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Purpose

To inform departments of the appropriate method of declaring and disposing of surplus, salvage, scrap
and worthless property.

B. Definitions
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are not included in this policy. Additional definitions include:
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C. Information

1.

Departments are encouraged to examine equipment and inventories and report items that
may be repurposed without detriment to the department to the Office of Buildings &
Grounds Recycling Program and Purchasing.

Recycling by and through the Office of Buildings & Grounds Recycling Program will
include control over the disposal of all College used electronics, used paper and scrap
materials. The Purchasing Department may assist with sales or redistributiontofdurn
equipment, and vehicles.
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Unrestricted Account or as otherwise agreed to by the Chief Financial Officer, in
compliance with specific grant restrictions.

After the sale or disposal of surplus commodities, where applicable, appropriate inventory
information shall be forwarded to the District Business Office for removal from inventory.
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F. Sale of Surplus Equipment

Once declared and approved by the Board of Trustees as surplus equipment, the disposal process will

commence in whichever form is determined to be in the best interest of the District. Acceygabte

of disposal are:

. Redistribution within the campus communiBefore items are offered for sale to outside

purchasers, surplus items will first be offered to District departments on a first come, first served
basis via email distribution.

. Publicsale/auctionPublic auctions may be auctioned by InterScola or Property Room when the

surplus inventory warrants. Items will be sold to the highest bidder. Some items may require a
minimum bid.

. Sealed bid.Certain surplus commaodities, especially thoskigh dollar value and/or specialized

use, may be sold via sealed bid. The purchasing Department, in collaboration with the department
disposing of the equipment, shall determine if an item is sold via sealed bid.

. Web site Surplus items may be redistodbW H G&¥&16D) 35(9,(:" PDQDOMEH BEFROD

5. Vehicles. Vehicle sales have a number of legal requirements (e.g., DMV paperwork, VIN Stop

notices, smog certificates, scrapping, transportation, removal of exempt plates, liability, towing,

and obtaining fre and clear title.) Any disposal of vehicles must have the approval of the Vice
Chancellor of Finance & Administration or his or her designee. High mileage vehicles should be
considered for tradim. Wrecked cars or parts will be disposed of in the maost effective,
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must have approval from Administration before disposal, and with records documenting their

disposal.
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