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STATE-OWNED SURPLUS PROPERTY 
PROCEDURES MANUAL

Prepared by the Indiana Department of Administration: State and Federal Surplus Division
INTRODUCTION
The procedures outlined in this document serve as the basic guidelines for obtaining and disposing of state-owned surplus property.  If followed correctly, both processes can be simple and cost efficient.  If you have any questions regarding these procedures, please feel free to call State Surplus at (317) 234-3685.  

DISPOSITION METHODS
This manual covers the following methods to obtain and dispose of surplus property: 

1. Sales or transfers to other State agencies

2. Transfers to the State Surplus warehouse

3. Scrap/Recycle
4. Sales to the public (either by sealed bid or auction) 
5. Trade-in

6. Disposal of Computer Hardware
7. Redistribution from the State Surplus warehouse

AUTHORIZATION

Before proceeding with any of the above dispositions, you must first obtain authorization to surplus your agency’s item(s) from the director of State Surplus.  To obtain this authorization you must complete State Form 13812, “Notification of Surplus State-owned Property.”  Regardless of disposition method chosen, surplus items must be separated into disposition groups as follows, and a separate Notification of Surplus State-owned Property must be used for each group:

1. Items with an original acquisition cost of $2,500.00 or more 

2. Usable items for sell, trade-in, transfer or disposal

3. Non-usable items for sell, trade-in, transfer or disposal

Send completed forms to State Surplus at 601 W. McCarty Street, Suite 100, Indianapolis, Indiana 46225.  Each surplus form submitted to State Surplus for approval must have the signature of your agency disposition agent.  Forms without this required signature will be returned to the agency.

Surplus Vehicles.  State Motor Pool is responsible for the sale and transfer of all state-owned vehicles.  Please send 13812 forms with vehicles listed to Alesia Walker at State Motor Pool, 601 W. McCarty Street, Suite 125, Indianapolis, Indiana 46225.

State-owned Surplus Computers. All state agencies are responsible for the complete removal of all data from computer equipment before the transfer, sale or trade-in of any state-owned surplus computer equipment.  If you have any questions regarding the procedures for sanitization, please contact IDOA’s MIS Director at 317-233-9864 or by email at jstarry@idoa.in.gov.  Also see the disposal procedures starting on page 6.
AGENCY FEES
Under IC 5-22-21, State Surplus is the agency authorized by the IDOA Commissioner to approve the disposition of state-owned surplus property.  One of the methods of disposal is selling the state-owned surplus property.  This may be accomplished by an on-site sealed bid sale or public auction.  Both require fees be paid from the proceeds prior to transferring the remaining proceeds to the selling agency.  These fees may include advertising, postage, lodging, per diem, security, bank proceeds check and auctioneer fees.  Accordingly, State Surplus must now recoup mileage to and from the auction site, and employee wages for time spent preparing and conducting public auctions.  If you have questions regarding this policy, please contact Bob Flake at 317-234-3688 or by email at bflake@idoa.state.in.us.

DISPOSITION PROCEDURES BY TYPE
If you have questions when completing State Form13812, call the Surplus office at 317-234-3685.

Sales Or Transfers To Other State Agencies
1. Agencies may sell or transfer their usable surplus property to other State Agencies.  
2. Complete SF 13812 and request the transfer or sale of the property to the other Agency. 
3. Submit the completed SF 13812 to State Surplus.  Attach the following:  
a. A memo from your agency stating you will remove the items from your inventory and the name of the agency to which you are transferring the items.
b. A memo from the receiving agency stating that the agency is accepting the items and will enter the items into their inventory.  

4. Upon receipt of the approved SF 13812 from State Surplus, the two agencies will arrange the transfer of property and any agreed upon monies. 
Transfers To State Surplus Warehouse

1. Verify the condition of  all items to be transferred. Complete SF 13812, clearly marking all items as usable or unusable.  Forward the form to State Surplus.
2. Upon receipt of the approved surplus form, the disposing agency should contact Surplus Warehouse Supervisor Mark Wheeler at 317-234-3691 or by email at mwheeler@idoa.in.gov to schedule a delivery or pick-up date.  Warehouse staff picks up property from the Indiana Government Center building and surrounding Indianapolis areas.  Agencies not located in Indianapolis must arrange for delivery of surplus items to the Surplus Warehouse in Indianapolis.  If the agency does not have an appropriate transport vehicle, the agency should hire a mover such as Mayflower. 



Note: Before hiring a moving company to transport surplus items to Indianapolis, the agency should first consult IDOA’s Procurement division to learn of any applicable QPAs or similar contracts for moving services. 

3. Upon delivery or pick-up of the items, the agency must present a copy of the approved 13812 form. Items will be inspected at the time of pick-up/delivery to verify their condition and quantities.  Items will not be accepted without the approved copy of SF 13812.
4. Agencies do not receive any reimbursement or subsequent sales proceeds for property transferred to State Surplus.

