PROPERTY WRITE-OFF

FORM DFS-A1-1951 INSTRUCTIONS

Pursuant to Florida Statute 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 order to receive approval to adjust (write-off) state records.  The following instructions are provided to agencies to assist in this process. 
REQUEST LETTER AND SUPPORING DOCUMENTATION: 

Agencies submitting property items to be written-off should submit a letter signed by the Finance and Accounting Chief or equivalent.  Specific information required for the letter and supporting documentation is included below:
· The total amount and number of items being written-off.
· An explanation for items being written-off (e.g. missing, stolen).
· Statement of any action taken to recover the item or its cost. 
· A description of any procedural changes implemented to prevent future losses.  
· A statement certifying the accuracy of the property information (e.g., acquisition cost, accumulated depreciation, property identification number, net book value) or screen shots/prints from the Florida Accounting Information Resource (FLAIR) property subsystem.
**Property items that are reported stolen must be accompanied by a police report. 
FORM DFS-A1-1951:
Complete the form in as much detail as available for each property item and send the completed form electronically to ClaimsforCollections@myfloridacfo.com. Specific instructions for each field are as follows:
1. Agency Name -- Fill in the name of your agency. No abbreviations.
2. Contact Name -- Provide the name of the person whom we need to contact if there is a question or an issue with the write-off request.

3. Contact Number -- Provide the agency contact phone number. Please provide the 10 digit number including the area code.
4. Contact Email -- Provide the agency contact email address.

5. Request Date -- Fill in the date you submitted the request electronically or the date that you mailed the request. 

6. Property ID Number -- This is a required column. Fill in the tag number of the property item.  The ID number should match your agency FLAIR property records.
7. Property Description -- This is a required column. Provide a description of the property item (e.g., Dell Laptop, Latitude D505).  The description should match your agency FLAIR property records.
8. Agency Location ID -- Applicable to agencies that have regional or district offices.

9. Original Acquisition Date -- This is a required column. Fill in the date when the property item was initially purchased.  The date should match your agency FLAIR property records.
10. Reason for Write-Off – This is a required column.  Use the drop down option in the correct cell and select whether the property was “missing” or “stolen”.

11. Date of First Inventory when Property was first reported missing or stolen -- This is a required column.  Fill in the date the property was first inventoried when the item was discovered missing or stolen. 
12. If Missing, Property Date of Second Inventory -- This is a required column.  Fill in the date of the second inventory or N/A for stolen items. Note: In order to be written off, the property has to have been missing for at least two physical inventory cycles.
13. Acquisition Cost -- This is a required column. Fill in the original cost of the property item.  This is how much the property item initially cost when purchased.  The acquisition cost should match your agency FLAIR property records.
14. Accumulated Depreciation -- This is a required column. Fill in the dollar amount depreciated to date.  The accumulated depreciation amount should match your agency FLAIR property records.
15. Net Book Value -- This is a required column. Fill in the dollar amount of the net book value of the property item. This is the acquisition cost less accumulated depreciation.  The net book value should match your agency FLAIR property records.
16. Other Comments – Include any additional detail that may be relevant to the lost or stolen accounts.
If you have any questions regarding the accounts write off process or form instructions, please contact the Bureau of Financial Reporting at (850) 413-5511 or email claimsforcollections@myfloridacfo.com.

