as indicated on the vehicle odometer. The
District uses web sites, such as, MapQuest, Google Maps, etc., to verify miles
claimed.

D. Oulof-County travel to adjoining counties (Broward, Monroe and Palm Beach),
where only mileage, tolls and registration fees are to be reimbursed, should be
reported on the In-County travel form.

III. YEAR.END DEADLINE AND MINIMUM REIMBURSEMENT TO BE PROCESSED

At fiscal year-end, it is imperative that all travel reimbursement requests of anv amount
are subm!$gg!ba!@!gqd!j!!g published by the Payroll Department; typically during ihe
late part of May.

During the year, due to the large volume and high cost of processing payments,
reimbursement requests are to be submitted only when travel amounts total over $50.00.

. Due to the fact that it is practically impossible for an administrator to certify that
information which is several years old is true and accurate, claims for expenses older
than one (1) year will not be reimbursed.

IV. REIMBURSEMENT CLAIMS -- TMVEL ONLY

Requests for claims shall be completed, properly signed and submitted on the Voucher
For Reimbursement Of ln-County Travel (FM-0148). An Employee Reimbursement form
(FM-2821) shall also be prepared and signed. Claims shall be forwarded to the
employee's supervising administrator (Principal, Region Director, Worksite Administrator,
etc.) for approval and certification by signature. The approving administrator must be an
M-DCPS employee.

Vouchers For Reimbursement Of In-County Travel (FM-0148) and Employee
Reimbursement forms (FM-2821) must contain all of the following information:

Employee Name Cost Center
Person lD or Pers Assig Charge Cost Center
'Base'Work Location Name and Number Functional Area
Daily Commute Fund
Amount of Reimbursement



TRAVEL EXPENSES - PROCEDURES

IN.COUNTY

The Voucher For Reimbursement Of In-County Travel (FM-0148) shall be attached to the
Employee Reimbursement form (FM-2821), which shall be approved and certified
by the authorized approving administrator. The authorized approving administrator for
both the Voucher For Reimbursement Of In-County Travel (FM-0148) and the Employee
Reimbursement form (FM-2821) are to glg and p4!!fi the following:

A. Travel was necessary and authorized.

B. Mileage claimed is reasonable, unless additional miles are driven on expressways
when the time factor makes use of the expressways more practical.

C. Mileage (including tolls) is not being claimed from home to base or base to home.

D. Mileage is not being claimed on a day that the employee was reported absent as
Sick, Vacation, Personal or Leave Without Pay.

When completed, the Employee Reimbursement form (FM-2821), with the Voucher For
Reimbursement Of In-County Travel (FM-0148) attached, shall be fonrvarded to the
Payroll Department, Mail Code 9321, where it will be reviewed and processed for
payment.

V. REIMBURSEMENT CLAIMS -- OTHER THAN MILEAGE

1. Travel for short or day trips where the traveler is not away from his/her official
headquarters overnight, for which expenses for meals are allowed, shall be
reimbursed at the amount provided by law (Class C Travel). To receive meal
reimbursement, the traveler shall complete the Voucher for Reimbursement of
Meals Not Requiring an Overnight Stay (FM-4557) and provide proper jusiification.

2. Registration fees may be paid using the Voucher for Reimbursement of In-County
Travel (FM-o148) even when there is no mileage reimbursement requested.

VI. SCHOOL BOARD MEMBERS AND ADMINISTRATIVE ASSISTANTS TO SCHOOL
BOARD MEMBERS

A. School Board members and Administrative Assistants to School Board members
have the option of being reimbursed for in-county travel based on a "typical month,"
or actual travel.

1. lf a School Board member or an Administrative Assistant to School Board
member chooses to be reimbursed on the basis of actual travel, he/she
completes the Voucher For Reimbursement Of In-County Travel (FM-0148).
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IN-COUNTY
Based on the Voucher For Reimbursement Of ln-County Travel (FM-0148), an

Employee Reimbursement form (FM-2821) shall be prepared and approved by
the Board member. The approved Employee Reimbursement form (FM-2821),
with the completed Voucher For Reimbursement Of In-County Travel (FM-
0148) attached, shall be forwarded to the Payroll Department, Mail Code 9321,
where it will be processed for payment.

2. lf a School Board member or an Administrative Assistant to a School Board
member chooses to be reimbursed on the basis of a "typical month," he/she
shall begin logging the actual travel on a'Voucher For Reimbursement Of In-
County Travel' form (FM-0148) for a period of three (3) consecutive
calendar months. After the three (3) consecutive calendar months of actual
in-county travel have been logged, a 'Travel for A Typical Month' form (FM-

2530) shall be completed and submitted, along with the "Voucher For
Reimbursement Of In-County Travel" form (FM-O148), to the Payroll
Department, Mail Code 9321. The Payroll Department will utilize these
documents to determine the computation of the "typical month' amount, which
will be processed for payment automatically each month. The Payroll
Deoartment will also recalculate the amount, as needed, based on IRS Mileage
Reimbursement Rate changes. Additionally, it may be amended at any time,
as deemed necessary by the Board member or an Administrative Assistant to
a School Board member, when the mileage for a typical month permanently
changes.

Trios from the Board member's home to the base of operation (School Board

Administration Building-SBAB), and trips from the base to home, may be included
in accordance with Section 1001.39 Florida Statutes.

Board members are also eligible for meal reimbursement when traveling within the
county on official duties. To receive meal reimbursement, the Board member shall
comolete the 'Voucher For Reimbursement Of Meals For Travel Not Requiring An
Overnight Stay" form (FM4557). This form shall be forwarded to the Payroll
Department. Mail Code 9321, where it will be processed for payment.

o



TMVEL EXPENSES - PROCEDURES

OUT-OF-COUNTY

I. AUTHORIZATION PROCEDURES

All authorized personnel whose official duties require them to travel out-of-county, and
other authorized travelers are eligible for reimbursement in accordance with Florida
Statutes and Board Policy.

II, ELIGIBLE TRAVEL

Official travel includes, but is not limited to: meetings, conferences, workshops and other
school business requiring travel that has been approved prior to the date of travel.

Before Travel

A. The initial action required is the completion and approval of the Electronic Travel
Approvali Reimbursement Request (TRVL), showing the estimated departure and
return date and time, and associated expenses. Please note that the charge
location and the employee's work location may not necessarily be the same.

It is the responsibility of the approving administrator to monitor the number of out-
of-state trips.

Expenses in excess of the maximum allowed per person or per city, excluding
registration fees and tuition, must be approved prior to the occurrence of the actual
travel.

B. When the expenses for airline tickets are being paid wholly from Board funds,
employees are encouraged to diligently look for the most economical rate.
Employees may utilize their own travel agency, existing Internet providers or
School Board approved travel agencies.

The following procedure applies when the employee is paying for the airline ticket,
including when utilizing his/her own travel agency, and the 'Paid by Employee"
option is selected for common carrier:

Before a reservation is made, the employee must obtain two (2) complete lists of
available airfares from different sources, indicating the departing and destination
cities, as well as the cost of the airline ticket. The listings must be attached to the
reimbursement request. Acceptable listings can be obtained from a travel agency
or lnternet oroviders.
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The following procedure applies when the School Board-approved travel agency
is used, and the "Paid by M-DCPS" option is selected for common carrier:

A separate funds reservation will be initiated automatically for the estimated cost
of the fare, upon complete on-line approval of the travel (TRVL).

An "approved request to obtain airline ticket" report must be printed (TRVL) and
submitted to the agency prior to an airline ticket being issued. When feasible, the
request should be completed and approved a minimum of fifteen (15)
working days prior to the anticipated date of departure to ensure that the
most economical airline fare may be obtained.

ln circumstances where the actual cost of the airline ticket exceeds the estimated
cost by $100.00, or 25o/o, the direct supervisor of the traveler must indicate
approval by placing his/her initials next to the increased amount on the 'approved
request to obtain airline ticket,' and submit it to the Payroll Department. The
Payroll Department will submit a copy to Accounts Payable, so that the funds
reservation can be increased.

Upon issuance of the airline ticket(s), the agency will email the traveler the e-
invoice and the e-ticket.

Upon completion of travel, the Accounts Payable Department will be responsible
for paying the airline cost, without any further action being taken by the
requestor,

C. For travelers requiring the use of a rental car, if other than an economy-sized
vehicle is needed, wriften justification, signed by the traveler's immediate
supervising administrator, must also be submitted.

The Collision Damage Waiver offered by the car rental companies is to be
declined. The state contract provides for Collision Damage coverage. Additional
coverage(s) such as: Personal Accident lnsurance and Personal Property
Protection can be purchased at the option of the employee, but this coverage will
not be reimbursed. The cost to add an additional driver, GPS, or rental facility fuel
will p! be reimbursed.

D. When traveling within Florida, an attempt should be made to have the hotel waive
charging sales tax by giving the Tax Exempt Number. lf the hotel/motel does not
grant the waiver, you will be reimbursed for sales taxes paid.
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After Travel

A. When approved travel is ended, the Electronic Travel Approval/ Reimbursement
Request IrRVL) must be completed, showing the actual departure and return date
and time, and submitted to the immediate supervisor along with the required
supporting documents, which are the following:

. COMMON CARRIER - Original invoice or statement indicating the amount
paid and boarding pass(es).

. CAR RENTAL - Original itemized invoice or statement indicating the
amount paid. lf other than an economy-sized vehicle is needed, written
justification, signed by the supervising administrator, must also be
submitted.

o TAXI, TOLLS, PARKING, ETC. - Original receipts, or SunPass statement
with employee name and tolls highlighted.

. HOTEL - Original invoice or statement indicating the amount paid.

. REGISTRATIONiTUITION: Original invoice or statement indicating the
amount paid and agenda or schedule of events. lf no agenda is available,
explain the events in a memorandum.

. INCIDENTALS: Explain in detail and provide original receipts when
applicable (i.e., luggage fees, taxes, etc.).

B. After the authorized signature(s) is(are) obtained, the completed Electronic Travel
Approval/ Reimbursement Request (TRVL) and the supporting documents
attached, must be submitted to the Payroll Department, Mail Code 9321, Room
614, to be reviewed and processed for payment, if there are differences between
the approved and actual expenses, a memorandum should accompany the
Electronic Travel Approval/ Reimbursement Request (|RVL), explaining the
variance(s).

C. The maximum time allowed forfiling expense reports is ten (10) working days after
travel is comDleted.

III, TRAVEL ADVANCES

Travel advances are discouraged. The employee's personal credit card should be used
to cover all travel expenses.

Travel advances, when necessary and not in excess of the estimated out-of-pocket
reimbursable expenses, may be paid to authorized travelers on official business when
approved by the Superintendent of Schools, or designee. In order to receive a travel
expense advance before the departure date, a properly approved request must be
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received in the Payroll Department fifteen (15) working days prior to the date the advance
check is required. The advance cannot be paid in excess of 30 days prior to the travel
date.

A. This requires approval of the Electronic Travel Approval/ Reimbursement Request
(TRVL) far enough in advance to obtain a check advancing funds for lodging,
meals and any other incidental expenses (i.e., taxi and tolls, etc). The Payroll
Department must receive a copy of the approved Electronic Travel Approvali
Reimbursement Request (TRVL) attached, at least fifteen (15) working days prior
to the date the advance check is required.

B. A final accounting is required within ten (10) working days after travel is completed.
This is accomplished by filing a completed Electronic Travel
Approval/Reimbursement Request (TRVL), detailing reimbursable expenses, with
supporting original receipts attached.

lf the advance is in excess of the actual reimbursable expenses, a personal check
or money order for the difference, made payable to Miami-Dade County Public
Schools, must be attached to the completed Electronic Travel Approval/
Reimbursement Request (TRVL) and submitted to the Payroll Department, Mail
Code 9321 , Room 614, where it will be reviewed and processed for deposit.

IV. ADVANCE REGISTRATION FEES

Required advance registration fees for authorized travelers to attend seminars, training
sessions, conferences, conventions or other similar meetings requested by the
administration, may be paid from Board funds in advance in order to pay the lowest
possible registration fee, but not earlier than required to meet the deadline.

V. SUPERINTENDENT'SREPRESENTATIVE

The Superintendent, or designee, is authorized to approve travelers as the
Superintendent's representative to seminars, conferences, conventions and similar type
meetings, and on assignment during the legislative session in Tallahassee. When
traveling as the Superintendent's representative, it must be documented through a
conflrming memorandum from the Superintendent, or designee.

VI. CONTRACTEDSERVICES

This group of individuals is @! reimbursed through the Payroll Department, or the
Electronic Travel Approval/Reimbursement Request system (TRVL); however, they must
conform to the same rules as other authorized travelers.

10
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VII. SCHOOL BOARD MEMBERS AND ADMINISTRATIVE ASSISTANTS TO SCHOOL
BOARD MEMBERS

Out-of-county travel for School Board members and their administrative assistants shall
be reimbursed by submitting an Electronic Travel Approval/Reimbursement Request
(TRVL), which must be further documented by actual original receipts or a detailed signed
statement, detailing the expenditures for which the Board member, or their assistant, is
entitled to be reimbursed. Each Board member will approve their own travel form, and
that of their administrative assistants. The approved Electronic Travel
Approval/Reimbursement Request (TRVL), with the supporting documents attached, is
then submitted to the Payroll Department, Mail Code 9321, Room 614, where it will be
reviewed and processed for payment.

VIII. REIMBURSEMENT OF EXPENSES BY OTHER AGENCIES

Employees who are requested or directed to attend conferences or conventions
sponsored by the Florida Department of Education, or by other institutions or vendors,
may be approved for full expenses when such entities agree to reimburse the District in
full. Reimbursement must be made d!l$!u to the District, @! the employee.

IX. CANCELLED TRIPS

When an approved trip is cancelled, the 'Atg1_:[;3yg]" procedures for the original
Electronic Travel Approval/Reimbursement Request (TRVL) must still be completed for
the price of the original airline ticket. Additionally, a memorandum citing the employee
name and number, the travel/request number, a valid reason for the cancellation, as well
as, a screen-print of the electronic travel, must be submitted to the Payroll Department,
Mail Code 9321, Room 614, within ten (10) workinq davs after the cancellation
takes olace.

Any credit issued for an unused airline ticket must be used by the employee within
one calendar vear from the date of cancellation.

11
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MANAGEMENT OF PROPERTY SECTION 1

Pursuant to @, the procedures established for
the recording and controlling of tangible personal property are set forth in this manual.

1.1 Levels of Responsibility
A. Superintendent's Responsibility

The line of authority from the central administrative office to the school principal is
through the Region Superintendent and/or designee. The region offices, therefore, are
responsible for administrative supervision of the property program in their respective
schools or centers. Region Superintendents and/or their designees are authorized to
approve inventory adjustments for shortages, subject to the approval by The School
Board of Miami-Dade County, Florida. For non-school sites, the responsible location
administrator and/or designee are authorized to approve inventory adjustments.

B. Accountable Officer's Responsibility

The principal at each school, or the administrator at each work location, is designated
as the accountable officer or 'custodian" of ihe property assigned to his/her location.
As such, he/she directly, or indirectly through persons to whom responsibility is
delegated, is held accountable for such property. lt is recommended that the
accountable officer designate one employee at each location to be responsible for and
to act as the contact person for all property matters. This employee will act as the
agenl of the accountable offlcer in handling all documents and reports, and will keep
the accountable officer advised as appropriate. These responsibilities should include
the following functions:

1. Establishing adequate control procedures within the school or center, and
continuing supervision of property use

2. Verifying the receipt of all new property assigned to his/her location

3. Obtaining signalures of persons to whom responsibility for inventory is
delegated, acknowledging receipts of property assigned to their respective
areas

4. Reporting the receipts of property, if required. (See Section 2'Acquisition
of Property")

5. Determining the proper location of property within the school or center, i.e.
room number or department, and noting such for future reference in the
computer report provided to the school

6. Making certain that any movement of property in or out of the school or
center is properly recorded. (See Section 4 "Recording Movement of
Property")

7. Safeguarding the possession of all property to the e)dent of his/her
capability

8. Conveying instruction on these functions to all persons to whom he/she
assigns partial responsibility for the custody of property.



DISPOSITION OF SURPLUS PROPERTY (cont') sEcTtoN 5

3. Survey other areas accessible to intruders for losses and report any
additional losses by completing a supplemental report. Additional related
losses must be reported to M-DSPD by memorandum within two weeks
following the initial report.

4. Facilities Operations must be given the 'Plant Security Report" number if
contacted to repair damages resulting from illegal entry, vandalism, theft or
fire. Requests for emergency repairs will be accepted by telephone.

ldentifyin g PropertY Losses

\Men a loss of tangible personal property occurs, care should be taken to

describe missing items as accurately as possible so that they can be located in

the property accounting records, and so that they can be identified and claimed if

recovered:

1 . Provide serial numbers and PC numbers if known

2. All items should be listed even if these identifying numbers are not

Known.

3. Give purchase order numbers or other source references if known'

Adjustment of Property Records

The official designation of loss by theft, fire' or vandalism, is made by M-DSPD in

accordance with the ,,Plant Security Report" submitted and their investigation.

Supplements or amendments to a submitted report must also be authorized by M-

OSPO. eroperty Accounting will remove loss items from the property records only

on the authoriiy of M-DSPD. Plant security losses are reported to the Board

quarterly for final approval.

Plant Security Reports must not be used:

. To report inventory shodages of unlocated property

. To report losses of personal property

. To report minor accidental damage

. To reouest normal maintenance

Replacement of Property Losses

Offenders or parents or guardians of offenders, if minors, identified as responsible

for thefts or damages of property are liable for such losses under Florida Law For

this reason, it is imperative that each"Plant Security Report" reflects only the losses

suffered by the specific event being reported. Bitling and collection of all restitution
is the responsibility of M-DSPD only.

B.

c.

D.
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DISPOSITION OF SURPLUS PROPERTY (cont.) sEcTtoN 5

Only those items officially designated as losses by M-DSPD will be eligible for replacement
from any reserves for fire and theft replacement funds. The procedures for reouestinq
reimbursement for orooertv losses are available on the District's Risk and Benefits
Management website. lf replacement of slolen or vandalized items is requested, original
copies of the following information must be delivered to the Office of Risk and Benefits
Management, Mail code gl'12, attention Property Loss Control, within twenty (20) working
days of the date of the occurrence:

1. A "Plant Security Report" with a Master Case Number

2. A completed Furniture. Fixtures & Eouioment form. FM-6249 and
documentation supporting the claim

3. The completed Self-lnsured Prooertv Damaoe proof of Loss form. FM-5349

lf the replacement request is approved, the Office of Risk and Benefits Management will
forward the claims to Budget Management where a funding structure will be assigned.
Once the funding structure is assigned and the budget is established, the work location
supervisor can expend the funds as necessary to replace the lost property. Disallowed or
incomplete reimbursement requests will be retumed to the work location.

