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The School District of Osceola County, Florida 

Student Achievement - Our Number One Priority 



ÅMichelle Holmes:  Property Records Technician 

ÅNelson A. Santiago:  Property Records Lead  

ÅMatt Grohol:  Property Records Clerk 

 

ÅProperty Records Staff are always available to 
provide help to any Principal or Director, with 

keeping your records up to date and accurate. 

     Property Record Personnel 



PROPERTY RECORDS PROCEDURES 

 

Å Procedures Manual and Forms have been updated to more fully define 
accountability and financial responsibility 

 
Å Florida Statutes govern the process the School District accounts for all 

property record items 
 
 Visit the Website for Up To Date Information: 

 
http://www.osceola.k12.fl.us/depts/Purchasing/PropertyRecords.htm 
 
 Fixed Asset Amount is $1,000 and over, this includes donations and 

internal account purchases  

http://www.osceola.k12.fl.us/depts/Purchasing/PropertyRecords.htm


 PROPERTY RECORDS CUSTODIAN/ 
ADMINISTRATOR 

ÅThe Property Records 
Custodian is the 
Department Head or 
Principal of the 
School 

ÅThe Property Record 
Custodian is ultimately 
responsible for 
maintaining an accurate 
accounting of all fixed 
assets assigned to their 
facility. 



CUSTODIAN / ADMINISTRATOR 
RESPONSIBILITIES 

ÃEach facilityôs Administrator  (schools and 
departments)  is responsible for the paperwork 
and tracking of any items out for repair or 
loaned to another  facility. Copies  and follow up 
of heat tickets, borrower responsibility forms, 
property  transfer forms must be monitored  

 

ÃIt is your facilityôs responsibility to update TERMS 
and keep the supporting paperwork. 
 

ÃWe are here to help you! 
 

 
 



PROPERTY RECORD DELEGATIONS 

 

ÅThe Department Head or Principal may delegate 
property record inventory activities to their 
assistant principal, bookkeeper, tech contact and/ 
or head custodian. However, the department head 
/ Principal is still held accountable.   

 

ÅIt is very important for everyone to work together 
to ensure that all property records are accounted 
for and that the annual inventory process runs 
smoothly.  



PROPERTY RECORDS 
Qualifications 

ÅAny item purchased or donated for $1,000 or 
more, should be tagged and will stay in your 
inventory until a surplus form is completed 
and processed. 

 

ÅAll items with property labels, where the 
original value has dropped below this new 
$1,000 entry limit must  have the label covered 
with the standard transparent yellow sticker. 

 

 

 



PROPERTY RECORDS LABELS 

ÅProperty Record Labels are sent to your 

Bookkeepers by Michelle Holmes, 

Property Records Technician in 
Accounting, after  the items are 

òreceivedó in Terms. 

 
It is your responsibility to place all of  the Property Record  

Labels on the equipment and send or email serial numbers  

to Michelle Holmes as soon as your facility receives them.  

 

 



PROPERTY RECORDS 
INVENTORY SCHEDULE 

ÅProperty Records will e-mail  the 
Administrator and support staff prior to your 
ŦŀŎƛƭƛǘȅΩǎ ƛƴǾŜƴǘƻǊȅ ŘŀǘŜΦ  !ǘ ǘƘƛǎ ǘƛƳŜ Υ 

 ¸ƻǳ Ƴǳǎǘ ǎǘŀǊǘ ǘƻ Řƻ ȅƻǳǊΧΦΦ    Pre -Inventory  

 

ÅIf any of your teachers or administrators have 
ǘŀƪŜƴ ŀƴȅ ƻŦ ǘƘŜ 5ƛǎǘǊƛŎǘǎΩ ŜǉǳƛǇƳŜƴǘ ƘƻƳŜ 
please have the proper form completed and 
on hand at the time of your inventory. 

 

 

 



Pre Inventory Purpose 



 
Pre Inventory Purpose 

  



Updating info in TERMS 

 
ÅPanel-M209 will give you a list by building and 

room number- Enter your facility # under Cntr 
and transmit for this information. 
ÅPanel-M280 will give you the ability to change 

building and room numbers.  If the computer 
highlights the changes, call me. Some building 
and room numbers may not be entered in the 
system 
ÅPanel-M204 gives you complete information on 

an individual record.( PO # and Check# are listed 
on this screen) 
 
 
 

 



ASSISTANCE DURING INVENTORY 

  

 Property Records Staff then verifies the property 
records inventory, with the assistance of the 
ŦŀŎƛƭƛǘȅΩǎ ŀǎǎƛƎƴŜŘ ǇŜǊǎƻƴƴŜƭΦ 

 Bar Codes must be visible 

 Never on the back or bottom 



HELP! 
ÅCall Property Records Department if you 

need any additional information! 

 

 

 

 

 

 




