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** This Form replaces the Asset Deletion Form
Surplus Instructions – follow these steps when preparing to surplus an item from your department.
· The requestor completes the Surplus Form located on the General Services web site 

 http://www.smccd.edu/accounts/smccd/departments/generalservices/ 

 for all items (other than electronics and vehicles).

a.  Determine the estimated value for all surplus valued at $2500 or less.

b.  Attach pictures of the item to the form, and submit electronically to Purchasing.
c.  The requestor sends a hard copy with Administrator and Business Officer’s signature  

 to Purchasing.

· For electronics,  requestor to log on into the ITS Service Request Form located on the  portal page  http://www.smccd.edu/accounts/portal/   
and submits the form electronically to ITS, who will make arrangements to pickup the goods and store at bldg. 25.
· For automobiles, requestor to complete the Surplus Automobile Form located on the  General Services web site http://www.smccd.edu/accounts/smccd/departments/generalservices/
attach pictures of the automobile to the form, and submit electronically to Purchasing. The requestor sends a hard copy with Administrator and Business Officer’s signature  

to Purchasing. 
     Utilizing General Services for the Sale
· Purchasing will meet with the requestor to inspect the surplus and determine if there is any value or if it should be recycled or disposed. Before offering the items for sale Purchasing will notify the other colleges in the District to see if there is a need. 

·  Purchasing will research the item to determine the market value.

· If the item has value,   Purchasing will list it on an auction site opened to the public. The auctions usually run for two weeks. In some instances the item may be donated to a school or non-profit organization.

· Once the item has been sold Purchasing will coordinate a meeting between the buyer and the requestor to arrange for pick up. The requestor will collect the funds and forward to Purchasing.
Utilizing an Auctioneer for the Sale

· Purchasing will meet with the requestor to inspect the surplus and determine if there is any value or if it should be recycled or disposed. Before offering the items for sale Purchasing will notify the other colleges in the District to see if there is a need. 

· Purchasing will contact the auctioneer and coordinate a meeting between the requestor and the auctioneer. The auctioneer will inspect the surplus and conduct an inventory.

· The auctioneer will place the surplus on an auction site opened to the public. Please allow 6 weeks from the inventory stage to the sale and buyer pickup. If the auctioneer needs assistance during this process it is the responsibility of the requestor to provide the support.
· Payment from the auctioneer is submitted to Purchasing.

       Invoicing
· Once the item has been sold and the funds collected Purchasing will generate an invoice and forward the invoice along with the buyer’s money order, cashier’s check or cash to the Accounting Department.

· For vehicle trade in an invoice will be generated with the name of the dealer and trade in value.

· The Accounting Department will deposit the check and apply the funds to the departmental account number provided. The income will be placed in Banner Account # 8911.
· An administrative cost of $20.00 for surplus sold up to $100 and a 10% fee for anything over $100.00 will be included in the invoice to recover the expense of posting to an auction site.