E. Recovery of Losses

There will be occasions when losses by theft are later recovered by M-DSPD, the
local police agency, or the school or center itself. Such recoveries should be
reported on the Incoming Controlled Equipment'form FM-1669 Rev. (09-03) (See
Appendix 74) as follows:

1. Cross reference to specific "plant Security Report'

2. Explain reappearance

3. Give status of any interim replacement action

4. Property records will again be adjusted in accordance with the recovery

15



CAPITAL ASSETS SECTION 6

In accordance with Governmental Accounting Standards Board (GASB) Statement No. 34
Basic Financial Statement-and Manaqement's Discussion and Analvsis-for State and
Local Govemments. capital assets are recorded at cost or fair market value and
depreciated over their estimated useful lives, if applicable. Capital assets include land,
land improvements, construction in progress, buildings, building improvements, furniture,
fixtures and equipment, computer software and motor vehicles. All real and tangible
personal property acquired under a Federal award must comply with Uniform Guidance: 2
cFRQ200.311-.313.

Miami Dade County Public Schools has determined depreciable lives for capital assets
based on a comparison of the historical average lives and the standard useful lives
provided by the Association of School Business Officials in their GASB Statement No. 34

implementation guide.

6.1 Non- depreciable Capital Assets

Purchased and donated land, as well as expenditures to bring land into condition to

commence erection of structures and expenditures for inexhaustible infrastructure
imorovements are recorded as land and land improvements. Land is not depreciable.
Expenditures for land improvements that do not deteriorate with use or passage of time

are additions to the cost of land and are also not depreciable.

6.2 Depreciable Capital Assets

Furniture, fixtures and equipment are recorded pursuant to Florida Administrative Rule

Chaoler 691-73.002 and are depreciated using the straight-line method of depreclation and

tn" tutt ,nontn convention. only vehicles are assigned a salvage value. see Appendixes 7-

2 andT-3 for a list of the useful lives used to depreciate Furniture, Fixture, Equipment, and

Vehicles.

Buildings, building improvements and other improvements that are part of a site, such as

parking- lots and 
-fencing, 

are depreciable. All costs for newly constructed buildings are

capitali-zed. Remodeling lnd renovations of existing buildings with costs totaling $50,000.00

or more are also capitrlized. Buildings and improvements are evaluated carefully to ensure

that each construction category is identified and the correct useful life is applied. These

assets are deprecialed using the straight-line method and the half year convention.

Following are the estimaled useful lives for each category.

DESCRIPTION

School Building

Site lmprovements

Portables

HVAC Systems

Roofing

Electrical / Plumbing

Sprinkler / Fire System

lnterior Construction

AVERAGE
LIFE

50

20

20

20

20

zc

ZJ

za

16
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Appendix - 7.2 Purchasing Categories and Descriptions ' Alphabetical

COPYING. TING MACHINE

CHEMICALS, INKS, PAPER, ETC,

AGRICULTURAL SCIENCE EQUIPMENT: DIFFUSIVE RESISTANCE METERS, LEAF

POROMETERS AND WATER POTENTIAL MEASURING EOUIPMENT, SEED COUNTERS AND

49507 GERMIMTORS, SOIL STERILIZERS, ETC. 10

03107 AIR CIRCULATION EQUIPMENT (NOT OTHERWISE CLASSIFIED) 10

o25oo AIR COMPRESSORS AND ACCESSORIES 15

ITEMIZED

AIR ENVIRONMENT ROOMS,

ACCESSORIES (SEE CLASS 740

51505 AERATORS. PLUGGERS, AND SPIKERS 15

03104 PARTS AND ACCESSORIES NOT INDIVIDUALLY ITEMIZED) 10

-- 
NIN COruDIIONING. HEATING. AND VENIILATING EOUIPMENT, PARTS AND

07501 AIR POWERED SHOP REGULATORS. AND PARTS

03500 AIRCRAFT AND AIRPORT EQUIPMENT. PARTS, AND SUPPLIES 15

07503 ALIGNERS, BALANCERS, ANDACCESSORIES, WHEEL 15

26796 AUETITIERSAND PREAMPLIFIERS (NOT FOR SO].'ND SYSTEMS OR TV ANTENNAS) 10

AID MANIKINS AND MODELS IN CLASS

20811 APPLICATION MICROCOMPUTER

10

OSOOO enf eOUIPMENTAND SUPPLIES 15

AUDIO VISUAL EOUIPMENT AND SUPPLIES

srADluM, TEAM sEArlNG FURNITURE AND poRI49!E!!E49IEB9

AUTOMOBILES AND STATION WAGONS

80517 FIELD STRIPING MACHINES) 10

@iL AND HEARING IMPAIRED (Nor orHERwlsE

ELECTRIC, HYBRID, AND ALL OTHER FUEL 14

[woruortve sHop nND RELATED EQUIPMENT AND suPPLIEs

BAKERY EOUIPMENT, COMMERCIAL

BAND AND CHORAL RISERS

BAND INSTRUMEI{TS AND ACCESSORIES
gntto nOOu eQUtpuENT: MUSIC CABINETS, STANOS' ETC'

aAagEn nNo eEALrw sHoP EoUIPMENT AND suPPLlEs

BEAUTY SHOP CHAIRS AND PARTS

BEDS AND MATTRESSES, HOSPII
ORTHOPEDIC, WATERBEDS, ETC.

CARE,

41003
&c-iEs AND TRrcycLEs, AtL ftPEs (cHILDREN's, MouNTAIN, neclNG, REoUMBENT'

TANDEM. TOURING, ETC. - SEE SO5-05 FOR STATIONARY BIKES AND 805-57 FOR
1

80534 EXERCISE

49520 EIOLOGY EQUIPMENT AND SUPPLIES

16502 BLENOERS, FOOO AND MIXERS

BOATS. MOTORS, AND MARINE EOUIPMENT

OTHERWISE 10

07111 BUS Cl-tASSlS, SCHOOL

52UO BOOK SECURITY EOUIPMENT, AND SUPPLIES

PRISONER TRANSPORT SPECIALo7117 BUSES AND
scHooL



Appendix - 7,2 Purchasing Categories and Descriptions - Alphabetical

BUTCHER SHOP AND MEAT PROCESSJNG EOUTPMENT 15

Useful
Life

CABINETS, COUNTERS, STANDS, TABLES. ETC, 15

16507 CAFETERIA AND KITCHEN EQUIPMENT {NOT OTHERWISE CLASSIFIED) 15
'16500 CAFFTERIA AND KITCHEN EQUIPMENT, COMMERCIAL 15

42009 CAFETERIA FURNITURE. BOOTHS 20
42009 CAFETERIA FURNITURE, CHAIRS AND TABLES ONCL, STACKING TYPES) 20

CAN OPENERS AND KNIFE

12030 CANOES AND KAYAKS 15
CARPET CLEANING MACHINES (FOAM, HOT WATER, STEAM, ETC.), PARTS AND

36515 ACCESSORTES 15
20723 COMPUTER

60030 CASH REGISTERS AND CASH DMWERS 10

4
20

74013 COLD STOMGE VAULTS, WALK-IN COOLERS, AND SHELVING 15

83832 ETC)

CHAIRS, METAL

CFI,AIRS, WOOD

17500 CHEIVIICAL LABOMTORY EQUIPMENT AND SUPPLIES 10
q!113 CHILLERS, HEAT EXCHANGERS AND RECETVERS 10

crEnruNc nru
07519 PORTABLE AND STATIONARY (ALSO SEE

HOT WATER DISPENSERS, URN BAGS AND FILTERS

47025 COMMUNICATIONS SYSTEMS (FOR THE SPEECH
02543 COMPRESSOR. HIGH ALL SIZES AND MODELS

DISPLAY SCANNING TYPE

20400 COI\4PUTER HARDWARE AND PERIPHERALS FOR MICROCOMPUTERS
20600 COMPUTER HARDWARE AND PERIPHERALS FoR MINIAND vIi\IN FMME coMPUTERs
20732 COMPUTER INSTRUCTJONAL AIDS AND TRAINING DEVICES

covF
57525 CAMERAS, COM TAPE/RECORDER, ETC.
2O8OO COMPUTER SOFTWARE FOR MICROCOI\,IPUTERS (PREPROGRAMMED) 5
?O9OO COMPUTER SOFTWARE POn r',rr

03126 CONTROL SYSTEMS: COMPLETE (FOR AUTOMATTC TEMPEMTURE CONTROLJ ------- t
CONTR
INSTRUMENTS AND SUPPLIES
COOLING TOWERS: FORCED AtR, cRAVtTy, ETC.

COPY MACHINES, BOND PAPER TYPE INCLUDING PARTS AND ACCESSORIES

60041

COPY MACHINES, DIGITAL
COPY MACHINES, DIGITAL.NETWORKED

ENGINEERING, FOR REPRODUCTION AND DESICru PNOOUCIOI.I
60042 COPY MACHINES, INCLUDING PARTS AND ACCESSORIES

COPY MACHINES, THERMAL TYPE, INCLUOING PARTS AND ACCESSORIES

CENTER MOUNT TYPE

AL AND

DATA PROCESSING OFFICE FURNITURE, WOOD STOMGE CABINETS -SEE ITEM
20836 DATA PROCESSING SOFTWARE, MICROCOMPLTIER

20429 DATAJFILE SECURIW HARDWARE/SOFTWARE, TO INCLUDE ENCRYPTION 5
DEFENS
ACCESSORTES

DEHUMIDIFIERS AND HUMIDIFIERS
DENTAL EOUIPMENT AND SUPPLIES
DESKS AND TABLES, METAL
DESKS AND TABLES, WOOD



Appendix - 7.2 Purchasing Categories and Descriptions - Alphabetical

DIAGNOSTIC INSTRUMENT SYSTEM FOR VEHICLE EMISSION TESTING 15

Useful
Life

o4524 DISHWASHERS 15

DISHWASHERS

16532 DISPENSERSI MILK. PANCAKE. TEA, ETC.

57831 DISPLAY AND SHOWROOM EOUIPMENT AND SUPPLIES {INCLUDING EXHIBIT BOOTHS) 'J O

78543 DISPLAY CABINETS, CASES, FILES, RACKS, STANDS' ETC. 10

30532 DMFTING MACHINES AND SCALES

44527 DRILLS, HAND, PORTABLE, (POWERED), AUTOMATIC 15

DRILLS. STATIONARY, AIR POWERED:

5451 ORtLLS. STATIONARY. ELECTRIC POWERED: ARBOR' PRESS' ETC.

5451? DRILLS. STATIONARY. HYDRAULIC POWEREDT ARBOR'

03131 DUCT CLEANING EQUIPMENT, AIR 10

DUPLICATORS, DIGITAL

Os13a DUST COLLECTORS, INDUSTRIAL TYPE 10

365'0 EOGERS AND SANDERS, FLOOR TYPE, PARTS AND ACCESSORIES 15

28700 FOR TESTING OR ANALYZING

80318 ELECTRONIC SOUND EOUIPMENT OTHERWISE

INSTRUMENTS, AND SUPPLIES

ENGINES AND PARTS, AIRPLANE

ENGINES AND PARTS, HELICOPTER

ENGINES, DIESEL AND REPLACEMENT PARTS

ENGINES, DIESEL AND GASOLINE (HEAV/

ENGINES, GASOLINE: COMPLETE, SHORT AND PARTS

EOUIPMENT AND SUPPLIES, AIRPLANE OTHERWISE

10

'15

't5

DMFT,

03140 BLADES AND FAN P

03141 FANS. ROOM TYPE. CEILING AND PORTABLE TYPE ATIOMRY AND OSCILLA

726 FOR INDUSTRIAL TYPE AND

10

'10

10
60061 CLASS 645 FOR

42UO FILING

12541 FILING CABINETS. WOOD: CARD, LA

FIRE

t,tetnr' CnnO,.lUt eO, LATERAL' LEGAL' AND LETTER

LEGAL, AND LETTER

ALL TYPES (SEE

20

20

15
34029

t5
34028 FIRE EXTINGUISHERS, RECHARGERS, AND PARTS

FISH TANKS, HOLDING AND TMNSPORT12039
15FLIGFfT SIMULATOR03547

FLOORJ,IT{i'ITENAII|CE i,tACHlNES, PARrs. AND Acc!!9g!!E!
FOLDING CHAIRS AND TABLES, WOOD4202E

12024 FOLDING TABLES, AND CHAIR TRUCKS, METAL

FOOD CONT STAINLESS STEEL, VACUUM TYPE

1695 FOOD CONTAINERS, ST COMMERCIAL USE

F66o eaocesstre eND cANNING EoUIPMENT ANo suPPLlEs

FOOTBALL EQUIPMENT

+zogo runNrune, CeNeRAL (CUsrOY YAoF). --, '"
;G-FURr.rruRE. LABoRAToRY (ctjsroM MADE) 20. .---._ : ;

42000 SCHOOL

41000 FURNITURE: HEALTH

41500 FURNITURE: LABORATORY

HOSPITAL AND/OR DOCTOR'S OFFICE



Appendix - 7,2 Purchasing Categories and Descriptions - Alphabetical

42500 FURNITURE: OFFICE

89540 GAS TUNGSTEN-ARC WELpER CI|G) AND SPECTALTZED ACCESSORTES 15

15540 GAZEBOS, KIOSKS (|NCLUDING INFORMATIONAL TYPE), AND PAVILIONS 16

28537 GENEMTORS, PORTABLE, ENGINE DRIVEN (INCLUDING FOG ANO MIST TYPES) 15

20654 GEOGRAPHIC INFORMATION SYSTEMS (GIS)

Category
Code

Useful
Life

GOLFING EQUIPMENT '10

GRAPHIC ART EOUIPMENT: CAMEMS, DARKROOM SINKS, ENGRAVING MACHINES,
HELIOGRAPHIC EOUIPMENT, LIGFFTABLES, PHOTOENGMVERS, PROCESSORS,

7O02A WAXERS, ETC. 10
GROUP AUDITORY SYSTEMS, LANGUAGE LABOMTORIES. AND SPEECH TRAINING

80320 EOUIPMENT 10
GUNS, AND SHOTGUNS

GYMNASIUM APPARA CLIMBING ROPES,
80s57 EXERCISER UNITS, GAME STANDARDS, HORIZONIAL, PAMLLEL, AND STALL BARS 10

67015 HAND TOOLS (NOT OTHERWISE CLASSIED)
,{4500 HAND TOOLS (POWERED AND NON-POWERED), ACCESSORTESAND SUppLtES 15

HAND TOOLS, AIR CONDITIONING AND HEATING SERVICE fiPE (INCLUDING LEAK
03155 DETECTORS) 10

ITAND TOOLS, AUTOMOTIVE AIR CONDITIONING (INCLUDING REFRIGERANT CHARGING
07533 EOUTPME|{r) 15

15

HAND TOOLS, SPECIAL AUTOMOTIVE: BRAKE TOOLS, BODY AND FENDER DOLLIES,
HAND OPERATED PULLERS, MECHANIC'S INSPECTION MIRROR, ETC. GOR HARDWARE

07s35 SEE CLASS 450) 15
71Q72 HEARING AIDS 10
93645 HEARTNG pEVTCES (A|DS, AUD|TORY TFIA|N|NG EQUIPMENT, ETC.) 10
6653E HEAT SEALING EOUIPMENT, FILM, AND SUPPLIES 10

HERBICIDE, INSECTICIDE AND FUNGICIDE APPLICATORS AND DISTRIBUTORS 15
7?657 H|GH FREOUENCY RAD|O (SSB), MOBTLE AND BASE 10
46500 HOSPITAL AND SURGICAL EQUIPMENT, INSTRUMENTS, AND SUPPLIES 1O

HOSPITAL, NURSING HO
47OOO HANDICAPPED AND DISABLED 10

ICE EQUIPMENT: CARTS,
16552 TONGS. ETC. 15
710/.5 tCE t\,rAKrNG ANO D|SPENSING MACHINES (NOT DRy ICE) 15

IMAGING SYSTEMS, MICRO
20446 TECHNOLOGY, AND DtctTAL |MAG|NG CO|\4MUN|CAT|ONS tN t\,tEDtCtNE (DtCOt\4)) 5

IMAGtNG sysrEMs, MtNt AND MAtN FnaME coupuren 0tcr. otcnnllrrlnotttc-
20656 NETWORK AND TECHNOLOGY)
54523 IMPACT TOOLS, AtR POWERED (NOT ROAD BU|LDING) ts
54524 IMPACT TOOLS, ELECTRIC POWERED ROAD

54525 IMPACT TOOLS, HYDMULIC POWERED ROAD
AND

TNSTRUMENTSAND DEVTCES (ENDODONTtC, ORTHODONTTC. pEnOOOr.neL. eruo
GENERAL DENTAL): ARCHES, BANDS, BRACKETS, CURETS, FtLES. FORCEPS, MtRRORS.

5453'1 (NOT OTHERWSE CLASSIFIED)
tNDUsrRtAL TypE sreAu

54526 ACCESSORIES AND SUPPLIES

ETC. 10
20447 INTEGMTED MRDWARE-SOM/VARE IT. SOLUTION (MICROCOMPUTER) 5

26046 MSPS, SCALERS

02049 IRRIGATION EQUIPMENT AND AGRICULTURAL
INDUSTRIAL: HYDRAULIC. SCREW. AND TMCK

TRAILERS, TRUCKS. AND
KILNS AND FURNACES CERAMJC AND

(FOR

15
AND ACCESSORIES

!9000 RESEARCH FOR NUCLEAR, OPT|CAL, AND pHyStCAL

LABoRAToRY EQUIPMENT, AccEsSoRIEs, AND SUPPLIES: BIocIiEvEinVIcHEI!|ETFV
49300 ENVIRONMENTAL SCIENCE, ETC.

