SURPLUS AND EXCESS PROPERTY

A.
DEPARTMENTAL SURPLUS PROPERTY – Supplies or equipment that the custodian department is willing to re-assign to the University’s Property Control Department for distribution to other departments within the University.

1.
The Property Control Department, upon receiving the authorized Work Request Form, shall view the waiting list to ascertain if any if any department desires the item of equipment.

2.
If the waiting list does not identify a department desiring the item, all departments are to be notified of the availability of the item.  Normally the items will be listed on the Surplus Property web page.

B.
DISPOSAL OF EXCESS PROPERTY

Whenever the Property Control Department determines it to be beneficial to the University, equipment may be disposed of by adhering to the following guidelines.

DEFINITIONS:

Equipment:  A tangible item with a useful life of five years or more.

Excess Property:  Property no longer needed by a UB Unit.

Property Control:  The unit within Procurement and Materials Management responsible for disposal of UB property, and the control of UB Inventory.  The Property Control unit reports to the Director of Procurement and Materials Management.

Supply:  A disposable or consumable item with a useful life of less than one year, or a unit value of less than $100.00.

Surplus Property:  Property no longer needed by the using department, that may be transferred to another UB department or unit.

Unit:  Any Department, Center, Office, Section, or other organizational unit of the University of Baltimore.

1.     When a unit has recyclable supply type materials, including paper, glass, aluminum (cans), recyclable plastics, etc., that they wish dispose, they should contact the Department of Physical Plant.  Physical Plant will collect the recyclable material and arrange for pick up by City or County authorities as appropriate.

2.     When a unit has an item with an inventory tag, including computer equipment, that it wished to dispose, the Unit should contact Property Control to arrange for disposal.  Property control will complete the disposal form.  
2.1.
If the property is data processing or PC equipment (or other electronic equipment that may have internal memory or data storage components), Property Control will contact OTS to have them determine what, if any, hardware (ex. hard drive or memory device) or software should be removed before disposal.  
2.2.
Otherwise, Property Control will contact Auxiliary Enterprises or Physical Plant to remove other inventory items to a locked room (currently AC 107 – adjacent to loading dock).  OTS, Auxiliary Enterprises or Physical Plant will move the items to the secure room,  Note that OTS may decommission, remove software, remove some components or otherwise ready the computer equipment for disposal.  The location of the computer equipment should be updated to OTS until the computer equipment is ready for disposal.  OTS should contact the Property Control Specialist when the computer equipment is moved to the secure room.

3.     When a unit determines that they no longer need supply items like office supplies, paper, or other supply items (generally defined as those items with a useful life of less than one year, or original unit purchase price of $100.00 or less), the unit may dispose of the item by asking UB housekeeping to dispose of the item, or in some other way as authorized by the Dean, Director or Department Head.  If the excess supply items are bulky or for other reasons UB Housekeeping cannot physically handle the items, the unit should contact Auxiliary Enterprises or Physical Plant to arrange for disposal.  

4.     When a unit determines that they no longer need equipment items (items with a useful life of five years or more), but not including computer CPUs, they should inform property control that they have excess equipment to dispose.  Property control will create a list of the items, and will send a request to Auxiliary Enterprises or Physical Plant to remove the equipment to a secure storage room.  Property control will confirm the completeness and accuracy of the list once the items are in a secure storage room.   It is the responsibility of Property Control to keep the secure storage room organized or empty. 

5.     The Property Control Specialist will complete the disposal form, and make a notation with a recommendation for the method of disposal.  The Property Control Specialist will then sign the Property Disposal Form, and send the form to the Director of Procurement for approval.

5.1.
scraped

5.2.
transferred to another UB Department or Unit

5.3.
transferred to another USM Institution or State Agency

5.4.
stored for future use by UB

5.5.
donated to a non-profit organization, including a school

5.6.
sold 

6.     The Director of Procurement will review the items and the recommendation. The Director of Procurement will determine how the items are to be disposed.  The Director of Procurement will then approve the disposal by signing the form.

