10.41 -- Surplus Property Inventory Procedures

Last updated July 27, 2005

A. General. Surplus Property is the final destination for items no longer used by a department. Surplus Property personnel attempt to relocate (sell) the item(s) by advertising to other university departments that the item(s) is/are available. [Note: It is recommended that transfer or sale of property from one department to another be routed through Surplus Property to insure an accurate and consistent tracking of inventory. Departments which choose to sell their own goods to other UI Departments, must still report “Name of Items”; “Model & Serial # of Items”; “UI Identification #”; “Department Sold To”; “Amount Sold For”; and “VIN number, if a Vehicle”; to the Property Management Office (PMO). [Phone (208) 885-4070, or email inventory@uidaho.edu ] Under no circumstances are Departments allowed to sell any UI owned item to any non UI department; private business; private entity or organization; or to private individuals, as per the State Board of Examiners Internal Management Policy “Guidelines and Procedures for Disposal and Sale of State Surplus Personal Property”, [http://www.sco.state.id.us/web/scoweb2.nsf/newexaminer.htm ]. [These sales “must” go through UI Surplus Property.] 

B. Process. Outside Customers Identified. Surplus Property personnel will attempt to sell the item(s) to local city, county, and state agencies, local school districts, or other nonprofit agencies. If those attempts are unsuccessful, a general public sale will be arranged. 
B-1. Proceeds of Sale Distributed. If the item(s) is/are sold, regardless to whom, the department receives a portion of the sale price based upon the following scale: Surplus Property will retain a minimum of $25 service charge per item with the following rate schedule in effect: 
SELLING PRICE                                 RETURNED TO DEPARTMENT 
$25 -- $350                                            65% 
$351 -- $1,500                                        75% 
$1,501 -- $10,000                                    85% 
$10,001 or more                                       90% 
[Note: If the item(s) is/are not sold, the item is scrapped, refurbished, or recycled and the department receives nothing.] 
C. Procedures. Surplus Property maintains records of all items turned over for disposal. These records reflect tag number, budget code for the owning department, item description, location, and final disposition. The following steps should be taken for disposal of surplus property: 
C-1. Surplus Property Notified. Departments should notify Surplus Property by memorandum [See 10.41 (E)], campus zip 83844-2282, fax @ (208) 885-5811, phone @ (208) 885-2091, or e-mail, surplus@uidaho.edu , of any surplus item(s) ready for disposal. Surplus Property personnel will arrange pick-up and delivery of the item(s) to a storage area. 
C-2. Item(s) Tagged as Surplus. Surplus Property personnel will notify PMO of items picked-up from departments. Only items verified as received by Surplus Property will be placed in “SURPLUS” status by PMO and then transferred to the Surplus Property inventory account. Additionally, Surplus Property will provide PMO with notice of final disposition of surplus items. All departments will receive a “SPUR” receipt form [Sample Form] from Surplus Property when items are transferred to Surplus Property. All departments should keep these SPUR forms for one (1) year to document the “Certificate of Inventory” [See 10.40] update. 
C-3. Surplus Sales. PrePrice sales of surplus items are held weekly for both UI departments and the public. Other types of sales, such as auctions and sealed bid sales will be used as necessary, but the primary method for reducing surplus property inventory will be the PrePrice Sale. The PrePrice Sale day for both the Public and UI departments is Monday from 10:00 AM to 12:00 PM and then from 1:00 PM – 4 PM.  [Note: This is the only day for Pre-Price sales. Surplus Property is closed for sales on other days so that pickup, stocking, and inventory procedures can be accomplished.] Other types of sales and exceptions to PrePrice Sale days will be posted and advertised ahead of time whenever possible. Holidays and University closings are automatic exceptions to PrePrice Sale day schedules. 
C-4. Surplus Items Advertised. Because of the large number of items received daily, it is impractical to advertise all of the items available at Surplus Property, but a complete listing of Surplus Property is available on our web page. Specifically, http://www.webs.uidaho.edu/surplus/ . Unusual, popular, or more interesting surplus items may also be advertised in the University Register, or by email through the list server. We encourage departments to visit our warehouse on PrePrice Sale days or browse the web pages on a frequent basis. 