MICROBIOLOGY, ZOOLOGY, ETC,
BIOLOGY, BOTANY,

15



Appendix - 7.2 Purchasing Categories and Descriptions - Alphabetical

LAMIMTING PRESSES ID POUCHES. AND SUPPLIES

07543 LATHES, ARMATURE AND BRAKE ORUM 15

soooo COMMERCIAL 15

LAWN MAINTENANCE EQUIPMENT AND ACCESSORIES (SEE CLASS O2O FOR

51500 AGRICULTURAL TYPES) 15

LAWN MOWERS. POWER, HEAV/ DUTY, FTAIL TYPE (SEE CLASS O2O FOR HIGHWAY

LATHE. METALWORKING. ACCESSORIES AND SUPPLIES

LATHE, WOOOWORKING

LAWN MOWERS. POWER, LIGHT DUTY, REEL TYPE

BOOK DICTIONARY ST

FLOOR TYPE:07544 LIFTS AND

85543 LIFTS, ORCHESTRA

51556 LAWN MOWERS, RIDING TYPE (INCL, PARTS) 15

20

I
TER PIT 10

CONTROL

85544 SOLID STATE THYRISTOWTRIAC DIMMERS, ETC. '10

LIGHTING CONTROL SYSTEMS: l\4EMORY AND COMPUTER/MICROPRocESSOR TYPE

8554E PLUGGING STRIPS AND BOXES, WALL AND FLOOR POCKETS' ETC. 10

- 

Lrcrntlc t'tsT Rut"'tEttrs: BoRDER AND cYcLoMMA srRlPLlGFfTS' FoLLow

PIPE 8A

SPECIAL EFFECTS LIGHTING, SPOTLIGHTS, ETC. 10SPOTLIGHTS,

LIGHTING SYSTEMS, COMPLETE

LOUNGE FURNITURE, INDOOR, WOOD

LOUNGE INDOORI FIBERGLASS, PLASTIC, ETC' STACKING

12065 LOUNGE OUTDOOR. WOOD OUTDOOR HOUSEHOLD

42063 STACKING 20

42060 LOUNGE STEEL, INDOOR 20

42061 LOUNGE STEEL, OUTDOOR

42059 LOUNGE UPHOLSTERED
LUBRICA otL

n'lqai {INCLUDING OIL FILTER PRESSES) 1s

MACHINERY AND INDUSTRIAL

20

20

,{2066 coNSoLESI, MIL SYSE
TEACHING 10

(sEE 755 FOR AND
15g542

MATERIAL HANDLIt'rc., CONVEYORS' STORAGE EOUIPMENT AND ACCESSORIES 15

07547 t',leCrnNtC'S eOUtpuENT AND TOOLS (NOT OTHERWISE 15

47555 t,teOlCnL elAututtoN EOUIPMENT AND SUPPLIES (NOT OTHERWISE 10

28563
15

57533 MICROFICHE AND MICROFILM DUPLICATORS ru

t,ttCnOf tCHe nruO mtCROFILM EQUIPMENT (NOT OTHERWISE

-204s3 

MrcRocoMpurERs, DESKToP oR TowER BASED 5

METAL ANO

54540 STATIONARY
S,

fi i6norrcracnorrcnemorurrcnoFrLMEQUtPMENr,AccEss!EE!lI9!ll!!!lE
AND

10
49056 SEE CLASS

54548 MILLING MACHINES 15

20460 MONITORS. COLOR AND MONOCHROME
10

07153 MOTORSCOOTERS AND TRUCKSTERS ALL TERRAIN GOLF CARTS, ETC. 10
IUONITORS. TELEVISION



Appendix - 7.2 Purchasing Categories and Descriptions - Alphabetical

oFFtcE MACHTNES (COMBTNATTON OF F

PRINTER, ETC.) '10

MUSICAL INSTRUMENTS, ACCESSORIES, AND SUPPLIES 10

NATURAL SCIENCE EQUIPMENT AND SUPPLIES 10

OFFICE BUILDINGS, MODULAR AND PORTABLE 16

60073 OFFICE MACHINES, EOUIPMEM, ACCESSORIES, AND SUPPLIES - RECYCLEO 1o

6OOOO OFFICEMACHINES,EQUIPMENT.ANDACCESSORIES 10

62500 OPTICAL EQUIPMENT. ACCESSORIES. AND SUPPLIES 10

92036 OPTICAL SCANNING SERVICES 10

58053 ORCHESTM INSTRUMENTS ANO ACCESSORIES (NOT OTHERWISE CLASSIFIED) 2D

46567 PINS, PROSTHETIC BONES AND JOINTS. SCREWS, ETC. 10

16560 ovENs, coNVEcrON AND MTCROWAVE (COMMERCTAL) 15

63500 PAINTING EQUIPMENT AND ACCESSORIES 10

42556 PARTITIONS, FREE STANDING, ALL TYPES. STOCK SIZES

47056 PERSONAL CARE DEVICES FOR THE HANDICAPPED (NOT OTHERWISE LISTED) 1o
PHOTOGMPHIC EQUIPMENT, FILM, ANO SUPPLIES (NOT GMPHIC ARTS, MICROFILM,

65500 AND X-RA\',) 10
PHYSICAL EDUCATION EQUIPMENT. ADAPTIVE: BODY ALIGNMENT WEDGES, MOBILE

80562 MATS, STIMULATION BOARDS, STRADD|.! SFATS, VESTIBULAR BOARDS, ETC. 10
.{9074 PHYSICS EQUIPMENT (NOT OTHERWTSE CLASSTFTED) 10

PLOTTERS, GRAPHIC

POLICE AND PRISON EQUIPMENT ANO SUPPLIES 10

PORTABLE TOILETS

54557 POSTHOLE DIGGERSAND EARTH DRILLS. POWERED. PORTABLE

69000 POWER GENERATION EQUIPMENT, ACCESSORIES, AND SUPPLIES 15
POWER TOOLS AND APPLIANCES, DENTAL: DRILLS, GRINDERS, LATHES. VIEMTORS.

26059 ETC. 15
20476 PRINTERS, INKJET

2U77 PRINTERS, LASER

2067A PRTNTERS, MATNFMME COMPLITER (NOT OTHERWSE CLASSTFTED)

20482 PRINTERS,MICROCOMPUTER(NOTOTHERWISECLASSIFIED)

TOOOO PRINTING PLANT EQUIPMENT ANO SUPPLIES (EXCEPT PAPER) 1O

AND BOARDS,
LCD, PADS, PANELS, ETC.

PROJECIORS (NOT OTHERWISE CLASSIFIED): COMBINATION FILMSTRIP.SLIDE
PROJECTORS, REAR-PROJECTION SLIDE UNITS, REAR.PROJECTION FILMSTRIP UNITS,

88067 LcD PROJECTORS io

E8055 ANDACCESSORTES 10

88061 ACCESSORIES 10

88064 ACCESSORTES 10

7'IOOO READING DEVICES. ETC,

PUMPS, REFRIGERANT VACUUM

70073 PRfNTING PRESSES, OFFSET: AND ACCESSORTES 1

05067 !v.{:clG,_PByrNG (3ORTA8LE ANO STAIONARY) ls
RADIO COMMUNICATION AND TELECOMMUNICATION TESTING, MEASORING, AND

73OOO ANALIZING EQUIPMENT, ACCESSORjES AND SUPPLIES 10
72600 MDIO COMI\4UNICATION EQUIPI\4ENT, ACCESSORIES AND SUPPLIES 1O

RADIO FREQUENCY SCANNER RECEIVERS AND AMPLIFIERS ONCLUDING RF
72677 CONNECTORS, ANALYZERS, COUNTERS, METERS, SWITCHES) 10
78585 READING PROGMMS, READINGAIDS, ACCELERATORS. AND CALCUIATORS
74OOO REFRIGEMTION EQUIPMENT AND ACCESSORIES 15

74070 REFRIGEMTORSANOFREEZERS.COT\rlvlERCtAL 15

REFRIGERATORS AND FREEZERS 15



EQUIPMENT

Appendix - 7.2 Purchasing Categories and Descriptions - Alphabetical

10

76soo ROAO ANp HIGHWAY EOUIPMENT (EXCEPT EOUIPMENT lN CI4S9E_S J:5_AllPJ99)_ 10

ROAD AND HIGHWAY EQUIPMENT: EARTH HANDLING, GRADING' MOVING, PACKING,

76000 ETC. 10

42571 SAFES, VAULTS, AND NIGHT OEPOSITORY BOXES (INCL PARTS AND ACCESSORIES) 10

54569 SANDERS, BENCH OR PORTABLE: BELT, DISC, AND FINISHING 15

SAWS, STATIOiIARY, POWEREO: BAND, BENCH, ELECTRIC' SCROLL' MDIAL ARM'

VENEER, ETC. (SEE 755.65 FOR CONCRETE

78ooo SCALES AND WEIGHING APPAMTUS (SEE 175-08 FOR LAEOMTORY BALANCES) 1O

- 

scANr.rERs AND READERS, oPTtcAL cHAMCTER AND MAGNETIc rYPE: BAR coDE'
20490 REMITTANCE SCANNER/PROCESSORS, POINT OF SALE SCANNERS' ETC. 5

Useful
Life

SCHOOL EQUIPMENT REQUIRED TO MEET THE NEEDS OF THE PHYSICALLY

HANOICAPPED STUDENT (PRONE STANDS, TODDLER CHAIRS, SPECIAL COMPUTER

42088 SCHOoLROOM FURNITURE, WOoD: CABINETS' oHAIRS' qF9Ijs'-1r9.- -.-- -.-...--- 20

SCFOOLROOM FURNITURE: PLASTIC, POLYPROPYLENE, FIBERGLASS TYPE: CABINETS'

42086 cHAlRS, DESKS, ETC. 0NCL. STACKING ryPES) 20

78583 sclENcE lNsTRucTloN EQUIPMENT (FORC@

78589 KEYBOARDS, ETC.

42084 SCHOOLROOM METAL:

SCOREBOARDS. SPORTS

36560 SCRUBBING MACHINES VACUUM

DESKS, ETC.

PARTS AND ACCESSORIES

12083 SCUBA AND SKIN DIVING EOUIPMENT
BASE. FILE, MAIL, NETWORK, WE8,

20687 NETWORK. WEB. ETC

79500 SEWING ANDTEXTILE MACHINERY AND ACCESSORIES

SEWING MACHINES AND ACCESSORIES, DOMESTIC

SEWING MACHINES AND ACCESSORIES, HEAVY DUTY

42092 TROPHY CASES AND EXHIBIT CASES

16580 SLICERS AND SHREDDERS

,o8so soFavARE, MtcBocoMPLtTER (NOT OTHER

855?0 SOUMCFFECTS EQUIPI\,IENT 10

EO3OO PUBLIC ADDRESS, ETC 10

SPEECH SYNTHESIZERS 't047067 SPEECH sYN I HESIZEKS
=:::::::::::= l:1

-SOSOO 

SpOffiNG GOODS, ATHLETTC EQUTPMENT AND ATHLETIC FACIUTY EQUIPMENT 1q:::::::::::= ::::::::=: ::
81OOO SPMYINGEQUIPMENT HOUSEHOLD, NURSERY PLANT, AND 15

16585 STEAM COOKERS AND STEAM JACKETED KETTLES

7'66-- sronnce CaetNErs, i',lereL 20

B4oso ETc. 10

07180 SUV TYPE VEHICLES CARRY

62583 TELESCOPES, ASTRONOMICAL AMATEUR SIZES IU

S4OOO TETEVISION EOUIPMENT AND ACCESSORIES ,10

20493 TERMINALS AND CRTS: DATA PROCESSING SYSTEMS

TERMINALS AND CRTSi DATA PROCESSING SYSTEMS

78590 TEST AND TEST SCORING DEVICES: ACHIEVEMENT

19389 TEST KITS AND CHEMISTRY (NOT OTHERWISE

ANALYSIS. HEADLIGHT, IGNITION, TII\,|ING,

INTELLIGENCE, ETC. 10

10

07578 osclLLoscoPEs, srRoBoscoPEs, Erc. 15

4'O'O TE$Nrc. NSIRUI\4ENTS (NOT OTHERWISE CLASSIFIED) 10
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44582 TOOL SETS, ALL KINDS

Usetul
Life

15

726a4 TOWERS:BROADCASTING.MICROWAVE.TRANSMITTING.ETC.

07300 TRATLERS 18
07360 TRAILERS, VARIOUS TYPE

TRANSMITTERS, EMERGENCY ALARM TYPE (TO INCL, EOUIPMENT OPEMTION STATUS
28782 REPORTING) 1O

TRUCKS (NCLUDING, DIESEL, GASOLINE, ELECTRIC, HYBRIO, AND ALTERNATIVE FUEL

TRACTORS, FARM. WHEEL ryPE

07200 uNlTs) 15

07230 TRUCKS, FIRE PROTECTION AND CRASH RESCUE 15
TWO.WAY RADIO RECEIVERS. TRANSMITTERS. TRANSCEIVERS: MOBILE AND BASE

72689 STATION (AUDTO TRANSFER) 10

72690 TWO-WAY RADIO SUPPLIES. PARTS. AND ACCESSORIES 10
72688 TWO-WAY RADIO, PORTABLE, INCLUDING VEHICLE RADIO RELAY SYSTEMS 10

60086 TYPEWRITERS, ELECTRIC, ACCESSORIES AND PARTS 10
VACUUM CLEANERS AND OTHER LITTER PICKUP DEVICES: LAWN. PARKING AREA.

51585 SIDEWALK, ETC, 15

36580 VACUUM CLEANERS, (COMMERCIAL, WETOR DRy), PARTS, AND ACCESSORIES 15

04578 VACUUM CLEANERS, ELECTRIC (INCLUDING PARTS AND ACCESSORTES) 1S

04577 VACUUM CLEANERS. MANUAL (NCLUD|NG PARTS AND ACCESSORTES) 1s

07190 VANS, CARGO

07192 VANS, PASSENGER (REGULAR AND HANDICAPPED EQUIPPED) 15
VENDING MACHINES, NON{EFRIGEMTED (SNACKS. LAUNDRY ITEMS, CANDY,

16s92 CIGARETTES, ETC.) i5
74085 VENDINGMACHINES,REFRIGEMTEO SUNDRIES,

EQUIPMENT
87500 SUPPLEMENTS FOR ANIMALS)

84070 vrpEo GAMEM-RECORDERS, ACCESSORTESAND PARTS (PORTAELE TypE) 1O

65595 VIDEO EOUIPMENT AND ACCESSORIES ONCLUDING TAPES) 10

84072 VIDEO LIGHTING UNITS (PORTABLE) AND MTTERY PACKS, ACCESSORTES. ETC. 10
VIDEO MONITORS, DEMODULATORS, SIGNAL PROCESSORS, ETC; ACCESSORTES AND

UO74 PARTS 10

84076 VIDEO PROJECTORS, ACCESSORIES AND PARTS

84086 VIDEO SYSTEMS (FOR STUDIO QUALITY

E6000 CLASS 285)

84082 ETC. 10
VISU

80594 WEIGHT LIFTING EQUIPMENT AND ACCESSORIES

89500 WELDING EOUIPMENT AND SUPPLIES
47081 WHEELCI]A|R L|FT|NG DEVTCES AND ACCESSORTES (OTHER THAN VEHTCLE rypq 1O

WOODWORKING MACHINES AND TOOLS (NOT OTHERWISE CLASSIFIED). PORTABLE AND
54590 STATIONARY 15

42096 WORK BENCHES, SHOP DESKS AND TABLES

42594 WORK STATIONS, MODULAR, SYSTEMS FURNITURE

89800 X-RAY AND OTHER RADIOLOGICAL EOU|PMEiTT AND SUPPLIES (MED|CAL) 1O
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AODRESSING, COPYING, MIMEOGMPH, AND TING MACHINE

CENTER MOUNT TYPE 10

O15OO CHEMICALS, INKS, PAPER, ETC. 5

Useful
Life

INSECTICIDE AND FUNGICIDE APPLICATORS AND DISTRIBUTORS

02049 IRRIGATION EQUIPMENT AND SUPPLIES, AGRICULTURAL 15

02089 TMCTORS. FARM. WHEEL TYPE 15

AIR COMPRESSORS AND ACCESSORIES

PARTS AND ACCESSORIES NOT INDIVIDUALLY

03113 CHILLERS, HEAT EXCHANGERS AND RECEIVERS

03126 CONTROL SYSTEMSI COMPLETE (FOR AUTOMATIC TEMPEMTURE CONTROL) 10

03128 COOLING TOWERS: FORCED AlR, GRAVITY, ETC. 10

03130 DEHUMIDIFIERS AND HUMIDIFIERS 10

15

02543 COMPRESSOR, HIGH PRESSURE, ALL SIZES AND MODELS 15

AIR CONDITIONING, HEATING, AND VENTILATING EQUIPMENT, PARTS AND

osloo AccESsoRlEs (sEE cLAss 740ALSO) 10

AIR CONDITIONERS: COMMERCIAL, AND PARTS AND ACCESSORIES NOT INDIVIDUALLY

03103 ITEMIZED 15

-- 

AtR coNolloNERsr coNTRoLLED ENVIRoNMENT (FoR ooMPUTER RooMs' ETc )' AND

O3,IO7 AIR CIRCULATION EOUIPMENT (NOT OTHERWISE CLASSIFIED) 1O

03131 DUCT CLEANING EQUIPMENT, AIR 10

BLADES AND FAN

FANS, ROOM TYPE. CEILING AND PORTABLE TYPE ATIONARY AND OSCILLA

03134 DUST COLLECTORS, INDUSTRIAL TYPE 10

|.|AND TOOLS, AIR AND HEA

03155

03174 PUMPS. REFRIGERANT VACUUI\4 10

AIRCMFT AND AIRPORT EQUIPMENT, PARTS, AND SUPPLIES 15

03530 ENGINES AND PARTS. AIRPLANE 15

03535 ENGINES AND PARTS, HELICOPTER

03510 EOUIPMENT AND SUPPLIES, AIRPLANE OTHERWiSE

035,r7 FLIGHT SIMULATOR 15

04521 DISHWASHERS 15

04566 REFRIGERATORS ANO FREEZERS 15

c/'577 vAcuuM CLEANERS. MANUAL 0NCLUOING PARTS AND ACCESSORIEII

04578 VACUUM CLEANERS, ELECTRIC (INCLUDING PARTS ANo ACCESSoRIES) 15

05000 ART EOUIPMENT AND SUPPLIES '15

RACKS, DRYING (PORTABLE AND STATIONARY) 15

06038 ENGlNEs,D|EsEL(AUToMoT|VE)ANDREPLAcEMENTPU

O71OO ELECTRIC, HYBRID, AND ALL OTHER FUEL TYPES)