Scrap/Recycle

1. On-site disposal or scrapping of worthless property may be authorized.  Property may be considered worthless or of no market value if the value of the property is less than the estimated costs of the sale and transportation of the property.  A common example is damaged office furniture that cannot be economically repaired.

a. Complete and forward SF 13812 to State Surplus for review and approval.  Attach a picture of the items to this form and a short memo justifying disposal.  If you have listed several items on one form, you may photograph the items grouped together, in order to reduce the number of pictures submitted.  You have the option to keep the original picture and send a clear Xerox copy of the picture attached to the form.

b. Upon approval by State Surplus, the property may be demolished or junked on-site or taken to a local scrap business.  You are to dispose of the property 30 days from the approval date.

c. Agencies cannot accept any money for such property since it has already been determined to have no market value.  Also, agencies are not able to give the property to employees, the public or other entities, because this would mean the property does in fact have market value and should be put through the sale or recycle process.
2. If the property is unusable but has some residual market value and can be recycled, an agency has two options:

a. Transfer the property to State Surplus for recycling.

b. Sell the property directly to an authorized recycle or salvage business.  A common example is unusable scrap metal sold to a local scrap dealer.  

c. For both options, complete and forward SF 13812 to State Surplus for review and approval.  Attach a picture of the items to this form and a short memo justifying recycling.  If you have listed several items on one form, you may photograph the items grouped together, in order to reduce the number of pictures submitted.  You have the option to keep the original picture and send a clear Xerox copy of the picture attached to the form. 
d. Upon approval, you will receive a copy of the approved SF 13812 authorizing the disposition agent to dispose of the property.  Remove all inventory tags before disposing of the property.  You are to dispose of the property 30 days from the approval date.

e. Deposit any proceeds into your Agency’s appropriate account.

f. After disposal, written verification as to the date and method of disposal should be attached to your copy and kept at your agency for future State Board of Account audits.  

3. Computers and virtually all other electronics items can not be sold or scrapped by any State Agency to the public under any circumstances.  See the procedures starting on page 6.
Sales To The Public
1. For on-site sales or auctions, complete form 13812 and include a name and phone number for the agency’s surplus contact person.  Minimum bid amounts, performance bonds, and a removal time frame should also be included if you wish to have this info posted in the sale notice. Remember: A separate forms must be used for usable and non-usable items, and for items with an original acquisition cost of more than $2500.
a. Items with an original acquisition cost of $2500.00 or more are offered for sale to Local Units of Government. Such sales are handled by IDOA’s State and Federal Surplus division after receipt of form 13812.  
b. Items that are not acquired by a Local Unit of Government may then be made available to the public via sealed bid sale or auction.

c. Items with an original acquisition cost of less than $2500.00 are made available to the public via sealed bid or auction.
2. The proceeds from on-site sales or auctions are transferred to the selling agency’s account, less any required fees as explained on page 2.

3.  Items that do not sell may be transferred to the State Surplus Warehouse if IDOA declares them to be usable.  If IDOA declares them to be non-usable or without a fair market value, IDOA’s Surplus division will issue the authorization for disposal.

Trade – In

1. Complete state form 13812 and attach to it one of the following:
a. The original purchase order.
b. The request for quote.  This document must indicate the quoted price, the quoted trade-in value and the difference.



Example:

Price

$1000.00






Trade-in
     -50.00





Balance           $  950.00

2. Upon approval, State Surplus will forward the paperwork to IDOA Procurement and return an approved copy of the form to your agency.

Disposal Of Computer Hardware

1. Under no circumstances will any State Agency attempt to sell or donate computer equipment to the public.  Nor will any State Agency attempt to throw away, scrap or demolish state-owned computer hardware.  Much of this equipment contains environmentally hazardous materials.
2. Usable computer hardware can be transferred between State Agencies.  Follow the transfer procedures starting on page 2.
3. If you do not locate a State Agency willing to accept the computer equipment, transfer it directly to the State Surplus warehouse, regardless of the condition of the equipment.    Follow the procedures starting on page 3. 

4. Computer hardware being replaced on a scheduled basis by IOT under their “refresh” program will be processed for disposal by IOT only.  Such disposals will be in accordance with the July 2007 Memorandum of Understanding (MOU) between IOT and PEN Products.  The MOU includes provisions to distribute selected computer hardware to public and private schools
Redistribution from the State Surplus Warehouse

1. State Surplus now maintains a large inventory of used office furniture in good condition, along with selected office supplies in new condition.  These items are available to all State Agencies at no cost.  Agencies should make every attempt to screen this property prior to initiating new procurement requests.

2. The Disposition Agent within each agency or division can approve withdrawals from the warehouse inventory using one of the following options:
a. Submit a letter of authorization each time an employee of the agency wants to obtain property from the warehouse.

b. Submit a one-time authorization letter to the Director of State Surplus identifying all of the Agency’s employees that can withdraw property.  The letter must provide the employees’ full names and the last six digits of their employee ID number.  Those individuals will be added to the “Authorized Shoppers List,”  and they will not need any additional letters.

3. State Surplus will deliver the selected property at no cost to any agency located in Marion County.  Agencies located outside of Marion County will need to make their own transportation arrangements.
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