Purchases and bids can also be done by email on our web page. Follow the directions as instructed. If another department desires the item, it is sold at fair market value and a percentage of the sale price [See 10.41 (B-1)], is returned to the donor department. If no department requests the item(s); 
Surplus Property will notify local city, county, state agencies, local school districts and nonprofit organizations of our surplus property, via our web site at http://www.webs.uidaho.edu/surplus/ and through selective sales advertisements. If it is sold, a percentage of the sale price [See 10.41 (B-1)], is returned to the donor department. If no agency requires the item(s); 
Surplus Property will conduct a general public sale and sell the item on a first come, first serve, basis for whatever price the item brings. [See 10.41 (C-3))]. If the item is sold, a percentage of the sale price [See 10.41 (B-1))], is returned to the donor department. If the item(s) is/are not purchased by the public; 
The item(s) is/are scrapped or recycled. 
C-5. Donation of Surplus Items. Only surplus property that is defined as “of nominal value” as per the State Board of Examiners Internal Management Policy “Guidelines and Procedures for Disposal and Sale of State Surplus Personal Property” [http://www.sco.state.id.us/web/scoweb2.nsf/newexaminer.htm ], may be donated to legitimate charitable organizations. If Surplus Property deems that an item is of “nominal” value, and a Donor Department wishes these items to be donated to a particular charitable organization, Surplus Property will make arrangements for the donation at no cost to the department. Before Surplus Property can donate any items to a charitable organization, the organization must provide a copy of their charitable organization permit as per Internal Revenue Service Codes Section 501 (c) (3) and 501 (c) (19) to receive any donated items from UI. 
C-6. Refrigerators. Surplus Property will not accept non-working refrigerators unless they have been purged and certified. Departments must first contact Facilities Maintenance and Operations (FMO) for refrigeration personnel to purge and certify the unit. Departments will be charged a landfill dumping fee for any discarded refrigerators. 
C-7. Computers. Because of FERPA [See 65.03] and other intellectual property laws and regulations for both UI and for software providers used by UI, computers that are surplused by a department, must have all UI departmental files, personal files, and installed software, other than the Operating System software, removed from the machine before Surplus Property can accept the computer as surplus. A department representative will be asked to sign-off on the SPUR form stating that all files and appropriate software have been deleted. ITS @ (208) 885-2725) can answer questions on how to remove files, if necessary. 
C-8. Department Minimum Bids. Occasionally, a department will request a “minimum bid” for an item they are surplusing. Surplus Property will only allow one “minimum bid” price through PrePrice Sale, auction, or sealed bid sale. After an item fails to reach its “minimum bid”, it will be sold (if possible) at the next sale or any preceding sales for what it actually brings. If a department does not want to surplus an item for less than the asking “minimum bid”, they must notify Surplus Property and take the item back within 10 working days of the original sale. 
C-9. Abandoned or Improperly Disposed of Property. Any property items found to have been disposed of improperly or abandoned without contacting Surplus Property will result in a $25 fee/item charge back to the department owning the property. Please contact Surplus Property before disposing of any property with a UI property tag attached to it, or that is listed on departmental Certificate of Inventory. 
D. Information. Any questions regarding the disposal of surplus property should be addressed to Surplus Property, at (208) 885-2091. 
E. Suggested Format for Memorandum to Surplus Property. Please use the Surplus Pick-Up Request Form (SPUR) [Sample Form] for all surplus items to be disposed of by a department. It is important that all blanks be filled in by the department to ensure proper accountability. The SPUR form is also available for download on our web page at http://www.webs.uidaho.edu/surplus/ . 