06040 ENGINES, GASOLINE: COMPLETE, SHORT BLOCK, AND PARTS 15

071(N AUTOMOBILES AND STATION WAGONS

07105 AUTOMOBILES, POLICE AND SECURITY EOUIPPED

BusEs col"lPLEiE-e HOOL (CONVENTIONAL TYPE) (SEE CLASSES 556 THRU 559 FOR

MASS TMNSIT

07116 BUSES COMPLETE, SCHOOL (SMALL VEHICLE TYPE) '14

071't7 BUSES AND VANS, PRISONER TMNSPORT ONCL. SPECIAL COMPONENTS) 14

07153 MOTORSCOOTERS AND TRUCKSTERS 0NCL. ALL TERRAIN TYPES, GOLF CARrS' ETC.) 10

07180 SUV TYPE vEHlcLEs (lNcL. CARRYALLS) 7

07190 VANS, CARGO 15

07192 VANS, PASSENGER (REGULAR AND HANDICAPPED EOUIPPED) ___,.__.__.._. 15

--TRucKs 
(TNCLUDN IESEL, GAsoLlNE, ELEcrRlc. HYBRID, ANo ALTERNATIvE FUEL

'15
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Usetul
Life

07230 TRUCKS, FIRE PROTECTION AND CRASH RESCUE 15
TRAILERS 18

07360 TMILERS, VARIOUS TYPES NOT OTHERWISE LISTED) 18
07500 AUTOMOTIVE SHOP AND RELATED EQUIPMENT ANO SUPPLIES 15

1507501 AIR POWERED SHOP TOOLS, REGULATORS, AND PARTS

BALANCERS, AND ACCESSORIES, WHEEL
CLEANING . STEAM, COLD AND HOT

07519 JET TYPES, PORTABLE AND STATIONARY (ALSO SEE 075:19) 15
07524 DIAGNOSTIC INSTRUMENT SYSTEM FOR VEHICLE EMJSSION TESTING 15

HAND TOOLS, AUTOMOTIVE AIR CONDITIONING (INCLUDING REFRIGEMNT CHARGING
07533 EOUIPMEiTD 15

HAND TOOLS, SPECIAL AUTOMOTIVE: BRAKE TOOLS, BODY AND FENDER DOLLtES,
HAND OPEMTED PULLERS, MECHANIC'S INSPECTION MIRROR, ETC. (FOR HARDWARE

07535 SEE CLASS 450) 15
JACKS, SAFETY STANDS, PORTABLE CMNES, AND PARTS (FOR AUTOMOBILES,

07511 TRATLERS, TRUCKS, AND TRANSMTSSTONS) 15
LATHES, ARMATURE AND BMKE ORUM 15

0754,1 LIFTS AND HOISTS. FLOOR ryPE: ELECTRIC, HYDRAULIC, oR PNEU|,IAT|C 15
LUBRICATION EQUIPMENTi GUNS, HOSES, FtTTtNGS. LUBRTCATORS, OtL PUMPS. ETC.

07546 (INCLUDING OrL FTLTER PRESSES) 15

O9OOO BAKERYEOUIPMENT,COMMERCIAL 15

07s47 MECFIANTC'S EQUTPMENT AND TOOLS (NOT OTHERWTSE CLASSTFTED) 15
TESTERS: ENGINE A}{ALYSIS, HEADLIGHT, IGNITION, TIMING, COMPRESSION,

07578 oscrlloscoPEs, STRoBOSCOPES, ETC. 15

EARBER AND BEAUTY SHOP EQUIPMENT AND SUPPLIES 10
BEAUW SHOP CHAIRS AND PARTS 10

12000 BOATS, IVIOTORS, AND MARINE EOUIPMENT

12030 CANOES AND KAYAKS

12039 FISH TANKS, HOLDING AND TMNSPORT
12083 SCUBA AND SKIN DIVING EQUIPMENT 15
15500 BUILDINGS AND STRUCTURES: FABRICATED AND PREFABRTCATED 16
15540 GMEBOS, KIOSKS (INCLUDING INFORMATIONAL TYPE), AND PAVILIONS 16
15550 OFFICE BUILDINGS, MODULAR AND PORTABLE '16

15570 PORTABLE TOILETS 16
BUTCHER SHOP AND MEAT PROCESSING EOUIPMENT 15
CAFETERIAAND KITCHEN EQUIPIUENT. COMI\4ERCIAL 15

16502 BLENDERS, FOOD CUTTERS, AND MIXERS 15
16505 CABINETS. COUNTERS. STANDS. TABLES, ETC. 15
16507 CAFETERIAAND KITCHEN EOUIPMENT (NOT OTHERWISE CLASSIFIED) 15
16510 CAN OPENERS AND KNIFE SMRPENERS, ELECTRIC 15

16515 COFFEEMAKERS, HOT WATER DISPENSERS. URN BAGS AND FILTERS

16529 DISHWASHERS

16532 DISPENSERS: CREAM, JUICE, MILK, PANCAKE, TEA. ETC. 15

16544 FOOD CONTAINERS, STAINLESS VACUUI.l| TYPE

16545 FOOD CONTAINERS, STORAGE, COMMERCIAL USE 15
ICE EQUIPMENT: CARTS, CRUSHERS, ptCKS, SCOOPS, SHAVERS, STORAGE BtNS,

16552 TONGS, ETC. 15
16560 OVENS, CONVECTION AND MICROWAVE (COMMERCIAL) 15

16580 SLICERS AND SHREDDERS 15

STEAM COOKERS AND STEAM JACKETED KETTLES

16592 CIGARETTES.ETC.} '15

CHEMICAL LABOMTORY EQUIPMENT AND SUPPLIES
1750A BALANCES AND ACCESSORIES

19389 TEST KITS AND SUPPLIES, CHEM|STRY (NOT OTHERWISE CLASSTFTED)

COMPUTER HARDWARE AND PERIPHEMLS FOR MICROCOMPUTERS

20!'29 DATA/FILE SECURITY HARDWARE/SOFTWARE, TO INCLUDE ENCRYPTION 5



Appendix - 7.3 Purchasing Categories and Descriptions - Numerical

(lNCLUDING DIGITAL (DrN),

20453 MICROCOMPUTERS, DESKTOP OR TOWER BASED

IMAGING

20446 TECHNOLOGY. AND DIGITAL Ii,AGING COMMUNICATIONS IN MEDICINE (DICOM)) 5

20447 INTEGMTED MRDWARE-SoFTWARE l.T. SoLUTIoN (MICROCoMPUTER) 5

204'54 MICROCOI\.,IPUTERS. HANDHELD. LAPTOP, AND NOTEBOOK

20460 COLOR AND MONOCHROME (CGA,

PLOTTERS, GRAPHIC

PRINTERS, INKJET

204a2 PRINTERS, MICRoCOMPUTER (NoT OTHERWISE CLASSIFIED) 5

2O4A7 SCANNERS, FILM 5

204A8 SCANNERS, DOCUMENT: HANDHELD, DESKTOP ANO HIGH VOLUME 5

ScnlrueRs AND READERS. oplcAL CHARACTER AND t\4AGNETlc rYPE: BAR coDE,
20490 REMITTANCE SCANNEFYPROCESSORS, POINT OF SALE SCANNERS' ETC. . , 5

Senvens, MtcRocoMpurER (APPLICAT|oN, oATABASE, FILE, MAIL, NETWoRK, wEB'
2c/;91 ETC) 5

PRINTERS, LASER

TERMINALS AND CRTS: DATA PROCESSING SYSTEMS

COMPUTER HAROWARE ANO PERIPHERALS FOR MINI AND MAIN FRAME COMPUTERS

206'4 GEOGMPHIC iNFORMATION SYSTEMS (GIS) 5

20656 NETWORK AND TECHNOLOGY) 5

2067a PRINTERS, I\,IAINFRAME COMPUTER (NOT OTHERWISE CLASSIFIEO) 5

SERVERS, MINI/MAINFRAME COMPUTER (APPLICATION, DATABASE, FILE, MAIL,

NETWORK, WEB,

TERMINALS AND CRTS: DATA PROCESSING SYSTEMS

20732 COMPUTER INSTRUCTIONAL AIDS AND TRAINING DEVICES 5

PROJECTION DEVICES AND ACCESSORIES: ll'.|TERACTIVE CONFERENCING BOARDS'

CARTS, COMPUTER

20r/5 LCD

2o8OO COI\4PUTERSOFTWAREFORIVIICROCOMPUTERS(PREPROGMMMED)

20811 APPLICATIONSOFTWARE,MICROCOMPUTER 5

DATA PROCESSING MICROCOMPUTER

20880 soFrwARE, MlcRocoMPLrrER (NoToTHERWISE oLASSIFIED) 5

20937 DATA PROCESSING SOFTWARE, MINUMAINFMME COI\4PUTER 5

CONTROLLING, INDICATING, MEASURING, MONITORING, AND RECORDING

INSTRUMENTS AND SUPPLIES '10

23355 KILNSAND FURNACES (FOR CERAMIC AND ENAMELING) ANDACCESSORIES 15

2s7oo ACCESSORIES 10

DENTAL EQUIPMENT AND SUPPLIES '10

INSTRUMENTS AND DEVICES (ENDOOONIIC, ORTHODONTIC, PERIODONTAL, AND

GENERAL DENTAL): ARCHES, BANDS, BRACKETS, CURETS, FILES' FORCEPS' MIRRORS'

26046 POTNTS, RASPS. REAMERS, SCALERS (HAND), ETC. . . - 10

POWER TOOLS AND APPLIANCES. DENTAL: DRILLS, GRINDERS, LATHES, VIBRATORS'

26059 ETC.

28537 GENEMTORS, PORTABLE, ENGINE DRIVEN (INCLUDING FOG ANO MIST TYPES) 15

28563 ETC. 15

ELECTRONIC EOUIPMENT. COMPONENTS, PARTS, AND ACCESSORIES (SEE CLASS 730

15

28700 FOR TESTING OR ANALYZING

30528 75 FOR STMIGHTEDGES)

28706 AMPLIFIERS AND PREAMPLIFIERS (NoT FoR SoUND SYSTEMS oR TV ANTFTNIjSI, 
-, , - 10

TRANSMITTERS, EMERGENCY ALARM TYPE OO INCL, EQUIPMENT OPEMTION STATUS

10

3O5OO INSTRUMENTS, AND SUPPLIES 10

FIRE EXTINGUISHERS, RECHARGERS, AND PARTS

DRAFTING IMACHINES AND SCALES 10

'15
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COMPLETE. ALL TYPES (SEE ITEM 2E FOR I

34568 IVIANIKINS AND MODELS. FIRST AID AND SAFETY TEACHING 10

Useful
Life

34029 EXTTNGUTSHERS) 15

36515 ACCESSORIES 15
36520 EDGERS AND SANDERS, FLOOR TYPE. PARTS AND ACCESSORIES 15

36500 FLOOR MAINTENANCE AND ACCESSORIES
(FOAM, HOT WATER, ETC.),

SCRUBBING MACHINES VACUUM PICKUP). PARTS AND ACCESSORIES 15
VACUUM WET OR DRY). PARTS. AND ACCESSORIES 15
FOOD PROCESSING AND CANNING EOUIPMENT AND SUPPLIES 15

41OOO FURNITURE: HEALTH CARE, HOSPITAL AND/OR DOCTOR.S OFFICE 20
BEDS AND MATTRESSES, HOSPITAL SPECIALIZED: AIR BEDS, INTENSIVE CARE,

41003 ORTHOPEDIC, WATERBEDS, ETC.

37000

20
41500 FURNITURE:LABOMTORY 20

42000 SCHOOL

42004 AUDITORIUM, STADIUM, TEAM SEATING FURNITURE AND PORTABLE BLEACHERS 20
42008 CAFETERIA FURNITURE, CHAIRS ANO TABLES (INCL. STACKTNG TYPES) 20
42009 CAFETERIA FURNITURE. BOOTHS

20

FOLDING CHAIRS, TABLES. AND CHAIR TRUCKS METAL

42028 FOLDING CHAIRS AND TABLES, WOOD

FURNITURE, GENERAL
FURNITURE;

42056 BOOK RETURNS, DICTIONARY STANDS. STEP STOOLS. TABLES, ETC,

42059 LOUNGEFURNITURE,UPHOLSTERED

42060 LOUNGE FURNITURE, STEEL. INDOOR 20

42061 LOUNGE FURNITURE. STEEL, OUTDOOR

42062 LOUNGE FURNITURE, INOOOR: FIBERGLASS, PLASTIC, ETC. (INCL. STACKTNG WPES) 20
LOUNGE FURNITURE, OUTDOOR: FIBERGLASS. PLASTIC, ALUMINUM, ETC. (tNCL.

42063 STACKING TYPES) 20
42OA4 LOUNGE FURNTURE, INDOOR, WOOD

20

LOUNGE wooD OUTDOOR HOUSEHOLD
FURNITURE: BINS, WMPPING

42066 CONSOLES). MAIL SYSTEMS. SORTERS, TABLES. ETC,

42086 cHArRS, OESKS. ETC. (|NCL. STACKTNG TypES)
420a8 SCHOOLROOM FURNITURE. WOOD: CABINETS, CHAIRS, OESKS, ETC. 20
42092 SHOWCASE, TROPHY CASES ANO EXHIBIT CASES 10
42096 WORK BENCHES, SHOP DESKS AND TABLES 15

42500 FURNITURE:OFFICE

20
42084 SCHOOLROOM FURNITURE, ITETAL: CABINETS, CHAIRS, DESKS, ETC. 20

SCHOOLROOM FURNITUREi PLASIIC, POLYPROPYLENE, FIBERGLASS TYPE: CABjNETS.

20
42503 BOOKCASES AND BOOKSHELVES, METAL AND WOOD

CHAIRS, METAL

cHAtRS, WOOD 20

42517
DATA PROCESSING FURNITURE, METAL AND PLASTIC (FOR STOMGE CABINETS SEE
ITEM 87) 20

42$A DATA PROCESSTNG OFFTCE FURNjTURE, WOOD (NOT STOMGE CABTNETS -SEE |TEM 87) 20
42520 DESKS AND TABLES, METAL 20

DESKS AND TABLES, WOOD

42s4A FURNTTURE, OFFTCE (CUSTOM MADE)

42540 FILING CABINETS, METALT CARD, JUM8O, LATEML, LEGAL, ANp LETTER 20
42541 FILING CABINETS, WOOD: CARD, LATEML, LEGAL, AND LETTER 20

42556 PARTITIONS, FREE STANDING. ALL TYPES. STOCK SIZES

!2j71 SAFES, VAULTS, AND NTGHT DEPOSITORY BOXES (NCL. PARTS AND ACCESSORTES) 10

42589 SToMGE CABTNETS, METAL 20
42594 WORK STATIONS, MODULAR, SYSTEMS FURNITURE
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44500 HAND TOOLS (POWERED AND NON.POWERED), ACCESSORIES ANO SUPPLIES '15

44527 DRILLS, HAND, PORTABLE, (POWERED), AUTON,IATIC 15

445f.2 TOOL SETS, ALL KINDS 15

HOSPITAL AND SURGICAL EQUIPMENT, INSTRUMENTS, AND SUPPLIES

ORTHOPEDIC EOUIPMENT: BONE PLATES. BONE SAWS, CAST CUTTERS, DRILLS, NAILS,

47OOO HANDICAPPED ANO DISABLED 10

47025 COMMUNICATIONS SYSTEMS (FOR THE SPEECH IMPAIRED), DISPLAY SCANNING TYPE 10

47056 PERSONAL CARE DEVICES FOR THE HANOICAPPED (NOT OTHERWISE LISTED) ,IO

47067 SPEECHSYNTHESIZERS 10

RESPONSE KITS, LIFE SUPPORI KITS, TMUMA KITS,

47555 l\,lEDlCAL EXAMINATION EQUIPMENT AND SUPPLIES OTHERWISE

LABORATORY EQUIPMENT. ACCESSORIES AND

49OOO RESEARCH FOR NUCLEAR, OPTICAL. AND PHYSICAL 10

MICROSCOPES, ALL TYPES (FOR ELECTRON SEE 490-29, AND FOR OPERATING ROOM

49058

49063 NATUML SCIENCE EOUIPMENT AND SUPPLIES

10
't0

46567 PINS, PROSTHETIC BONES AND JOINTS, SCREWS, ETC. 10

HOSPITAL, NURSING HOME OR RESIDENTIAL SPECIALIZED EQUIPMENT FOR THE

47081 WHEELCHAIR LIFTING DEVICES AND ACCESSORIES (OTHER THAN VEHICLE WPE) 10

PHYSICS EQUIPMENT (NOT OTHERWISE

49500 MlcRoBloLoGY, zooLoGY, ETC.

49090 TESTING INSTRUMENTS (NOT OTHERWISE CLASSIFIEO) 10

49300 ENVIRONMENTAL SCIENCE, ETC. ,10

LABORATORY AND FIELD EQUIPMENT AND SUPPLIES: BIOLOGY, BOTANY' GEOLOGY'
10

AGRICULTURAL SCIENCE EOUIPMENT: OIFFUSIVE RESISTANCE METERS, LEAF

POROMETERS AND WATER POTENTIAL MEASURING EQUIPMENT, SEED COUNTERS AND

49507 GERMIMTORS, SOIL STERILIZERS, ETC. 10

49520 BIOLOGY EQUIPMENTAND SUPPLIES (NoT oTHERWISE CLASSIFIED) 10

LAUNDRY AND ORY CLEANING EQUIPMENT, ACCESSORIES AND SUPPLIES,

5oooo CoMMERCIAL 15

5OO2O EXTRACTORS, CENTRIFUGAL 15

LAWN MAINTENANCE EQUIPMENT AND ACCESSORIES (SEE CLASS O2O FOR
1551500 AGRICULTURALTYPES)

51550 LAWN MOWERS. POWER. LIGHT DUTY, REEL TYPE

51505 AEMTORS, PLUGGERS, AND SPIKERS 15

RIOING TYPE

CLEANERS AND OTHER
51585 SIDEWALK. ETC. 15

BOOK SECURITY SYSTEMS. EOUIPMENT, AND SUPPLIES

MACHINERY AND HAROWARE, INDUSTRIAL

DRILLS. STATIONARY. AIR POWEREDI

DRILLS. STATIONARY,DRILLS. STATIONARY, ELECTRIC POWERED:

DRILLS, STATIONARY. HYDRAULIC POWERE

PRESS, ETC.

