
PROPERn· WRIII.-OFF 
FOR.i\l DFS-AI-1951 INSTRl,;CTI01"S 

Pursuant to Florida Stan1te 17_04_ the Department of Financial Services (Department) is 
charged to examine, audit adjust and settle the accounts of the state. Agencies shall 
submit a request the Department in ordei- to receiYe approval to adjust (write-off) state 
records. The following instructions are pro,-ided to agencies to assist in this process_ 

REQL"EST LETTER . .\J.~ SCPPORING DOCL~IEI\TJ"ATION: 

Agencies submitting property items to be \Vntten-off should submit a letter signed by the 
Finance and Accowiting Chief or equi,-alent. Specific information required for the letter 
and supporting documentation is included below: 

• The total amowit and number of items being written-off 
• An explanation for items being '\\<TI.tten-off (e.g. missing, stolen) . 
• St4tement of any action taken to recover the item or its cost 
• A description of any procedural changes implemented to pre,·ent future losses_ 
• A statement certifying the accuracy of the property information (e_g_, 

acquisition cost~ accumulated depreciation. property identification number. net 
book ,·alue) or screen shots/prints from the Florida Accounting Information 
Resource (FLAIR) property subsystem. 

•~operty items that are reported stolen must be accompanied by a police report. 

FOR.~I DFS-Al-1951: 

Complete the form in as much detail as available for each property item and send the 
completed form electronically to Financia1Reporting@nwfloridacfo.com . Specific 
instructions for each field are as follows: 

1. Agency ~ ame -- Fill in the name of your agency_ No abbreviations. 

2. Contact ·ame - Prov-ide the name of the petSon whom we need to contact if 
there is a question or an issue ,,-ith the write-off request. 

3. Contact ~ umber -- Pro"V-ide the agency contact phone number. Please provide the 
1 Odigit number including the area code. 

4. Contact Email -- Provide the agency contdct email address. 

S. R equest Date - Fill in the date you submitted the request electronically or the 
date that you mailed the request_ 

6. P roper ty ID ::\"umber - This is a required column. Fill in the tag number of the 
property item. The ID number should match your agency FLAIR property 
-- - - - --' -

Property Write-Off Instructions 
Double Click to download a PDF of the document. 





 

Property Write-Off Form 

Agency Name: 
Contact Name: 
Contact Number: 
Contact Email: 
Request Date: 

Property ID Number Property Description Agency Location ID 
Original Acquisition 

Date 
Reason for 

Property Write-Off

 Date of First 
Inventory when 

Property was first 
reported Missing or 

Stolen.

 If Missing, Property 
Date of Second 

Inventory 
Acquisition 

Cost 
Accumulated 
Depreciation Net Book Value Other Comments 

(Property Tag Number ) (Description of Property 
requesting to be written off) 

(Optional field for 
agencies with 

District or Regional 
Offices) 

(The date the 
missing or stolen 

property was initially 
purchased) 

(Missing Property or 
Stolen Property) Use 

dropdown 

(Property must be 
missing for at least two 
inventories or if stolen a 
police report should be 
attached for support) 

(Column to be filled 
out for missing 
property only to 

ensure the property 
has been missing for 

two inventories prior to 
requesting write-off) 

(Original Cost) (Depreciation 
to date) 

(Acquisition cost 
less accumulated 

depreciation) 

(Description of why item(s) are lost, 
misplaced or stolen, and action 

taken to ensure future safeguarding 
of property) 
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