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1.0 Purpose

To define guidelines for processing surplus equipment.

2.0 Scope

Applies to all District personnel who have surplus equipment to be processed.

3.0 Departments Affected

All District Personnel

4.0 Definitions

Surplus equipment = equipment purchased by the District that is no longer needed in it’s current location.


Asset Tag = aluminum tag with asset number, affixed to assets.

5.0 Procedure

5.1 Requesting surplus pick up:

5.1.1 Send an email to warehouse personnel for surplus pick up.  Include type of surplus, location, asset tag number, and phone extension for contact.

5.1.2 Label surplus with “proceeds go to division number XXXX,” if applicable.

5.2 Warehouse process for surplus equipment:
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5.2.1 Warehouse will pick up surplus and take it to designated surplus location.  All computers will be taken to Computer Services for usage evaluation.

5.2.2 Warehouse will verify tag information and store surplus for sale or disposal.

5.2.3 Warehouse will forward an email list of tagged surplus assets to General Service’s main office.

5.2.4 General Services will change tag information to “Category 00 - Surplus Holding” in FAQ program.

5.2.5 General Services will prepare FAQ Category 00 report as agenda item for Board of Trustees meeting.

5.2.6 Upon Board approval Warehouse will prepare for sale, or dispose of surplus equipment.

5.3 Surplus for reuse by District.

5.3.1 All surplus items are available for District use at no charge, with the exception of computer and peripherals, which are not supported by Computer Services.

5.3.2 Contact Warehouse personnel for appointment to view and select surplus items.

5.3.3 Surplus items can be taken from surplus storage upon selection or deliver by Warehouse personnel if needed.

5.3.4 Asset tag number will be recorded by Warehouse personnel and new location information will be forwarded to Asset Clerk, General Services Division.

5.4
Surplus equipment sales are open to the public and will be advertised in the local newspaper.

6.0 Revisions

6.1
06/10/02 MZ: 5.2.2 through 5.3.1
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