5r'517 , HYDRAULIC POWERED: ARBOR, PRESS, ETC. 15

u523 IMPACT TOOLS, AIR POWERED (NOT ROAD BUILDING) 15

51525 IMPACT TOOLS, HYDF{AULIC POWERED (NOT ROAD BUILDING) 15

INDUSTRIAL TYPE STEAM AND HIGH PRESSURE WATER CLEANING EOUIPI\4ENT,

5/'524 IMPACT TOOLS, ELECTRIC POWERED (NOT ROAD BUILDING) 15

ACCESSORIES AND SUPPLIES

54533 LATHE, METALWORKING, ACCESSORIES AND SUPPLIES

,4527 JACKS, INDUSTRiAL: HYDRAULIC, SCREW, AND TMCK 15

INDUSTRIAL AND CONSTRUCTION MACHINERY, EOUIPMEI'{T, COMPONENTS AND PARTS

54s31 (NOT OTHERWISE CLASSIFIED) 15

15

15

MASONRY SAWS AND BLADES (SEE CLASS 755 FOR ROAD AND HIGHWAY CONCRFIE
.!542 SAWS) 15
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15STATIONARY

MILLING IUACHINES 15

POSTHOLE DIGGERS AND EARTH DRILLS. POWERED. PORTABLE 15

54569 SANDERS, BENCH OR PORTABLE: BELT. DISC. AND FINISHING 't5

SAWS. STATIONARY, POWEREDT BAND, BENCH, ELECTRIC, SCROLL, RADIAL ARM,
54575 TABLE, VENEER. ETC. (SEE 75565 FOR CONCRETE SAWS) 15

WOODWORKING MACHINES ANO TOOLS (NOT OTHERWISE CLASSIFIED). PORTABLE AND
54590 STATIONARY 15

56000 MATERIAL HANDLING, CONVEYORS, STOMG€ EOUIPMEI.IT AND ACCESSORIES 15

57500 MICROFICHE ANO MICROFILM EQUIPMENT. ACCESSORIES, AND SUPPLIES 10
COMPUTER OUTPUT MICROFILIi,VMICROFICHE (COM) UNITS: COM RECORDERS, COM

57525 CAMEMS, COM TAPE/RECOROER, ETC. 10

MICROFICHE AND MICROFILM DUPLICATORS 10

57551 MICROFICHE AND MICROFILM EOUIPMENT (NOT OTHERWISE CLASSIFIED) 10

57831 DISPLAY AND SHOWROOM EOUIPMENT AND SUPPLIES (|NCLUDING EXHIBIT BOOTHS) 1O

58OOO MUSICAL INSTRUMENTS, ACCESSORIES, AND SUPPLIES 10

58005 BAND AND CHORAL RISERS

EAND INSTRUMENTS AND ACCESSORIES 10

s8015 EAND ROOI\,I EQUIPMENT: MUSIC CABINETS. STANDS. ETC.

58053 ORCHESTRA INSTRUMENTS AND ACCESSORIES (NOT OTHERWISE CLASSIFIED) 20

6OOOO OFFICE MACHINES, EOUIPMENT. AND ACCESSORIES 10

60030 CASH REGISTERS AND CASH DMWERS 10

60036 coPY [rAcHtNES, BOND (PLATN) pApER TYPE |NCLUDING PARTS AND ACCESSORTES 5

60041 COPY MACHINES, ENGINEERING, FOR REPRODUCTION AND DESIGN PRODUCTION 5

COPY MACHINES, INCLUDING PARTS AND ACCESSORIES

COPY MACHINES, DIGITAL-NETWORKED

60045 COPY MACHINES, THERMAL TYPE, INCLUDING PARTS AND ACCESSORIES 5

60046 COPY MACHINES. DIGITAL

COPY MACHINE ADDON ACCESSORIES

60061 CLASS 64s FOR PAPER) tO
MULTI-FUNcIoN oFFtcE mrERscANNER-

60072 PRTNTER, ETC.)

60073 OFFICE MACHINES, EQUIPI\,IENT. ACCESSORIES, ANO SUPPLIES. RECYCLED 10

60086 WPEWRITERS, ELECTRIC, ACCESSORIES AND PARTS

62500 OPTICAL EOUIPMENT. ACCESSORIES. AND SUPPLIES 10

62583 TELESCOPES. ASTRONOMICAL. AMATEUR SIZES

63500 PAINTING EQUIPMET.IT AND ACCESSORIES 10

65500 AND X-MY) 10

VIDEO EOUIPMENT AND ACCESSORIES (NCLUDING TAPES)

66538 HEAT SEALING EQUIPMENT. FILM. AND SUPPLIES

LAMINATING PRESSES. FILM. ID POUCHES. AND SUPPLIES

67015 r-rAND TOOLS (NOT OTHERWTSE CIASStED)

68000 POLICE AND PRISON EQUIPI\4ENT AND SUPPLIES 10

68044 DETECTORS. GUN ANO METAL 10

GUNS, PISTOLS. RIFLES. AND SHOTGUNS (INCL. ACCESSORIES)

POWER GENERATION EQUIPMENT, ACCESSORIES, AND SUPPLIES

70000 PRINTING PLANT EQUIPMENT AND SUPPLIES {EXCEPT PAPER)

70028

GMPHIC ART EQUIPMENT: CAMEMS, OARKROOM SINKS, ENGRAVING MACHINES.
HELIOGRAPHIC EQUIPMENT, LIGHTTABLES, PHOTOENGRAVERS, PROCESSORS,
WAXERS. ETC. 10

PRINTING PRESSES. OFFSET: AND ACCESSORIES70073

READING DEVICES, ETC. 10

PROSTHETIC DEVICES, HEARING AIDS, AUOITORY TESTING EOUIPMENT, ELECTRONIC
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EOUIPMENT OTHERWISE

71052 cLASStFIED) 10

Useful
Life

HEARING AIOS 10

RADIO COMMUNICATION EOUIPMENT, ACCESSORIES AND SUPPLIES 10

7268r' TOWERS: BROADCASTING. MtCROWAVE, TMNSMITTING' ETc.

72688 TWO-WAY RADIO, PORTABLE, INCLUOING VEHICLE RADIO RELAY SYSTEMS 10

72690 TWO.WAY RADIO SUPPLIES, PARTS. AND ACCESSORIES 10

RADIO COMMUNICATION ANO TELECOMMUNICATION TESTING, MEASURING, AND

73OOO ANALYZING EOUIPMEI.IT. ACCESSORIES AND SUPPLIES 10

74000 REFRIGERATION EOUIPMENT ANO ACCESSORIES 15

72657 HIGH FREOUENCY RADIO (SSB), MOBILE AND EASE 10

RAOIO FREOUENCY SCANNER RECEIVERS AND AMPLIFIERS ONCLUDING RF

72677 CoNNECTORS, AMLYZERS, COUNTERS, METERS, SWITCHES) l0

74013 COLD STORAGE VAULTS, WALK.IN COOLERS, AND SHELVING 15

74c/'s ICE MAKING ANo DISPENSING MACHINES (NoT oRY ICE) 15

74070 REFRIGEMTORSAND FREEZERS, COMMERCIAL 15

74085 VENDING MACHINES, REFRIGEMTED (FOOD, BEVERAGES' SUNDRIES' ETC') 15

ROAD AND HIGHWAY ASPHALT AND CONCRETE HANDLING AND PROCESSING
EQUIPMENT

76028 ENGINES, DIESEL AND GASOLINE (HEAVY EQUIPMENT)

76500 ROAD AND HIGHWAY EOUIPMENT (EXCEPT EOUIPMENT IN CLASSES 755 AND 760) 1O

78000 SCALES AND WEIGHING APPAMTUS (SEE 175-08 FOR LAEoMTORY BALANoES) 10

78s03 AID MANIKINS AND MOOELS lN CLASS 34ffi8) 10

DISPLAY CABINETS, CASES. FILES, RACKS, STANDS, ETC.

78588 SCIENCE INSTRUCTION EOUIPMENT (FoR CLASSRooM OR LABoMToRY USE) 10

REAOING PROGRAMS. READING AIDS, ACCELEMTORS, ANO CALCULATORS

SCHOOL EQUIPMENT REOUIRED TO MEET THE NEEDS OF THE PHYSICALLY
HANDICAPPED STUOENT (PRONE STANDS, TODDLER CHAIRS, SPECIAL COMPUTER
KEYBOARDS, ETC.

78590 TEST AND TEST SCORING OEVICES: ACHIEVEMENT, APTiTUDE, INTELLIGENCE' ETC. 10

79500 SEWING ANDTEXTILE MACHINERY AND ACCESSORIES 15

SEWING MACHINES AND ACCESSORIES, DOMESTIC 15

79570 SEWTNG MACHINES AND ACCESSORIES, HEAVY DUTY (EXCEPT SHOE.SJITCHIryG_) 15

SOUND SYSTEMS. COMPONENTS. AND ACCESSORIES: GROUP INTERCOM' MUSIC'
108O3OO PUBLIC ADORESS, ETC.

8031E ELECTRONIC SOUNO EOUIPiVIENT (NOT OTHERWISE CLASSIFIED) 1O

1080320 EOUIPMENT

80500 SPoRTING GOODS, ATHLETIC EQUIPMENT AND ATHLETIC FACILITY EOUIPITEIT _-, - 10

ATHLETIC FIELD MARKERS. GOAL POSTS, BASES, GOALS, ETC. (INCLUDING ATHLETIC

sos17 FIELD STRIPING MACHINES) 10

BICYCLES AND TRICYCLES. ALL TYPES (CHILDREN'S, MOUNTAIN, RACING, RECUMAENT'

EXERCISE

80548 FOOTBALL EQUIPMENT 10

80554 GOLFING EQUIPMENT 10
-- GYMNASIUM APPAMTUS ANO EQUIPMENT: BICYCLE TMINERS, CLIMBING ROPES,

80557 EXERCISER UNITS, GAME STANDARDS. HORIZONTAL, PARALLEL, AND STALL EARS 10

80562 MATS, STIMULATION BOARDS, STMODLE SEATS, VESTIBULAR BOARDS' ETC. 10

80563 SCOREBOARDS, SPORTS 10

WEIGHT LIFTING EQUIPMENT AND ACCESSORIES

TANDEM, TOURING, ETC. . SEE 805.05 FOR STATIONARY BIKES AND 805-57 FOR

81OOO SPRAYING EQUIPI\4ENT (EXCEPT HOUSEHOLD, NURSERY PLANT, ANO PAINT) 15



Appendix - 7.3 Purchasing Categories and Descriptions - Numerical

1083832 ETC)

Category
Code

84000 TELEVISION EQUIPI\,IENT AND ACCESSORIES 10

STUDIO EQUIPMENT: FURNISHINGS. RECORD ANO TAPE STOMGE CABINETS, TABLES,

84050 ETC. 10

84038 TUoNIToRS,TELEVTSION

84060 TELEVISION RECEIVERS AND CONSOLES

8r''074 PARTS

10

10

84064 ETC. 10

84070 VIDEO CAMEM-RECORDERS, ACCESSORIES AND PARTS (PORTABLE TYPE) 1O

84072 VIDEO LIGI-ITING UNITS (PORTABLE) AND BATTERY PACKS, ACCESSORIES, ETC. 1O

E 1076 VIDEO ACCESSORIES AND PARTS

AND PLAYBACK

84086 VIDEO SYSTEMS (FOR STUDIO OUALITY PRODUCTION) 10

85543 LIFTS, ORCHESTRA OHEATER PrT AREA) 10

LIGHTING AND DlN4MlNG CONTROLS: AUTOTMNSFORMER DIMMERS, CoNTROL PANELS'
10E55,14 SOLID STATE THYRISTOR/TRIAC DIMMERS, ETC.

85546 LIGHTTNG CONTROL SYSTEMS: MEMORY AND COMPUTER/MICROPROCESSOR TYPE 10

85548 PLUGGING STRIPS AND BOXES, WALL AND FLOOR POCKETS, ETC. 1O

LIGHTING INSTRUMENTS: BORDER AND CYCLORAMA STRIPLIGHTS, FOLLOW

85550 SPOTLIGHTS, FLOODLIGHTS, SPECIAL EFFECTS LIGHTING, SPOTLIGHTS, ETC. 10

1085553 LIGHTINGSYSTEMS,COI\4PLETE

85570 SOUND EFFECTS EQUIPMENT 10

87500 SUPPLEMENTS FOR ANIMALS) 10

8EO1 t AUDIO VISUAL EOUIPMENT ANp SUPPLIES (NOT OTHERWISE CLASSIFIED) .. - 10

PRoJEcToRS' l\4olloN PICTURE (STANDARD TYPE oNLY); CARRYING CASES; PARTS'

8BO5s AND ACCESSORIES 10

PROJECTORS. OVERHEAD TMNSPARENCY; CARRYING CASES; PARTS; AND

88061 eccessoated 10

88064 ACCESSORIES 10

88067

PROJECTORS (NOT OTHERWISE CLASSIFIED)r COMBINATION FILMSIRIP-SLIDE
PROJECTORS, REAR-PROJECTION SLIDE UNITS, REAR-PROJECTION FILMSTRIP UNITS.

LCD PROJECTORS '10

89500 WELDING EOUIPMENT AND SUPPLIES 15

E9540 GAs TUNGSTEN-ARC WELDER CftG) AND sPEclALlzED ACCESSoRIES 1s

89800 X-RAYAND OTHER RADIOLOGICAL EQUIPMENTAND SUPPLIES (MEDICAL) 10

OPTICAL SCANNING SERV!CES 1092038

93645 HEARING DEVICES (AIDS, AUDITORY TRAINING EOUIPMENT, ETC,) '10



Appendix - 7.4 Incoming Controlled Equipment Form

PROPERTY ACCOUNTING
Mail Code 9999, SBAB, Room 650

Corinlat. Sr.tl.G 2 llE 5 Ontt

fTl Purcfiase From |atemal fonds
-.Check

, ' l3Al R'coYerj:by Audn

Locauon No, ORI GINATOR S SCHOOI OR DEPARTMENT NAME

Propeo
Conlrol M.

DESGRIPNON OF PROPERTY
llem Nama - Mfr. Name ffi: Se.ial No.

(ltAny) :
Ac! d. "9flu9 Room

Loc€t onYt E l
I I

I

I

I

4

PICK-UP BY ('X' ADDroDrEte Bor}E s e o Ef u"rn. fl s,u E on", rr2ina I lcnl
Fll In Fiilln

tt I

Slgnature :Iifl6 Empbye€ No.

Requisition No.
Conbolled IF

It

a

FoR MAll{IEtlAl.lCE &STORES USE OIILY IstTRADE 2nd TRADE 3Td TRADE 4ih TRADE

SuDv.
C-cde

Work Order
AoDroved?

Reiect
Cdde

Revievrers
lniituls MAINTENANCE PROGRAIU Code EsL Labor Code Est. Labo. Code Esl Laboi

TITSj]IIE-
Code EsL LrborHEr rS:

Ygs NoEEI tr] E I]

7

TYPE WORK REQUESTED ORIGIN OF REOUEST
ri*.

c*'dDN8trtrtrtrtr
tatr

Dtr
8rdlrr Bmo.

fiE Cr.ir.T1 r't F] r-l Fl
541

tr

Cross Out Proper Box E_l
f: Not Economicalto Hotd forTcde/Sate

E no,o fo, s"t*g"rDisposal

Ll Cedilication of Disposal

R.EMARKS Adninistratod6 Sisn.tJe

'Irtle Osv

EY ('x'

F']OFEA'Y ACCCUrI:T,IG
Ff,r-1669 Rev. (0$03)



Appendix - 7.4 Incoming Controlled Equipment Form

INSTRUCTIONS

Miami-Dade County Public Schools Yellow Hall Moon D€cals: Controlled Equipmant ($750 and ovar)
irliami.Dad€ County Public Sctrools Salmon Half Moon Decals: llon-Controiled Equipment (Less than S750)

To reportjncoming confolled equiprnent, use @tegory E E! @| ElComplete Sections 1,2,3 and 48 only.

To report recovered equipmsnt use category Igl Complete Sections 2 hru 5.@ E and

FOR COMPLETING EACH SECTION

Fill in 4-digit numb€r thal identifies the school, center or depadment.
Fill in name of sctrool, center or dep€rtment,
Fill In name of person lilling out fof|n.
Fill In job poshion oforiginator.
Fill in month. day, lrear.

lf unknown, Stores and Distribution will assign number.
Item narna first.lhen manuiactureis Itame
ExamDles; Air Conditioner - Amana

Calculator - Monroe
Projectgr - Kodak
Typew ter - IBM Electic

Obtraln frsm Purchaslng Oepartment, "lnstructions: Use of Purchase
Requisition and liem Llst Fgrms" and enter the proper tdlgit number of
each unit of equipmenl
lf kno\r'n, starl at right side and lill in boxes, going toward the left unfl all
boxes are flled. or serial number if prop€rly copied.
Fill in month and year ilem was acquired.
C.oss out (x) proper box indicaiing eiiher Federal or other funds.
Fill in toial cost or estimated marketvatue in dollars and cents-
Fillin room number where item is actually housed,

cross out Ti]box indicating depatunent pick:ng up €quipment. Fill ifl location number , location name,
date, and rE6-rn number. Person picking up equipment must sign name and indicate job tille.

lf equlpment rs at the location and functional, it will be placed on record at that location. lf equipment is
locaied 'blsswtiere and {unctional. deliver to Stores & Dlstribltion, have Siores & Distribution sign form,
making copy tor thsir r€cord.

lf repairs are needed, take equipment to ths Malnienance Satellile assigned to your Region. Mainlenance
signs section 4,A, makes copy, repairs the squipment and sends ihe equipment to Slores & Distribution as
surolus.

PURCH, CATEGI NO-

SERIAL NO.

4A

48. After Maintenance repairs €quipment and sends the equipment to Stores & Distribution as surplus, Jill out ail
boxes pertaining to tinaldestination, Have Sbres & Dishibution sign to register acquisition of equipment;
Make copy and send to Property Accounting by circling top left corner.

Has replac€ment equipment been requested? It yes, fill in replacement requisition number and date of
requisition.

Indicate recovery by filliBg in serial number and dals opposite one of lhetollowing:

Recovery From Outgsing Controlled Equipment Number
Recovory Fmm Plant Security Numbea
Recovery From Ur ocated Property Nlrmb€r (Unlocatod Property Repori)

Maintenance and Stores & Drstribution us6 onlvi REFER TO INDwIDUAL DEPART$ENT FOR INSIRUCTIONS.

