PN 3. 025

POLI CY ON DI SPOSAL OF EXCESS AND SURPLUS PROPERTY

Gener al

The Chancel |l or of the University of Maryland System has
del egated to the President of Frostburg State University
the authority to declare an item of property in the
possessi on of the institution to be surplus property.

An item of property may be declared surplus property
when it is no |longer necessary for the efficient
operation of the institution or has been replaced. The
President's designee for disposal of surplus property is
the Director of Procurenent Managenent.

The preferential sale or gratuitous disposition of
property to a State official or enployee is prohibited.
State ethics opinions prohibit State officials and
enpl oyees from purchasing surplus property if their
official duties are directly connected with the
di sposal process. The final approval to declare an
itemas surplus shall be made by the Director of
Procurenment Managenment to prevent a usable item from
bei ng purchased for personal gain.

1. Excess Property

1. Servicable excess property which could be used by
anot her departnment will be listed periodically in
t he Excess Property Bulletin, a publication
produced by the O fice of Procurenent Managenent
notifying all departnments of avail abl e excess
property. The O fice of Procurenment Managenent
shal | encourage the use of excess property to
satisfy the needs of the institution through
i nter-departnental transfers.

2. The O fice of Procurenent Management nmay use a
surplus itemto satisfy the requirenents of a
purchase requisition, provided that the itemis
functional, servicable, and satisfied the need of
the requisitioning departnent.

[11. Di sposal Types

1. Public Sales
(A Formal or informal conpetitive bidding




procedures shall be used to acconplish public

(B)

(O

sal es foll owi ng COVAR 21
and conducted by the O fice
of Procurenment Managenent.
A list of those itens

avail able for public bid
shal |l be posted on a public
bi d board for a period of
time sufficient to

encour age adequate
response.

Requests for formal or informal bids
shall be solicited fromat |east three
prospective bidders in the private
sector. If it is not possible to
obtain at least three private bids, the
reason shall be docunented.

In a case where specialized property
requi res i medi ate di sposal by neans

ot her than conpetitive bidding, such as
hazardous material, approval to deviate
fromthis procedure shall be obtained
fromthe Assistant to the Director of
Public Safety or other appropriate
authority.

Aucti on Sal es

(A)

(B)

(O

An auction will generally be used when a
si zabl e accunul ati on of sal abl e property
and a sufficient nunber of buyers are
avai l able. Demand for the property, its

| ocation relative to interested buyers and
t he adequacy of facilities for conducting
an auction shall be considered in deciding
whet her to conduct an auction.

The auctioneer shall be sel ected
t hrough the conpetitive bidding
process in accordance with COVAR 21

At | east seven days prior to the date of the
sal e, adequate public notice shall be given
in a newspaper of general circulation
serving the area where the auction wll be
hel d by the auction house.

Tr ade-ins



(A) When requisitions are placed through the
O fice of Procurenent Managenent, a separate
decl aration for each itemto be traded-in
shall be submtted with the purchase
requisition to the Ofice of Procurenment

Mgt .

(B) The Ofice of Procurenent Managenent shal
note the trade-in on the purchase order for
renmoval frominventory upon the receipt of
t he new equi pnent.

(C) If the University trades-in an excess item
for a replacenent item credit is given by
the supplier in the formof a reduced
i nvoi ce cost for the replacenent item
The cost of the replacenent item |ess
al l owmance for the trade-in, nmust be shown
on the vendor's invoice.

4, Scrap

(A) Items having no market value, other than scrap
val ue, shall be sold to the highest bidder
1. If the estimted sal es value of scrap to
be di sposed of is $5,000 or nore, fornmal
seal ed bi ddi ng procedures shall be
foll owed to acconplish the sale.

2. If the estimated sales value of scrap is
| ess than $5, 000, tel ephone quotations
fromat |east two bidders may be
solicited to acconplish the sale.
However, tel ephone quotations shall be
docunented and filed with the covering
sal e.

(B) If the disposal ambunt is too small to attract
bi ddi ng interest, scrap should be accunul at ed
until the anmpunt is sufficient, provided that
storage space is available for this purpose.

(C) The scrap accunul ati on may consi st of property
items that have been renoved frominventory
records and materials sal vaged from
mai nt enance operations. Until the scrap
accunul ation is sold, a control list of the
property shall be maintained.

5. Dismantling for recovery of usable parts




(A) The Ofice of Procurenent Managenent wil |l
approve requests to dismantl e equi pnent for
spare parts.

(B) A salvaged conponent shall be controlled and
accounted for as a material and supply inventory
item

(C) Components not sal vaged, but having scrap
value will be disposed of as scrap

6. Utilization by another institution or ngajor
conponent within the University of Maryland System
a nonprofit organization, the State, or a |oca
jurisdiction.

(A) Surplus property that is no | onger needed
by the University may be transferred
wi t hout obtaining conpetitive bids or
donat ed upon the approval of the Vice
President for Adm nistration and Finance.

(B) Any organization receiving donated property
shall be required to sign a statenent
certifying the intended use of the property in
the recipient's program

7. Destruction

| tems having no val ue what soever will be discarded
as refuse after all other methods of disposal have
been exhausted upon the approval of the Director of
Procurement Managenent.

8. Any capitalized equi pnent physically renoved
fromthe possession of Frostburg State
Uni versity would then be deleted fromthe
property records of the institution.

| V. Credit for Surplus Property

1. Moni es received fromthe sale or auction of
property shall be forwarded to the Business Ofice
and deposited in a manner consistent with their
pr ocedur es.

2. Moni es received from property purchased with Federa
fundi ng shall be disbursed in accordance with
governi ng Federal regul ations.
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