7.     The Property Control Specialist will arrange for the equipment to be disposed.  The Property Control Specialist will file the property disposal form and update the UB Inventory records as necessary.  
From time to time, property owned by the University of Baltimore may be determined by the University’s Property Control Unit to be Surplus Property. 

Any academic or administrative unit at UB may request property listed as Surplus Property for use by their unit of UB (not for personal use or personal possession).  The property will be available on a first come, first served basis.  The property is available at no charge, but you must make arrangements with Lisa Edwards in Property Control to have the property moved from its current location.  In some cases there may be a charge from Auxiliary Enterprises or Facilities Management to move the property.

Property that is not claimed within two weeks will normally be declared Excess Property.  The University will dispose of Excess Property by sale, donation, scrap, or other means at the discretion of Procurement and Materials Management.  

From time to time, UB will make Excess Property available for sale.  Some low value items may be marked with a fixed price, and offered for sale on a first come, first served basis.  Some property will be sold through the Invitation for Excess Property Disposal Bids process.  The process, terms and conditions of an Invitation for Excess Property Disposal Bids will be included in the Invitation For Excess Property Disposal Bids document. 

All Surplus Property and Excess Property is available AS IS, WHERE IS. THE UNIVERSITY MAKES NO WARRANTY, INCLUDING WARRANTY OF MERCHANTABILITY OR FITNESS FOR A PARTICULAR PURPOSE, OR OF THE CONDITION OF THE ITEMS.  
The successful bidder will be responsible for the cost of packing, loading and removal (F.O.B. origin). 

All proceeds from the sale of excess property will be deposited into a UB reserve fund (miscellaneous revenue account).

UB Procedure for Disposal of Surplus Property by Sale

1. 
The Custodian Department (Department that issued the requisition for the item(s) or is otherwise the current custodian) must inform Property Control that the items are surplus.  A memo or e-mail notification will suffice.

2.
Property Control will prepare a Property Disposal form.

3.  
The Property Control Specialist will evaluate the item(s).  The Property Control Specialist may consult with OTS or others to analyze the potential value of the item(s).  The Property Control Specialist will make a recommendation to the Director of Procurement and Materials Management that the property should be:

3.1.
scraped

3.2.
transferred to another UB Department or Unit

3.3.
transferred to another USM Institution or State Agency

3.4.
stored for future use by UB

3.5.
donated to a non-profit organization, including a school

3.6.
sold 

4. 
The Director of Procurement and Materials Management will discuss the  recommendation with the Property Control Specialist, and will approve an appropriate disposal process.

5.
If the Director of Procurement and Materials Management determines that the property should be sold, an appropriate method for selecting a buyer will be determined.  Property may be sold to other USM institutions or other State Agencies.  A fair and reasonable sale price may be negotiated directly with a single USM institution or State Agency.  Excess property may also be sold at auction (including internet hosted auction, including ebay, Yahoo Auction, Amazon.com Auction, etc), or by Request For Quotations/Invitation for Bids for Sale of Excess Property.  
UB students, faculty and staff (with the exception of Property Control employees and the Director of Procurement and Materials Management) may offer bids in response to an offer to sell UB excess property provided that the auction or Request For Quotations for Sale of Excess Property is publicly advertised, and the sale is open to all UB students, faculty and staff.  The auction or Request For Quotations for Sale of Excess Property may include the general public.