- ClrclE top left cornel and maillo Froperty Accounting afre. completlon (No envelope necessary)

- Originator retainial losation.

6-7-8

Copy #l {Blue)

Copy*2 [Y6llow)

Fir-1669 Rev. (0$03)



Appendix - 7,5 Property lnventory Procedures

ATTACHMENT B

OFFICE OF MANAGEMENT AND COMPLIANCE AUDITS
SCHOOL AUDITS-PROPERW INVENTORY PROCEDURES

To conduct a pre-audit inventory, you may obtain a printout of the property items
for your location through the Intranet Web Application titled 'Property Control
Download".

We recommend that you designate an individual to work with the property auditor
to locate and identify the property to be inventoried.

Any property currently located off-campus should be brought into the school
premises and be available for the inventory.

Your school is not to file a Plant Security Report as a direct result of having
conducted a pre-audit inventory. lf items are missing, you should wait until the
property auditor visits your location and report to him the situation. Also, your
school is not to file a Plant Security Report or an addendum to an existing
Plant Security Report as a direct result of the audit performed by this
office.

Your school should file a Plant Security Report in the event of a break-in where
property has been vandalized or is missing. In such cases, do follow the
established procedures by notifying the M-DCPS Police and filing the Plant
Security Report, and then notify our office of the situation.

For any inquiries related to property audits, please, contact Mr. Rolando
Gonzalez at (305) 995-1318.



Appendix - 7.6 Outgoing Controlled Equipment Form
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Appendix - 7,6 Outgoing Controlled Equipment Form

Crosr uui fit t,r<rger box ,ror:ouigoi'rg equlpment lor remcval. f El is crosssd cut
locstjon number otlhe t'ansfe{red equipnent.'eI Its !{itsrB r€e cqu+''rsrr,

3NS FOF COMPL€TIIIG :AACH S€CTIOJ'I

equrpmenr.

: Maintenanc€ inspEctor will i .|$t Section E and pick up itle equipment at lhat lime il reason 1 or 2 is etggseC o!ri,
if f€asqns 3, 4, or' 5 ar€ c{ossed out, -.€ad Slo.es I Distribulion f:!st lhree topi€s. Bslore eqlipniefll ieaYgs slte,

Di'ra€6aY ccpY 41 (cfiEEN]
5E|'JD TOi

coPY *r IFINK)
sEN! fo:

ccPY #3
ryELLOW)

coPY *d lBlt!€l
SE D TCi

fll .EeGrili ili-!r,i--. I'cn* ai, :e-.a1ii
F ra.rcir A.lot.r.:int. lg'-j:.
SB, B, Rrfir -s5f - 6fr'
.ebnatur.J in E. 41. a:1ci J-

tisF'csing s:!e r€lavre
irrs rott.

Oilginai.. Reiaired lv ioc:ii.'B
o.l!ti[alinb lqr:.

Q 'r':a::sier i.l4na:1v Alttiiitt*1i, $:r'gjj
SBAB. ,rroala! g5i. sJler R€a6i!'ing sile r€ra:..l:

rhrs arFy.
C.rininaiuf liel4iF€e'tv b.tlian

!.iglnarin_g fsrrr .

Sfi l8'1!4 ;jils if h !::"'
5.lgi1ilr;e lrr G

eq,jil;,nenj rbtii ed al Usef foceiveal iilii c,rf.!,-

FM-1n73 Rev. i03"01)



Appendix - 7.7 Plant Security Report

P.C
P.E

D.E
OTHER

PIJAIIT SECURITY REPORT
MI,AMI.DADE COUNTY PUBLIC SCHOOLS

SCHOOL POLICE
MAIL CODE 9913

TELEPHONE: (305) 757-051 4

sxEEall[EgEUAIleN

$
otrtE $ d.tt l,ur .qd

2 6230 6

DATE:
SCHOOL POLICE
UNIT CASE NO.

AREA 

-

LOCATION NO.: LOCATION MME:
ADDRESS: ztP:

wAs BUTLDTNG ENTERED? 

- 

wAs MATNTENAN.E .ALLED? 

- 

IFJ*tib^o.* *o.,

TYPE OF DAMAGE:

TELEPHONE:

VANDALISM: _
DETAILS OF LOSS OR DAMAGE:

DATE/TIME OF INCIDENT:

THEFT: 

- 

ARSON: 

- 

FIRE: 

- 

WINDSTORI,VFLOOD:-

BUS NUMBER:

ADDITIONAL TRANSPORTATION INFORMATION

DRIVER NAME: 

- 

TERMINAL:

TRIP NO.:- REGULAR RUN:RI,'N NO.: FIELD TRIP:

OTHER DETAILS:

LIST MATERI,AL AND EOUIPMENT STOLEN. DESTROYED. OR DAMAGED

No. ol
|lcma Name of ltern P.C. 1{o., lllodsl. Se.l.l Stolen Ds3troyed Damaged Coot

NOTE: ALL PLANT SEGPRITY REPORTS MUST BE SUBMITTED wlTHTN 24 HOURS OF DATE OF DISCOVERY

PRINCIPAUADMIN ISI'R.:
(tvlanual Signaturc)

Fil{366 RGv. (05-981

PREPARED BY:
(Name and Tltle)

SCHOOL POUCE



i.

7.

3.
4.

5,
6.

"i

Appendix - 7.7 Plant Security Report

INSTRUCTIONg

lhe Sehool Police must be norified by telephone immediately in eac.h instance of iliegal effry, vaDdalism, theil, t-i,-e ard p:oiredy
dafirce due to vehicle accidett,

nLe Sc"hool Potice are to 'oe nolitied by iciephore rn each Estatce of serious dana€e ro a building ih$ ?ould reidei ;mposcible
rhc phlsical s€curiw of *le Dropett] .

A plini Securitl Reforr is ro be 
'romqlecd 

gnC filed ''vitb t!'e S.'hooi P$lice within 2/ hours tf Lhe tiitphcred tep3ft,
I-lIl ]"{a.intelarrle O'epartm€iit must b-e givea rhe Pli.r,t Src'r:iq Repc;r aumbci if rhey are_conracre<l to r'ra,ke iepairs at a 1€srrlt ot
larraee rlue m illegdl enry, . andaiisrn] thcj"t -.r 'rrc. -?"4r'esrs r0r energf,ncr lspairs Eili be accePtEd cy (e;ePholr.

"-OAiriin*t 
telsrg/i tisse: ruui, be .-eponc.i to *'c 1cho,,l Pilicc rly r--,e4orarcrun; *ititigiqq:lc+s totloorirrB lh: ir,\ial -ee":,ii . .

iiiq,i;"'iiiotl tot i"placernenr of smien or destroy€d pfoprrl.' i.uuit be ieceiye{-t,v dre School Poiice *itbi:n sir $eeks ol t.te !.riti3l
ioss reDott.

?lmt Security RePorts TEust EglL be used:
A - T'o report itvenbry sbcfiage"q of unlocried propef-y.
B To report iosses of persona! p:np"r:y.
C - To refrrn nliaor accid.ental damage.
I) - To rebott ieqtresti"{ maiulenace c,rutEi 5y norrmi 'il,sa.

lnr*;r oi Eu*el""s dl oftlnderr ide Jled as rcsp6r,siui: ior Iheft t'r rianage ;t prcperry are lirblr icr such ioss:s undei l:iDridt
- 
i 

"r., "i 
-tit i"?J ,n ir il. imDeiariv: ',h:Lr eaclr Fiadt Seiuriit Rtpo;, ;ele;; Obh rne t':s" srff+red i' -:c sr:';,fu '":r i L"-i"!g :elx,ttef..

3riii"i and colle!'irn -'t ril h$iltticir is i4 feigcnsibrlial cr. ile Scbooi P4,hte grut
C"niuiortion o^g.t .!re :o D. atraclt.-d for any ;ecuol ci riris teporr :equiring mo!' 3Facc ihan tras i.rsr 

'lt-c!.';'d:,: 
Iden'j! eailr

su::t JaF,e \,,:irh lo,''alioll i-.:JBe f,n(t PiaBt Sccrrlil! i?cport lt:ltnr:t..

4ddr€ss

3.

tr.
10.

Zia'rtulYOff/St s

-aie ot Birth 
-.* 

Fatheas ^laqre
Mothef's N?$rs --- 

-
i::u;itd;a*'ii l{alri€' 

- 
--* :/jhroi 9,i'tgrrdi+i,-. ._*.

li'iii/Cf,tst!*-,*- j\nCfes,l -"

nrt! nf Sirih -----* ifflhe:t l!?m.' b4ni{leit il:rf€-*.."

:il3.C'Ai'! i$:rnt. -* -.--.- . :j:'i',.Ji.]i :ire:r,Jif irj

F?llj,:l"t ij;ifrn l'rdl.rer'; $l'lirl'].' "

'it;ai.,i q'i'L i.laLlr; 
----

taie {,i Sirtir-_----aaf,o. $ tii:iiif, *

Oall rif giriii

Guardian's idamc

Was adirrissi.ril ol g(iii recei\ied:. *------. i,)zi€
l/s3l llL

ic:Enl ::h.,('in!

Sflisi Atlsndln3

Tiir)g



Miami-Dade County Public Schools Anti-Discrimination Policy

educational programs/activities arrd strives affirmatively to provide equal opportunity for all as required by:

fitle VI of the Civil Riehts Act of 1964 ' prohibits discrim.ination on the basis of race, color, religion, or national
origin.

Title VII ofthe Civil Riebts Act of 1964 as arnended - prohibits discrimination in employment on the basis of race,
color, religion, gender, or national origin.

Title D( of tbe Education Ametrdments of 1972 - prohibits discdmination on the basis ofgender.

Aee Discrimination in Emolorrment Act of 1967 (A-DEA) as amended - prohibits discrimination on the basis of age
with respect to individuals who are at least 40.

The Eoual Pav Act of 1963 as amended ' prohibits gender discri.mination in payment of wages to women and men
performing substantial.Iy equal work in the same establishment.

Section 504 ofthe Rehabilitation Act of 1973 - prohibits discdmination against the disabled.

Americane with Disabilitieg Act of 1990 (ADA) - prohibits discrimination against individuals with disabilities in
employment, public seruice, public accommodations and telecommunications.

The Family and Medical Leave Act of 1993 (FMI"A) - requires covered employers to provide up to 12 weeks of
unpaid, job-protected leave to "eligible" employees for certain family and medical reasons.

The Preepancv Discriminatiou Act of 1978 ' prohibits discrinination irl employment on the basis of pregnancy,
childbirth, or related medical conditions.

Florida Educatioual Eouitv Act (FEEA) - prohibits discrimination on the basis of race, gender, national origin,
marital status, or handicap against a student or employee.

Floricla Civil Riehts Act of 1992 - secures for all individuals within the state freedom from discrimination because of
race, color, religion, sex, national origin, age, handicap, or marital status.

fitle II of the Genetic Information Nondiecrinination Act of 2008 (GINA) - prohibits discrimination against
employees or applicants because of genetic information.

Bov Scouts ofAmerica Eoual Access Act of 2002 - no public school shall deny equal access to, a fair opportunity for
groups to meet on school premises or in school facfities before or after school hours, or discriminate against, any
group officially affiliated with Boy Scouts of America or any other youth or community group listed in Title 36 (as a
patriotic society).

Veterang arc prouided re'employment ights in accordance with P.L. 93'5O8 (Federal Law) and Section 295.07
(Florida Statuted, which stipulate categorical preferences for etnployment.

Iu Adclition: -
School Board Policies !!$!, 3362.4362, and 651? - Prohibit harassment and./or discrimination against students,
employees, or applicauts on the basis of sex, race, color, ethnic or national origin, religion, marital status,
disability, genetic infornation, age, political beLiefs, sexual orientation, gender, gender identfication, social and
family background, linguistic preference, pregnancy, and any other legally prohibited basis. Retaliation for
engaging in a protected activitv is also prohibited' 

Revisecl: (02.14)
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INTRODUCTION SECTION 1

1.1 GENERAL POLICY

There are a number of benefits from a system of property records of which the
following are the most obvious:

I lt fixes responsibility for all property.

! lt provides proper accountability of taxpayer expenditures for capital outlay
items.

! lt provides management assistance for prudent long-range decisions.

Because a control system is essential in a lqrge .edpecially a public
one, rules Of The Auditor General,
acquisition, accountability, and

i'1
all

.law the regulation of

which must be controlled by the

of
of

systggl is any property of "non-
I $1 ,000 dollars or more and tne

P

1.

A.

4.

"As by law, the rules for
the Auditor General include the

Schools utilizes an electronic property data

by school responsibility center and
or servrce departments. School principals and department

designated as accountable officers or custodians of

Purchased items are recorded at original cost or value.

The responsibility for the maintenance of the property records at the
district level is delegated to the Property Accounting Department, Office
of The Controller.

NUMBER
REPLACES

DATED

M.y 1997

!AGE DATE ISSUED

Ju ly 2005

PA GE

I

! lt provides useful information in purchasing by assisting in evaluation
different brands and facilitating a more uniform and orderly system
replacement.

! lt facilitates the establishment of losses from

r.;,1;;,

'r'il t
''.1.'.i,. 

I ,.,,,,

or vandalism.
':::



INTRODUCTION

1.1

B.

GENERAL POLICY (CONT.)

ldentifi cation of Property

1. All controlled property must be marked with an identifying number. The
responsibility for the actual marking (tagging) of the inventoriable items is
delegated to Stores and Mail Distribution, Office of Procurement
Management Services

! Miami-Dade County Public Schools uses a white destructible vinyl
barcode decal, reinforced by double marking, inscribing all items
with the barcode number as a means of defacing the item, as well
as affixing a half moon DCPS yellow decal to the item- Federally
funded equipment is designated with the four-digit program number
after the decal and double mark. ''i3',"

c.

! Marking is performed by

InventoryReconciliations *i;,,..

1 . The existence of items at specifir
periodically by sight
(property audits) is
of Management

for periodic inspection
Audit Section of the Office

recoros,
school

DATED

May 1997

PAGE

2

DATE ISSUED

luly 2005

to property accounting

NUMBER





RECEIPT OF PROPERTY

2.1 RECEIPTS ENTERED FROM PURCHASING AND S&D DOCUMENTS

Most new acquisitions for Miami-Dade County Public Schools are entered into the
property records from District issued Purchase Orders and Stores & Distribution
Delivery Tickets.

A. Deliveries Through Stores and Mail Distribution Warehouse

1. When items are delivered to a school or center, the Stores and Mail
Distribution Warehouse issues a "Stores & Distribution Delivery Ticket

2.

("D'Ticket). (See Appendix 6-1 , Example 6-2),.'

i-€ii:li,
Before delivery from the warehouse, all propert! items are marked with

a white destructible vinyl barcode decal. Refer to Rlles of the Auditor
General, Chapter 10.400. (See Appendix 6-3). When appropriate, the
items are also double marked with an electric scriber oi permanent ink
marking. , '1,, ':.:" >., :.'
Signatures on the deliGry ticket, which acknowledge receipt ofSignatures on the deliGry ticket, which acknowledge receipt of

property items at the"'school or: department, are considered as
acceptance of custoCy.ly thq principbl oi other accountable officer'.No
further reporting
delivered by S 

.

B. School Board P uichase Direct Shipment

When items are purchage^d. for.,,,.direct shipment ,lhro Sl -t!", _Oft"-_"j
Procurement Management Services, a purchase order must be issued and

DATED PAG E

4

DATE I S SUED

luly 2005
NUMBER PAGE



July 2005

RECEIPT OF PROPERTY SECTION 2

2.I RECEIPTS ENTERED FROM PURCHASING AND S&D DOCUMENTS
(coNT.)

2- This report along with the actual amount paid, date and check number
will be posted automatically to the Master Property Control Record at
the time of payment to the vendor.

3. For direct shipments, the property marking will be performed by Stores
and Mail Distribution after notification of delivery to receiving location
and a yellow M-DCPS half moon decal will be attached to the equipment
of $1,000 or more in value. This will be done with a form received by
Property Accounting from the MSAF system. flowever, the work location

REPLACES DAT
DATED



RECEIPT OF PROPERTY SECTION 2

2.2 RECEIPTS REPORTED BY SCHOOL OR DEPARTMENT (CONT.)

B. Donations or Gifts, for any purpose, from donor.

1. All items with an original cost or value of $1,000 or more must be
appraised for present value, and are to be reported on "lncoming
Controlled Equipment" Form FM-1669 Rev. (09-03) (See Appendix 64'
Example 6-7).

2. ltems, which are used for Parts or
"Secondary Utilization" and need not be

materials, are classified as
for property inventory.

The above appraisal values, or designation as
the responsibility of the buying area agent.

(SU) or be given

utiliz:tion, are

c.

DATED

M!y l99t

PAGE

6

DATE I S SUED

July 2005

NUMBER PAGE



RECEIPT OF PROPERTY

2.3 ORDERING FORMS AND DECALS

The Incoming Controlled Equipment Form FM-1669 Rev. (09-03), stock number 878-
2237, (See Appendix 6-4); can be ordered from Stores and Mail Distribution.

The yellow half moon decals for equipment of $1,000 or more in value can be ordered from
Stores and Mail Distribution.

2.4 CODES AND CLASSIFICATIONS

A. Class

B.

c.

ATE IS PA
NUMBER DATED

Ju ly 2005



RECEIPT OF PROPERTY SECTION 2

2.4 CODES AND CLASSIF

lnitial Desionation Source of Acouisition

Architect's Contract for New Construction
Federal Quota Fund (Conditional Gifts)
General Authority Purchase
Gifts from any Source
lnternal Funds
Lindsey Hopkins
Loan Equipment from Other Agency
Manpower Development Training Act
Maintenance Manufactured
Reading Center
Risk Capital Fund
SDecial Education
Division of Federal Surplus Property
Vocational Act of 1963

"",,. ,. lil',

lcollT.) ;b.,r;rtli,

CONST
FQF

GIFT
IF
LH
LN
MDTA
MM
RC
RCF
SE
SPD
VE



REPLACES-
DATED PAGE

July 2005

DATE



RECORDING PROPERTY MOVEMENT

3.1 TRANSFER OF PROPERTY

After having been assigned the custody of an item, the accountable officer should not,

in any case, allow the item to leave his/her custody without recording the movemeht
according to established procedures as set forth in this manual.

lf the item of property is moved to another accountable location within the school

system, either temporary or permanently, its movement will usually be recorded on an
"Outgoing Controlled Equipment" Form FM-1670 Rev. (03-01) (See Appendix 6-9'
Example 6-10).

A. Temporary Transfer to Service

! Maintain an open file of items out for repair.

B. Re mova I

DATED ""'- DATE I S SUED

July 2005

PAGE

9

NUMB€R



RECORDING PROPERTY MOVEMENT

3.2 ORDERING FORMS

The "Outgoing Controlled Equipment" Form FM- 1670 Rev. (03-0'1), Stock Number
878-2245, (See Appendix 6-9); can be ordered from Stores and Mail Distribution.

3.3 SURPLUS OF PROPERTY

A. Furniture

When usable (or repairable) furniture or equipment is no longer needed at its
existlng location, the items should be

B.

Any

report the situation to the reg
(i.e. Music, Science, V

1. The responsi
equipment

the appropriate subiect area

attempt to place the
of the surplus item.

should be recorded on an "Outgoing
1670 Rev. (03-01) (See Appendix 6-9,

are considered surplus property, and should
Distribution warehouse. (See ltem above for

the Stores and Mail

DATE ISSUED

July 2005

DATED PAGE

10



RECORDTNG PROPERTY MOVEMENT

3.4 TEMPORARY OFF-CAMPUS MOVEMENT

A. Occasional Off Campus Location

It is extremely important that all items removed from the assigned location be

recorded, particularly those items which temporarily move off-campus or out
of the school system, such as:

I Temporary off-campus use by faculty members.

! Removal for repair by outside vendors.

Equipment" Form FM-1670 Rev. (03-01)(See

For Off-Campus Use of School FM-23Q0 (05-01XSee Appendix 6-
16, Example 6-17).

Some items. such
students and the campus for practice or

When the

...
tr Show :ignature, or initials, of employee accepting return.

Records should be reviewed at end of the school year and instruments

recalled.

B.

DATED PAGE

1l
DATE I S SUED

Ju ly 2005

NUMBER



RECORDING PROPERTY MOVEMENT SECTION 4

4,1 GENERAL POLICY

The disposition of property is rigidly controlled by State Law and by School Board
Rules, 6Gx13-38-1 .09 and 6Gx13-38-1.091. No one may dispose of any School Board
property, and no accountable officer may be relieved of custody without Board
approval. Equipment purchased with Federal Funds should be directed to the Federal
Program Administrator prior to disposal.

The Florida Statutes give the Board discretion to dispose of property when, in their
judgment, it becomes necessary. Board Rule 6Gx 13-38-1 .09, authorizes the
Superintendent to proceed with disposals of items with a residual value of under one
thousand ($1,00O) dollars, in accordance with prescribed procedures and subject to
final reporting to the Board. These procedures involve the use of the form "Outgoing
Controlled Equipment" Form FM-1670 Rev. (03-01)(See Appendix 6-9). ltems with a
residual value of one thousand ($1,000) dollars and over would require spbcific Board
approval prior to any disposition action. ,":.,;,,, .i.,i 

..,,,,,.,,

The Board requires that all losses or damage to Schoot Qoard property be reported to
the School Police on a "Plant Security Report" FM-0366 Rev- {91:03)(See Appendix 6-
19). The School Police maintains recordq of losses due.to fire; theft, and vandalism,
and upon authorization of the School PoliCe, the reported losses are removed from the
property records of the specified location, subjec! to the final reporting to the Board.

All shortages disclosed OV " 
prop*V audit represent unexplained and unreported

disappearances. Such items are removed from the property records of the respective
location only after approval of a Region Superintendent and/or designee and final
reporting to ihe Board.'

A.

qualified to apprbise its condition, its future usefulness, and the best method
of disposition; dnd 2: The accountable officer into whose custody the property
has been assigned.

REPLACES DATE ISSUED JAGE
NUMBER DATED PAGE

Mly reeT July 2005 12



RECORDING PROPERTY MOVEMENT

4.2 DISPOSTION OF PROPERTY (GONT.)

The accountable officer will complete an "Outgoing Controlled Equipment"
Form FM-1670 Rev. (03-01) (See Appendix 6-9; Example 6-10).

B. Log of Disposition Reports

For good control and follow-up of disposition reports, it is_suggested that each
school or center maintain a log of all pre-numbered Outgoing Controlled
Equipment" Forms FM-1670 Rev. (03-01)(See Appendix 6-9) and their status,
such as:

! Outgoing Controlled equipment Form

! Name of person to whom issued for preparation ': ..., 
,. 

.'''

! Date issued 1l.'"'.," '
"..'

! Type of equipment being proposed for disposition ":j
I Date approved forms sdnt td Maintenance or S&D requesting pick up

tr Date Picked uP n '' ' , ." I
' '.;3i ,i :', ..'

C. Replacement of Disposed ltem i '

l,:,,

No replacement action will resuhftqm-.the above disposal procedures Any
replacement action will be initiated by'the original accountable officer. All
requisitions for replacement must be charged to the current fiscal year work

DATED

Mry 1997

NUMBER

July 2005



RECORDING PROPERTY MOVEMENT

4.3 ORDERING FORMS

The "Outgoing Controlled Equipment" Form FM-1670 Rev. (03-01 ), Stock Number 878-
2245, (See Appendix 6-9); can be ordered from Stores and Mail Distribution.

4.4 PROPERW LOSSES FROM FIRE, THEFT OR VANDALISM

As stated in the previous Section 4-1, any accountable officer will be relieved of
responsibility for items properly reported on a "Plant Security Report" Form FM-0366
Rev. (01-03)(See Appendix 6-19, Example 6-21), as having been stolen or destroyed
by fire or vandalism. lt is important, therefore, that an accurqte reporting be made of
such losses- ,,;,'

A. Prompt Reporting ,;. '.: .:i.. 
.11,'

/iami-Dade School Police Department (M-DSP.D) req-qifgs that "Ptant SecurityMiami-Dade School Police Department (M-DSPD) re
Reports" must be submitted within {4 hours of the tin
as follows: ,d"i" 

=, 'i{'

Mramr-Dade School Police Department (M-DSPD) requir.es that "Plant Security
Reports" must be submitted within 2-4 hours of the timd of"discbvery of the loss
as follows: .

1.

Reports" must be submitted within 24ihours of

Obviously, any
the teacher, or

should be first detected by
the property is assigned or

who is making

immediately in each instance of
fire and property damage due to vehicle

by telephone in each instance of serious

-:r;.i'

Facilitieg Operations must be given the Plant Security Report" number
if they are contacted to make repairs as a result of damage due to illegal
entry, vandalism, theft or fire. Requests for emergency repairs will be
accepted by telephone.

M-DSPD must be h
illegal e-4try, vandal
accident,, i.-

{:D-Seo. are,!o..99

DATED DATE ISSUED

July 2005

PACE

t4



RECORDING PROPERTY MOVEMENT

4.4 PROPERW LOSSES FROM FIRE, THEFT OR VANDALISM (CONT.)

6. Additional related losses must be reported to MDSPD by memorandum
within two weeks following the initial report.

7. Requisitions for replacement of stolen or destroyed property must be
received by the MDSPD within six weeks of the initial loss report.

8. 'Plan Security Reports' must not be used:

! To report inventory shortages of unlocated property.

tr To report losses of personal property. -

o

t To report minor accidental damage. , 
,,,,,.,.

! To report requested normal maintgnance. o'j,' 
. 

,.,,.,

Parents or guardians of offenders ioentifieii $ resPg!'rsible for theft or

damage of 
-property are liab6ifor such ioss6s unoei Aorioa Law. For

this reiason it is imperative ihat each "Plani.Security Report reflect only

the loss suffered by the spircif,rc evpnt being reported.

Billing and collectiofbfall .r"ititttion is thei risponsibility of MDSPD
only. ; r'

t?,,,,y' ! li t. '"1:r.

Billing and collectiofffill .re&itution is th6 r6sponsibility of MDSPD
only. ; r'

Continuatiori ]ages 'br9 to be attached for any section of this report

requiringi 
"more.space than has been provided. ldentify each such

page with location name and Plant Security Report number.

B.

10.

11.

I

loss of tangible personal property as a result of an

the missing

Give serial numbers and PC numbers if known.

All items should be listed even if these identifying numbers are not

Known.

DATEDNUMBER PAGE

Ju ly 2005 l5



RECORDING PROPERTY MOVEMENT

4.4 PROPERry LOSSES FROM F|RE, THEFT OR VANDALTSM (CONT.)

Give purchase order number or other source reference if known.

Mention areas accessible to intruders in case it is necessary to report additional
losses by supplement.

All accessible areas, however, should have been surveyed for apparent losses at time
of the original reporting.

C. Loss By Fire

In case of a fire, which results in the loss of
directions as in A. and B. above.

D. Adjustment of Property Records

vandalized item is required, a purchase
to M-DSPD. This requisition must:

E.

4.

Be submitted within six weeks of date of loss or damage.

Have a value of one thousand ($1,000) dollars or more per each
equipment item; and be essential to the delivery of an instructional
program; or be concerned with health or safety of students or staff.

same

NUMBER DATED

July 2005



RECORDING PROPERTY MOVEMENT

4.4 PROPERW LOSSES FROM FIRE, THEFT ORVANDALISM (CONT.)

lf the replacement request meets the above criteria, M-DSPD will forward the
requisition to the Assistant Superintendent, Office of Educational Services. They will
enter the accounting structure, approve the requisition, and send it to The Office of
Procurement Management Services.

F. Recovery of Losses

later recovered bv M -There will be occasions when losses by theft are
DSPD, the local police agency, or by the school center itself . Such
recoveries should be reported on the Incoming Cc Equipment" Form
FM-1669 Rev. (09-03) (See Appendix 6-4, Example

1. Cross reference to specific Plant

2. Explain reappearance.

Report.

..,S\.
3. Give status of any interimr€placement

-rai.. ir.
4. Property records will againibe adjustec4. Property records will again,,!9 a$usted r.n aqggrdance with the

recovery repon. fS+. r,1..,.

.l- - 'i.xi 
.,o,,.4" l

4.5 SHORTAGES DISCLOSED Bf INVENTORY
a*:;"

In compliance with Rules Of The Auditoi'General, Chapter 10.400 (See Appendix 6-3)'

an inventory of all pioperty shall be taken once each fiscal year and at the change ol
administration to. verify thii; presence of listed property items at each designated

location,. At this time all property to. be audited must be at site location. Property

Auditors of lnternal'Agdits wili condict the physical inventories. ltems will be cross-

checked to previous., inventory' listing, or to receiving documents for interim

acouisitions. liems on hand for which there is no record must be followed up with
checked to p

DFpr a.r-s 

-DATE 

ISSUED

appropriate location personnel. Receiving reports must be prcpared by each location

as appropriate. ltemi on record which cannot be found will be listed as unlocated

items" as follows: ':

DATED

PACE

l7
NUMBER P AGE

July 2005



RECORDING PROPERTY MOVEMENT

4.5 SHORTAGES DTSCLOSED By tNVENTORY (CONT.)

A. Unlocated ltems Initial Report

A computer list of items not located by Property Auditors conducting the
physical inventory will be given to the work location administrator or
accountable officer at the end of the physical count. "Unlocated Property
Report" FM-1 786 Rev. (01-01)(See Appendix 6-22, Exampte 6-23).

A further effort should be made by the location administrator and staff to find
these items or explain their disappearance. Such information should be mailed
by the property auditor to Property Accounting (Mail Code 99g9 - Room 656)
within the nelit ten (10) working days. lf Property AcCounting receives no further

B.

officers, for
administrator or

the opportunity to

Mry r99? Ju ly 2005

NUMBER DATED



RECORDING PROPERTY MOVEMENT

4.5 SHORTAGES DISCLOSED BY INVENTORY (CONT.)

2. The final Unlocated Property Report shall be signed by the work
location administrator and the responsible regional or district
administrator immediately in charge of the school/center, and
returned to the Property Accounting Department within five days,
unless a time extension is requested. The second copy should be
keot for school or center file.

3. Responsible Region/District offices should consult with accountable
officers as necessary for assurance that plans for corrective actions
are adeouate. . 'l::,.

4. After the Unlocated Property Reports have been approved by the
responsible Region or District Administrators, the list are then reported
by the Property Accounting Departme-nt- I -o 

" 
the Boarq-on a quarterly

bisis for final authority to delete records,..'"t*ilr,., Z;, ;ar.aa :... . . .,.
'' ?:; l.''

c. Located ltems-Tabulated Report

All physical inventory aud-its di6 recohciled to the,MAster Property Record as

fottowi: ,,,r!'} 
" 
';'1 '.ii,*:i!'

1. Corrections in oesciiOtiori, room numbers, etc., are made as required.

DAfED

ATE ISSUED PAGE

NUMBER

July 2005 l9





CONTROL AND SECURITY PROCEDURES

5.1 MANAGEMENT OF PROPERTY

A. AccountableOfficer'sResponsibility

The principal at each school, or the work location administrator at other centers,
is designated as the "custodian of the property assigned to his/her school or
center. As such, he/she directly, or indirectly through persons to whom
responsibility is delegated, is held accountable for such property. This
responsibility would include the following functions:

1. Establishing of adequate conhol procedures within the school or center,
and continuing supervision of their use.

2. Verifying the receipt of all new property assigned to his/her location'

! The accountable officer should officially delegate a person, or
persons, who will sign for receipl of p1perty into the school'

.rr ,l: i." ._:.. l

! ltems destined for.aieis of delegated inventory responsibility

should also have ieceipt acknowledged by signature of the

7. instruction on these functions to all persons to whom he/she

assigns partial responsibility for the custody of property.

Property Accounting Unit Services

The Property Accounting Department of the office of .the controller conducts

supporting iervices foi the custodian of property in carrying out his/her

responsibility as follows:

4.

5.

B.

DATED P AGE

2l
DATE I S SUED

July 2005

NUMBER



CONTROL AND SECURITY PROCEDURES

5.'t MANAGEMENT OF pROpERTy (CONT.)

1. The Property Accounting Department maintains the property records
which are required by law and which are necessary for control of
property.

2. These records are periodically tabulated for the information and the use
of the custodians as follows.

tr Upon completion of inventory reconciliations.

! Upon change of custodian.

4.

5.

c.

NUMBER

July 2005

DATED

Mry r99?



CONTROL AND SECURITY PROCEDURES

5.1 MANAGEfUENT OF PROPERTY (CONT.)

2. The Property Accounting records are set up by room numbers to
identify where the item was last audited to conform with the
delegation of partial responsibilities to instructors and department
heads. Sufficient copies of tabulations are furnished to provide each
person with a tabulation of the property for which they have been
delegated responsibility.

3. Changes in inventory between computerized reports can be noted by
adding to or deleting items from the latest tabulation or by other
notations on the tabulations or on the documents filed with the

4.

inventory, and will route all such
persons controlling various sections

information to staff,.. ril

notations! The master copy for the location
regarding the in:Pl?nt location of alljtems.

tr D.epartment sections will usuilly represent equipment, which is
all one partiiLlar area orroom.

.,;ili- '.ri:i '"...rir._ .,:'

! School-wide sedidns such ai'AV, Business Machines, and

furniture, can iirry line notations of room locations.
'- --+

5. Everv individual or d,epartni6nt head who has been assigned partial

responsibility ' for a sectiori of the inventory should be furnished a

tabulation oi'the. inventory in hisiher custody, and should be instructed

,1- to keep the record uP to date.
r. ra

'1:.. 
!r':r. Ne-$/ iterni should be added as received

o'r:i'Deletions should be noted (transfer, 
-Plant 

Security Report
niimber, "Outgoing Controlled Equipment' form number, etc')

6. Temporary off-campus movement should be rigidly controlled as

follows.

! lf loaned to another school or center for an indefinite period,
prepare a transfer. The item can always be transfened back'

DATED PAGE

23

DATE ISSUED

July 2005

NUMBER



CONTROL AND SECURITY PROCEDURES SECTION 5

5.1 MANAGEMENT OF PROPERTY (CONT.)

-ltems picked up for repair should be supported by a pickup receipt
from Facilitates Ooerations or outside vendor.

Any temporary movement can be recorded on the form
"Outgoing Controlled Equipment" FM-1670 Rev. (03-01) (See
Appendix 6-9). Must be used for all employee off-campus uses of
one week or more. For less than one week use Approval For
Off-Campus Use Of School Property" FM-2380 (05-01) (See
Appendix 6-16).

Student off-campus use, such as musical instruments, should be
supported by perpetual inventory records showing the date and
signature of the student to whom an instrument is assigned, and
the date and instructo/s initials when permanently returned. All
such equipment should be rdturned at the end of the subject
term for which assigned, and/oi the end of the school year.

-TFb,_ 
,

ldentify all property by description, PC numbilr, and serial
number when aooliiable jl '

7. AII
may De
usetess
Controlled FM-1670 Rev. (03-01) (SeeAppendix 6-9).

D.

an employee. This is
hours and between

community school and

NUMBER PAGE

REPLACES

DATED DATE ISSUED

July 2005

PAGE



CONTROL AND SECURITY PROCEDURES

5.I MANAGEMENT OF PROPERTY (CONT.)

2. Certain items of equipment are more subject to theft because they are
valuable, portable, personally useful, or easy to dispose of. Such items
should be treated more carefully. Normally computers and office
equipment should be secured with a locking device.

3. To the extent that it is possible, do not leave such items unattended or
unsecured, particularly near exit doors.

4. Vvhen such items are assigned to individuals, a personal commitment,
with signature, will usually result in increased attention to safeguards.

item at an early
of each school year, to

for the care and protection of

5.

o.

8.

9.