6.
Auction


If the property will be sold by auction, the Property Control Specialist will prepare a description of the property, including brand name and model number, if applicable.  The description should also include a general description of the item, including a general description of its condition, such as, good, fair, poor.  The description should include the following:

· The property described on the attached sheet(s) is being offered for sale AS IS, WHERE IS. THE UNIVERSITY MAKES NO WARRANTY OF MERCHANTABILITY OR FITNESS FOR A PARTICULAR PURPOSE, OR OF THE CONDITION OF THE ITEMS.  The successful bidder will be responsible for the cost of packing, loading and removal (F.O.B. origin).
· In submitting your bid, you must specify the method you will use to remove the property. Once approved, the property must be removed from the University’s premises within 14 calendar days. Property not removed within the specified period may be removed from the University and/or destroyed, and the sale may be declared null and void at the option of the University.
· The property will be awarded to the responsive bidder that offers the highest bid.  If multiple lots are offered, the University reserves the right to award lot by lot, or based on the highest total bid for all lots. The University of Baltimore reserves the right to reject any or all bids.

7.
Sale by Request For Quotations for Sale of Excess Property

If the property will be sold by Request For Quotations for Sale of Excess Property, the Property Control Specialist will prepare a description of the property, including brand name and model number, if applicable.  The description should also include a general description of the item, including a general description of its condition, such as, good, fair, poor.  The description should include the following:

· The property described on the attached sheet(s) is being offered for sale AS IS, WHERE IS. THE UNIVERSITY MAKES NO WARRANTY OF MERCHANTABILITY OR FITNESS FOR A PARTICULAR PURPOSE, OR OF THE CONDITION OF THE ITEMS.  The successful offeror will be responsible for the cost of packing, loading and removal (F.O.B. origin).
· In submitting your offer, you must specify the method you will use to remove the property. Once approved, the property must be removed from the University’s premises within 14 calendar days. Property not removed within the specified period may be removed from the University and/or destroyed, and the sale may be declared null and void at the option of the University.
· The property will be awarded to the responsive offeror that offers the highest offer.  If multiple lots are offered, the University reserves the right to award lot by lot, or based on the highest total bid for all lots. The University of Baltimore reserves the right to reject any or all bids.
· Quotes must be firm for not less than 14 calendar days.

· Payment in full will be required prior to the release of the property.

7.1.
The Request For Quotations for Sale of Excess Property will be issued by the UB Procurement Office.  The Procurement Official will establish a date, time and location for delivery of Quotes.  Late Quotes will not be accepted.

7.2.
Request For Quotations for Sale of Excess Property and Quotes to purchase Excess property may be delivered and accepted by US Mail, FAX, or by e-mail or e-mail attachment.  All offers must specifically reference the Request For Quotations for Sale of Excess Property.  

7.3.
Offers to purchase Excess property will be held in a secure location in the Procurement Office until the closing date and time.

7.3.
At the closing date and time, the Procurement Official will open all offers to buy the Excess property.  The Procurement Official will create a written summary that includes the name and amount offered by each offeror.

7.4.
Property will be sold to the offeror who offers the highest Quote (net amount of the amount offered less any cost of disposal to be borne by UB).  Tie Quotes will be awarded by drawing lots.  

7.5.
Property may be sold on the basis of a single offer, if the Director of Procurement and Materials Management determines that the offer is fair and reasonable.

7.6.
Employees (with the exception of the Director of Procurement and Materials Management, and Property Control personnel) may offer quotes to purchase UB Excess property.  Offers from students, faculty and staff will be treated the same as offers from the general public.

Sale of Excess property to University employees must be accomplished through a written and advertised solicitation.  The preferred method of advertising a solicitation for sale of Excess property to employees is through a general announcement to faculty and staff.  The preferred notice is an announcement in the UB Digest.

8.

Transfer and removal from Inventory, update Comptroller

After payment has been made, the buyer will receive a receipt, and will be permitted to remove the property.  If the property is not removed in 30 days, the University may remove or destroy the property.

The inventory records will be updated to record the disposal of the property.  The disposal will be recorded on the monthly report that is sent to the Comptroller’s Office.

9.

Documentation and Records

The Request for Excess Property Disposal Quotations and all offers received will be retained in the Procurement Office for not less than three years after the payment is received.  The Inventory records will be maintained per the record retention schedule.

10.

This procedure may be modified by the Director of Procurement and Materials Management as needed.

_______________________
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