DATED P AGE

25

DATE ISSUED

July 2005

NUMBER



CONTROL AND SECURITY PROCEDURES

5.2 DEPRECIATION RULES

A. Furniture, Equipment and Vehicles

AVERAGE
LIFE

02089 TRACTORS AND FARM EQUIPMENT

03101 AIR CONDITIONING EQUIPMENT

03103 AiC ROOM UNTTS

03540 AIRCRAFT/AIRPLANE EQUIPMENT & PARTS

O5OO1 ART EQUIPMENT
06036 ELECTRIC CAR

15

10

15

15

15

15

r991 Ju ly 2005



CONTROL AND SECURITY PROCEDURES

CATEGORY
CODE

07006

07033

07041

07066

07072

07519

09529

12001

16500

1 10008

20586

20592

26025

28700

28706

30528

37000

42000

42056

A'TOVffi..6AD

EOUIPM

& EQUI

MARINE EQUIPMENT

CAFETERIA & KTCH

sEcTtoN s

AVERAGE

BUSES, SCHOOL

TRUCKS, GENERAL

TRAILERS, FLAT BED

IRAI.ERS, FICXJSE

0vng[E

CTEAT{INGAAID

G|VETU-G|/
R,FNTI..RE

BAI.iAICESA|0
FCNF6
COMPUTER

SOFTWARE,
i.:::l

DENTAL EQUIPMENT
,1.,

ELECTROT{IC

AMPUFIERSAND

DRAFTING FURT\

IcreNG

FURNITURE NON

LIBRARY FURNITU

HA,ElEfm
F

:i':.

: :.:'i:-il..' ..

'''.:, ,,..
, ,:: .-. 

..:i.

,.

q1'nnn+\

LIFE

7

15

18

16

15

10

15

15

10

c

10

10

10

10

,1F

20

20ETS

REPLACES
DATED P AGE

21

DATE I S SUED

July 2005

P AGE



Mzy 1997

CONTROL AND SECURITY PROCEDURES SECTION 5

co$!!*" oescRrproN AVERAGE
LIFE

20

20

20

20

20

20

15

15

15

15

15

15

15

15

10

10

10

20

42092

42500

42517

42520

42540

42556

42589

44582

50020

51500

51585

57533 MICROFILM AND MICROFICHE EQUIPMENT 57551 AA/

EQUIPMENT. MISC.

58001 MUSICAL INSTURMENTS

58005 BAND AND CHORAL RISERS

REPLACES

Ju ly 2005
DATE

28



CONTROL AND SECURITY PROCEDURES

CATEGORY
CODE

SECTION 5

58015

58050

60030

60038

60060

60067

60086

60501

63500

OCCUU

68000

70001

71072

( zcJc

I ZJOV

72578

72582

74045

74070

.: srLf'' '''r5r,, 
..,.:..

SUPPLIES
,r:r.,. ..-it::...

BAADRmf\/l

PIANOS AND ORGAN

CASH REGISTERS

ffiONFGHT
R,KHASE

FACSIMILE MACHINES

LAMINATING MACHI

TYPEWRITERS

BUSINESS MACHINES, SMALL

PAINTING EOU IPM

FFOTGRAFIC
EC[-F\IEI{[

AND

G.EFurq

AVERAGE
LIFE

20

10

10

5

10

10

10

10

15

10

10

10

10

10

10

10

10

15

15

ltl:.

POLICE EQUIPMENT

PRINTING EQUI
:il

DATED PAGE

29

HEARING EQUIPMEN
.,'.]1,

TELEPIiONE

ICE [4AI(NG

REFRIGEMTORS AN FREEZERS

DATE t S SUED

July 2005

NUMBER PAGE



CONTROL AND SECURITY PROCEDURES SECTION 5

CATEGORY
CODE

76000

78543

78588

78590

DESCRIPTION

ROAD/HIGHWAY EQUIPT; EARTH HANDLING, GMDE

AVERAGE
LIFE

'10

10

10

10

15

10

'10

10

10

10

10

10

10

10

10

10

10

10

15

DISPLAY EQUIPMENT AND STORE FIXTURES

SCIENCE EQUIPMENT, GENERAL

79565

80501

84000

84060

84064

84070

8/.072

84074

84082

84086

85570
SOUND EFFECTS EQUIPMENT

oactz
STAGE ACCESSORIES

88000
VISUAL EDUCATION EQUIPMENT AND SUPPLIES

88067
PROJECTORS ALL TYPES

89500
WELDING EQUIPMENT AND SUPPLIES

i, :1,,
(PORTABLE) AND BATT

NuwniF--ffi
r997 July 2005

DATF
30



CONTROL AND SECURITY PROCEDURES SECTIONs

B. Land (Site) lmprovements

Expenditures to bring land into condition to commence erection of structures,
expenditures for improvements not identified with a structure, and expenditures
for land improvements that do not deteriorate with use or passage of time are
additions to the cost of land and therefore, not depreciable.

Other improvements that are part of a site, such as parking lots and fencing,
are depreciable.

Buildings and Buildings lmprovements

the standard useful lives
in their GASB No. 34

using the following

c.

DATED ?AGE DATE ISSUED

July 2005

PACENUMBER



CONTROL AND SECURITY PROCEDURES SECTION 5

DESCRIPTION

School Building

Site lmprovements

Portables

HVAC Systems

Roofing

Electrical / Plumbing

Sprinkler / Fire System

lnterior Construction

AVERAGE
LIFE

50

20

20

20

25

25

ZJ

REPLACES
DATED DATE ISSUED

Ju ly 2005

PAGENUMBER



SECTION 6

APPENDIX

This appendix includes forms and samples referenced throughout this manual.

REPLACES
DATED

PAGE

33

DATE I S SUED

July 2005

PAGE
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065-9000

RUN 1{O.

SHIP TO'

SCHOOUDEPT.
STR,EET

crw
AUN/PHONE

REl{ARKSI

MIAMI-DADE COUNTY PUBLIC SCHOOLS

O5/05/04 STORES & DISTRTBUTTON DELIVERY TICKET

06

APPEND1X 6-2

06 5 - 9000
ttbtt TI cKET

PRO] ECT

POINCIANA PARK E LEM
6745 NW 23 AVE
MIAMI

ws2007lcAGR NORTH TOP

591- 5640

General Authority and Law lmplemented - Chapter 274, Florida Statutes
History: Reissued 07-01-90
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1O.4IO PURPOSE

(1) The purpose of these rules is to implement Section 274.02, Florida Statutes,
which provides that "Each item of property which it is practicable to identify by
marking shall be marked in the manner required by the Auditor General. Each
governmental unit shall maintain an adequate record of its property, which
record shall contain such information as shall be required by the Auditor
General." For the purpose of these rules, "governmental unit" has the meaning
set forth in Section 274.01. Flonda Statutes, and does not include municipalities

(2)

(3)

government-owned property as defined in
the information to be recorded in each

Florida Statutes, and
it's"Dublic records in

4. Florida Statutes. to
uar.dlng

government-owned rtilat6d depreciation as required by

Statement No. 34 of the Goveirimental Aciounting Standards Board (GASB)'

Basic Financiat Statemeltts ' bhd Managementb Discussion and Analysis - for
State and Local Govemmenfs' Statement No. 34 includes financial reporting
requirements relating to infristrUctrii6 reporting and depreciation accounting'

promote the control q4d iqfeguarding of. tangible personal property.

Accordingly, they do ncii'preJciibe accounting guidance. for reporting local

General Authority and Law lmplemented - Chapler 274, Florida Statutes

History: Reissued 07-01-90
Last Amended 05-01-02
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10.420 RULES OF CONSTRUCTION

(1) Applicable provisions of Florida law and expressed provisions of these rules shall
prevail over conflicting provisions of material incorporated by reference.

(2) These rules shall apply to property as defined in Section 274.02, Florida Statutes,
acquired by governmental units. Governmental units must comply with these
rules and applicable Federal guidelines with respect to property purchased

p

r
I

I

h
o
I

I

v

f
f
o
m

F

o

r

t
u
n
o
i

n
o

o
I

. a:'l

General Authority and Law lmplemented - Chapter 274,
History: Reissued 07-01-90

Last Amended 0b-01-02
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10.430 PUBLICATIONS INCORPORATED BY REFERENCE

(1) For purposes of these rules, the United States Office of Management and Budget
"Common Rule," as adopted by applicable Federal agencies, is incorporated by
reference and shall be followed when applicable.

General Authority and Law lmplemented - Chapter 274, Florida Statutes
History: Reissued 07-01-90

Last Amended 05-01-02

-9-
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10.440 DEFINITIONS

(1) As used in these rules. the term:

(a) "Control accounts" mean those summary accounts designed to control
accountability for the individual property records. Unlike the individual
property records which establish accountability for particular items of
property, control accounts accumulate the total cost or value of the
property and, through entries to the control accounts documenting
acquisitions, transfers, and dispositions, provide evidence of the change in

that total cost or value over periods of time as well as the total cost or
value at any point in time.

Control totals may not be established by periodically summarizing the costs
or values recorded on the individual property records Rathe-r, entries to
the control accounts must be derived from documents evidencing
transactions affecting the acquisition, hansfer, or disposition of property

items and must be posted contemporaneoUsly with entries to the individual
property records. 

,:, .. 
,,, 

.'i;;,al:;;:,:,:

(b) "Cost" means acquisition or procurement'icost' i.e., invoice price plus

freight and installation charges less discounts-.ln determining cost, the

valJe of property exchanged by .a governmental unit in satisfaction of a
portion of the puichdse prlce of nex/ property must not be deducted from

ihe price that would:-have been paid had the previously owned property

not been trade{.jn" o! lhf new propg-rtv.

(c) "Custodian" means the pdilon to whom the custody of county or district
property has been delegated by the governmental unit'

(d) "Daia - Processing Software" has the meaning 
- 
set forth 

. 
in Section

:119.07(3Xo)1., riorida. Statutes. Data processing software is not considered
''' t6 be property withiri the meaning of these rules'

(l) ',Fiscal year'i rneans the governmental unit's fiscal year established pursuant

to law.

(S)"Governmentalunit"asdefinedbySection2T40l,FloridaStatutes'
meansthegoverningboard,commission,orauthorityofacountyortaxing
district of the state or the sheriff of the county'

(h) ,'ldentification number" means the unique number assigned and affixed to

General Authority and Law lmplemented ' Chapter 274, Florida Statutes

History: Reissued 07-01-90
Last Amended 05-01-02

item of property to identify it as property of the governmental unit and to

-10-



(i)

differentiate one ibm of property from another.

"Property" has the meaning set forth in Section 274.02,

APPENDIX 6.3

Florida Staiutes.

General Authority and Law lmplemented - Chapter 274,
History: Reissued 07-01-90

Last Amended 05-01-02
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0) "Unaccounted for property" means property of a governmental unit subject to
the accountability provisions of Section 274.02, Florida Statutes, which
cannot be physically located by the custodian and which has not been
otherwise lawfully disposed of.

(k) 'Value" means the worth or marketable delivered price (fair market value) at

the date of acquisition.
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IO.45O PROPERTY RECORDS REQUIRED

(1) Maintenance of Property Records. -

Governmental units shall maintain adequate records of property in their custody.
The records shall contain the information required by these rules.

(2) Individual Records Required For Each Property ltem. -

Each item of property shall be accounted for in a separate property record.
However, related individual items which, taken as a whole, constitute a single
functioning system may be designated as a group property item. A group

(3)

property item may be accounted for in one record if .the component items are
separately identified within the record. Examples of.'property subject to group
accountability include, but are not limited to, sucli items as modular furniture,
computer components, and book sets. '-',.i1, 

.

Content of Individual Property Records. '':';'tr.:. 
'' 

r'"

.. .,r: 
.: : I 

, 
.:t ,,. , 1,,.-

Each property record shall, as applicable, include the foll-owr.ng information:

(a) ldentification number. ., .,'.t' .:
.'-- 1ir,(b) Description of the item or iteii;i6-:

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

'..':.,..(d) Name of

(e)

(0

(s)

(h)

r with assigned responsibility for the item.

is estaS-lished, the number and description of the
the group.

(i) Date acquired.

(j) Cost or value at the date of acquisition for the item or the identified
component parts thereof. When the historical cost of the item is not
practicably determinable, the estimated historical cost of the item shall oe
determined by appropriate methods and recorded. Estimated historical

General Authority and Law lmplemented - Chapter 274, Florida Statutes
History: Reissued 07-01-90

Last Amended 05-01-02

shall be so identified in the record and the basis of determination
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established in the govemmental unit's public records. The basis of valuation
for property items constructed by personnel of the governmental unit must
be the costs of material, direct labor, and overhead costs identifiable to the

-14-
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(4)

(5)

(6)

(m) lf disposed of, the information prescribed in Rule.,No. 10.470(2).

(n) Any other information the governmental unit ma'y''iqg,.f.o inctrde,..

Filing of Property Records. l!, , .,,,e 
.,,,,,a.

Property records shall be ananged in numeric seqiidiice by identifilaiion number.
For the convenience of the governmental unit, proiertlidcords may also be filed
or sortable by location, by custodian, and in such other;rr;h'gbfients as may bedesirable. r. . i

.,, :r:lr:- .. .,r:!,t, !,-
Control Accounts. - .,,::

,;ri;ii$lj!.!, '{-,i:i,,, !.e, '
A sovernmentar unit-.ioe oiilfilflhoriiiiio*,nn fr" ,o,", cost or vatue of the
property shall be maintain6d; A governmental.unit may keep additional control
accounts for property. to the extent deemed necessarv.accounts for property. to the exten-t deemed necessary.

Depreciation. - ,. ..:.,., :,.. 
'db, 

-i:..,r

project. Donated items, including Federal surplus tangible personal
property, must be valued at fair market value at the date of acquisition.

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

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

Depreciation may be recorded to meei financial reporting requirements relating to
depreciation accounting. ljoweygi, depreciation must not be recorded on the
individual propert! records :or.iii the control accounts in sucn a manner as to
reduce the recorded acquisition cost or value.

History: Reissued 07-01-90
Lasl Amended 05-01-02

-15-
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10.460 IDENTIFICATION

(1) Marking of Property. -

Each item of property shall be permanently marked, if practicable, to establish
its identity and ownership by the governmental unit holding title to the item and
the identification number assigned to ihat item. The marking must visually display
the required information identifying the item; however, the marking system may
additionally utilize a standard bar code to facilitate electronic inventory
Droceoures.

(2\ Exemptions.

Any item of property whose value or utility would be dignificantly impaired by the
attachment or inscription of the required data is exemptqq from the requirement
for physical marking. However, the governmental unit's property records must

contain sufficient descriptive data to permit pg-s-jlive identificat!.o. n of such items.
:..:

(3) Location of Marking.
..,j, "€.AJ

Items of a similar nature shall.,ibe consistently, marked to facilitate ready
identification of the items. Careful consid.efation riust be given to the intended

use of the item; the probability that the marking could Ue obliterated by wear,

vandalism, or routine maintenbnce functions; and the appropriateness of the
marking method chosen. Additionally, the location of the marking and the
marking method chosen must. not mar the appearance of the item.

. ' ,::

. :'.:,:' t.. .r 1:

,:: 
rr;rrirr.r ':'r ',:l.:

_ r,,, .- 
.

General Authority and Law lmplemented - Chapter 274, Florida Statutes

History: Reissued 07-01-90
Last Amended 05-01-02
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Generaf Authority and Law lmplemented - Chapter 274, Florida Statutes

History: Reissued 07-01-90
Last Amended 05-01-02

General Authority and Law lmplemented - Chapter 274, Florida Statutes
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Last Amended 05-01-02
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10.470 DtSPOSITION

(1) Methods of Disposition. -

Property within the meaning of these rules may be lawfully disposed of as
provided in Sections 274.04,274.05, and 274.06, Florida Statutes. Property of
the governmental unit which is not accounted for during regular or special
inventories shall not be subject to the procedures goveming disposition (see Rule
10.480(6)).

(2) Required Information. -

The following information shall be recorded on the i record for
each item laMully disposed of pursuant to Sections 27 274.05 274.06,
Florida Statutes:

Date of disoosition.

body properly
recorded in the minutes 27 4.O7 , Flotida Statutes).

cannibalized, scrapped,

(a)

(b)

(c)

(3)

(4)

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

(e) For iteni6'disposedlof, a noiiiion identifying any related transactions
(such as, receipt ior sale of the item; insurance recovery; trade-in)

,.r..:. ..: :::.(0 Foi property classif|edl:'and disposed of as surplus, reJerenc'(0 For property classifiedl:'and disposed of as surplus, reference to' 
documentation that such property was disposed of in the manner
prescrib.ed by Se.c. tjon 274.05 or 274-06, Florida Statutes.

Transfer of Property Records. -

The individual property record for each item lawfully disposed of as described

in this rule shail be, upon disposition of the item, transfened to an inactive and

disposed property file. Destruction of such records shall be governed by the

...'., ..:. ,::i

provisions of Chapter 119, Florida Statutes.

Control Account. -

The cost or value of items lawfully disposed of shall be removed from the control

account at the time of disposition.

-18-
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1 0.480 INVENTORY PROCEDURES

(1) Physical Inventory Required. -

Each governmental unit shall ensure that a complete physical inventory of al
property is taken annually and whenever there is a change of custodian.

(2) Inventory Forms. -

The form of the record used to record the physical inventory required by Section
274.02, Florida Statutes, shall be at the discretion of the governmental unit.
However, the record shall display, at a minimum, the following information:

(3) Unrecorded Property. -

Any property item found during the conduct of an inventory which meets the
requirements for accounting and control as defined in section 274.02, Froida
statutes, and which item is not included on the inventory forms described above,
shall be added to the forms when located. After appropriate investigation to

General Authority and Law lmplemented - Chapter 274, Florida Statutes
History: Reissued 07-01 -90

Last Amended 05-0'1-02
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property records or, if ownership cannot be reasonably established, the item may
be disposed of in the manner provided by law as applicable to abandoned
property.
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(4)Custodian May Not Inventory Certain ltems. -

Custodian may not personally inventory items for which they are responsible.

l5lReconciliation of Inventory to Property Records. -

Upon completion of the physical inventory:

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

-rriit ij.(b) ltems not located during the inventory process strdii'te promp y reported to
the governmental unit which shall cause a thorough investigation to be made. lf
an item is not located as a result of the investigation, the iiidividual froperty
record shall be so noted and a report filed with the appropriate law
enforcement agency describing the missing item and the circumstances
surrounding its disappearance. 

.., 
,'t, 't 

. .:: "''::1':"":'

(6) Unaccounted for Property. -
\:-. '' 

"'..11For items identified as unaccoiiited foiind reported"to the State's chief fiscal
officer, recording the items as dispositions or otherwise removing the items from
the property records shall be sirbjectto approval of the State's chief fiscal officer
as provided in Section \1 7.041;'1'Florida Statutes, and Rule 34-71 , Florida
Administrative Code.

.. . ... , r-,. , .,, ,;;llr.

| 
:r,,- ,,,

General Authority and Law tmplemented - CMFGi274, Florida Statrles
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